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Introduction

Overview

Sales Prebill Entry is an optional step in the normal job flow of PrintStream. However, many users find the use of
Sales Prebill Entry speeds up the billing process and ensures that items added during the course of the job are
included on the invoice. The Sales Prebill is like a draft invoice in that it does not affect the General Ledger, the
Aging or the customer balance, but it will become the invoice once pulled into AR Invoice Entry. This document
serves as the communication device between CSR'’s, Salespersons, and Billing Personnel. Sales Prebills can be
edited, regenerated, or altered in any way until a final invoice has been created for the job.

L PrintStream - DE: Fijil01a - Cmp: 01 Plank: 0100 i [m] 5]

File Options Yiew Messaging

System Maintenance

Administration

Inventary
Estimating f Order Entry

Purchasing
Shop Floor

Job Costing
Postage

Sales Analysis

Accounteceivable
Accounts Payable and General Ledger

Printstream Scheduler

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. EFI 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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Creating a Sales Prebill

To create a Sales Prebill

1. Select the job number you are creating the prebill for. The customer’s name, job title, base quote
number, and sales representative information will fill in from the job.

2. Click OK after selecting the correct job.
Multi company users will find two options under Bill To:
e External Customer
Refers to an outside customer.
¢ Internal System (for Subcontracting)

Refers to those companies who are multi-company and are treating another company site as a
customer.

The default that displays is determined by the JobMark, Bill External Customer field.
3. Click OK when done.

e module

{* Euternal Customer  ©

A& Compary Inc.

0Ok | LCancel

Note  The job’s invoice status will display underneath the Job Number field. A Sales Prebill can be
generated whether the job has not been AR invoiced, partial AR invoiced, or final AR invoiced;
however, edits cannot be made to the prebill if the job has been final AR invoiced.
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4. Three format options are provided when generating a prebill. If this is the first prebill generated for a job,
the program will default to the Regenerate Prebill option. To edit an existing prebill for a job, click Edit
Prebill. To create a new prebill for this job, click Regenerate Prebill.

This will reset the prebill and clear any changes made on the prebill during a prior edit. If you want the
original prebill line items to pull through along with any changes made to the prebill in a prior edit, click
Regenerate Prebill and select the Insert Regenerated Lines Before Already Existing Prebill Lines
check box.

f'_l Create Prebill

Create Prebill @&

Job 2 1480 Demo

Quote 1797.99
Frebill format prepared. Select options:

" Edit Prebil

r Inzert regenerated lines before
already existing Prebill lines

Creation Method for Mon-Prebilled Jobs: Itemization
f+ Create from Estimate £ ltemize with Frices

(™ Create from Actual Jobcosting " Itemize withaut Prices

" Don't ltemize

Options Bazed On Quote r
v Usze Client Language 1797.99 ==

[ Attach Activity Code to the line Dermo —
[v Spread out The Print Variance
[ Define Component for the Process

[ Include Zero Price Components Az a Copy of Prebill For the Job [

1480 =

[ Exclude Zero Quoted Price Activities Demo
[ Add Modifiers Description

Billing External Customer 111 A Company Inc.

Bagzed on
{+ Company Part 0

QK | Cancel |

Create from Estimate: Lines generate from quote/estimate / current job.

Create from Actual Jobcosting: Lines generate from shop floor/timesheet entries for this job, which is
not recommended.

Itemize 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 (total of all
the detail lines).

Don’t Itemize: Creates an invoice without detail referencing only the description line with the grand
total.

Use Client Language: Takes process description designated as client rather than internal description.
Attach Activity Code to the line: Activity code for the process will be part of description.

Spread out the Print Variance: For print estimating, this will proportionately distribute price variances,
resulting from manual mark up, mark down or entering of a sell price at the job estimate level, to all
lines. If there have been price changes made to the estimate and this option is not selected, an
additional line will be added in the amount of the variance and the user will be required to manually
allocate it to an appropriate revenue account.
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Define Component for the Process: In estimating if process is tied to a component like ‘BRE’ or
‘Letter’ the component’s name will start the line’s description.

Include Zero Price Components: Components with a zero value will print on the prebill if this check
box is selected.

Exclude Zero Quoted Price Activities: Activities with zero value will not display.

Add Modifiers Description: If modifiers are attached to the activity code, they will display on the
prebill.

Based on Quote: You may now select the quote number from which you wish to generate lines. There
is no error checking on the quote number. If you want to generate the invoice from a quote for a
different job, or even a different customer, it will allow you to do so. Example: You create quote #10 for
$1000 and obtain approval from the client to proceed. After turning quote 10 into job 100, you add
processes, delete processes, adjust quantities etc. so that the job is now valued at $1500. When you
create the prebill, you may generate from quote 10 — which will yield a $1000 invoice — OR you may
generate from quote 10.99 which will yield a $1500 invoice. The program defaults to 10.99.

As a Copy of Prebill For the Job: You can take a prebill created for a different job and have the line
items carry over from it to the job being prebilled.

Based On: The two options available pertain to multi company users. Single company users will select
the Company Part option.

A note will appear at the bottom of the Create Prebill screen in the event any job related purchase
orders were created for the job, however, they have not been received. You can continue processing
the prebill; however, the purchase orders must be received before creating a final AR invoice for the job.

The next screen represents the future lines of the invoice. Users can make unlimited formatting and/or
pricing changes. The icons at the top allow the user to look at different aspects of the job as it went
through production.

To add a line, click any line and then right-click and select Add a Line. This will add a line after the last
line of the prebill. To insert a line, click any line and then right-click and select Insert a Line. This will
insert a line above the line you selected. To move the line, click a line and then right-click and select
Move Line Up or Move Line Down. To copy a line, have your cursor set on that line, right-click and
select Duplicate Current Line. This works well for those companies who want to charge a customer a
standard price for materials the house printed to use on a job, but are going to charge him a different
price for the overs.

To delete a line, click the line and then right-click and select Delete. To add a freight line, right-click in
the body of the prebill and select Add Freight Line. The line will be added after the last line of the bill.
To insert a freight line, click a line, right-click and select Insert a Freight Line. This will add a freight
line above the line you selected.



8 ® EFI PrintStream | User Guide

@4 01 Streamline Solutions Plant 0100 - [Prebill]

€4, File View RunReports Help _[&][x
P Y (=N YR

m Preview/Approve Invoice for 1556 Test

Group| Gt [HotKey| Sewicss | Sewp Eh’;"‘gas Rate per Aﬁk“e”“ Subtotal |Tax Cods) P;i:m TaxAmt | Total Amt Af_f‘:gh';gﬁig“ém' Line No Index 5"&?””“5

| 0.000 Test 000 000  0.0000 “Extendsdl~ | 00.00 00.00 000 000 00.00 01 1 0

| 1.000 Convert oo 000 50,0000 @ Each 50,00 50,00 07 7.00 350 5350 34021 2 2 a
DiskMia E-Mail -
OR BBS |

=l 1000.000 Mee/Puge 000 7500 120000 MPer 1000 = 7500 750007 5% 2025 34033 3 3 0

= 1000.000 Produce 000 5000 120000 MPer1000 _ 5000 50.00 00 0 oo 50.00 J0ET 4 4 0
Counts Report &l

= 1000.000 Gendeiize 000 7500 120000 MPer1000 _ 7500 750000 00 oo 7500 3032 5 5 0
Records

= 1000.000 CreateEkialst 000 5000 5.0000 M Per 1000 _| 5000 50.0007 70 350 5350 B012 6 6 0
Tape

Action

Consofdate| Group
Average
| 3/5/2003 1003 AM Job #1556 $300.00 Ouote #1574 33 Oty 1000 ALASKA Alaska Inc. House Account P
I - I I I e I

Note Display columns appear in yellow, while entry columns appear in white. Postage transactions
will not display as line items on the prebill.

Quantity: The quantity for each line item will display, which comes from the estimate 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 prebill line items. By use of the hot
keys defined in the master list, the description in the prebill line can be populated saving keystrokes.
Additional information for this feature can be found at the end of this handbook.

Services: A description of services or a title for the heading. The description field will accommodate
150 characters.

Setup and Minimum charges: Setups and minimums, as defined in the Mail Estimating, will display
and/or can be entered and they will not appear as part of the rate column.

Rate: The cost for the services. Will be a zero amount for headings, subtotal and extend lines.

Per: The Per column has the capability of being 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. The Heading
appears in bold with no line extensions. An extended line also appears with no line extensions. A line
defined as Subtotal will appear italicized and will subtotal all lines since the previous Subtotal line.

Average 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.

Tax Code: The tax code is defined in Master Files Customer. This field will automatically calculate if the
tax code is selected in the Customer’s Master File and if the activity is marked as taxable.

Tax Percent: The tax percent defined in the Master Files Customer associated with the tax code.
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Tax Amount: The calculation of the tax percent and the line subtotal.

Total Amount: The total for all charges for the line.

Activity Code: Linked to the process that created the line. Used only for consolidation and is not saved.
Gross Total: The total of all lines excluding tax.

Tax: The total charge for tax on the prebill.

Prebill Total: The gross total plus the tax total.

Each line with a dollar amount is linked to a GL account number. To edit the line allocations, click the
line and then right-click and select Edit Line Allocations. This will allow you to change the branch,
department and/or account number to the account that will be credited for this line transaction when
invoiced. Once the screen opens, entry columns appear in white. Deletion of an allocation is possible
from this screen. After the changes are complete, click Save.

. Compa s Allozated
ity Per Price - Br | Dpt | Account # Degcription At

1 1) 60.0000§01 oo 4011 | Labar Sales G0.00

£0.00
Frebill Line Tatal g0.00
Unallocated Amount 0o.oo

Delete gdd | | Close |

10. Each line’s allocation in the prebill will default to the GL revenue account linked to each activity code in

1.

Link to GL. For unlinked activities, the default revenue account from Control Accounts is used. Print
processes may have multiple allocations due to the variety of activities required for a part. These
allocations set up the posting of the credits on the invoice.

To scroll through the GL account number, use the + or — keys on the number pad.
Allocated Amount: Shows the total dollar amount allocated for the line.
PreBill Line Total: Shows the line total.

Unallocated Amount: The difference between the allocated amount and the line bill total. You will not
be able to close until the dollar amount has been allocated.
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Grouping Lines on a Sales Prebill

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 off of the sales tax code referenced on the first line selected in the grouping.

To group lines

_ﬁ

1. Check the first column for lines you wish to group and click the Group button.

2. If you want the items to appear in a different order, move lines up and down before grouping.

A confirmation box will appear indicating the affects grouping will have on your prebill.

3. 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. Click Proceed.

a
TSR SR

@4 01 Streamline Solutions Plant 0100 - [Prebill]

QFME View RunReports Help

bl e & /(8llelss

Preview/Approve Invoice for 1556 Test
Min Awg Unit Tax Activity Codeluse for)
Group Qty Hot Key Services Setup Eress Rate pel Price Subtotal |Tax Code; Parcent TaxAmt [ Total Amt e g €]
= 0.000 Test 0.00 0.0000 " Extended L~ | 00.00 00.00 0.00 0.00 00.00 0
= 1.000 Convert 000 000 50,0000 @& Each 50.00 50.00 07 7.00 3.50 53.50 34021
DiskMia E-Mail R x " " " "
BBS Canfirm &J
=] 1000.000 Merae/Purae 000 7800 18 I 34033
I 1000.000 Produce 000 8000 1 34061
Courts Repot 1 Group procedure follows the rules:
[ 1000000 Gendeice 0 7E00 9 P : 34032
Recards
= 1000.000 %;ea;e Ektaiet 0.00, s0.00 1. The lines with a check mark in the first column will be grouped together into M2
e one line.
2, You will be prompted for the quantity and unit of measure for the group.
3. The Grouped line will total the sub-lines' Setup, Minimum and therefore
Subtotal Amount.
4. Rate will be back calculated based on quantity, unit of measure and Subtotal
Amount.
5. The tax for the grouped line will be based on the tax code of the first taxable
line in the group.
6. Allocations to the GL will be proportionaly divided.
7. The resulting grouped line might not match the addition of the single lines
because is not possible to back calculate the rate to obtain the exact total.
Would you like to continue?
After Grouping:

@4 01 Streamline Solutions Plant 0100 - [Prebill]

Preview/Approve Invoice for 1556 Test
Graup Gty Hot Key Services Setup Eh!l‘;es Rate ‘ per A\:jgriDUEﬂlt Subtatal |Tax Code P;i:nt TaxAmt | Total Amt A;S:gﬁﬁ;ﬁ;&.“ﬁﬁ;?
0.000 Test 000 000 0.0000 "Extended L~ | 00.00 00.00 0.00 0.00 00.00 ]
= 1.000 Convert 000 000 50.0000 @ Each 50.00 50.00 07 7.00 350 53,50 34021
DiskAfia E-Mail -
0F BBS |
= 1000.000 Merge/Puige 000 7500 12.0000 M Per1000 - | 75.00 75.00 07 7.00 525 80.25 34033
= 1000.000 Produce 0.00 12500  125.0000 M Per 1000 126.00 126.00 00 0.00 0.00 126.00 0
Counts _Fieparl, -
Genderize
Recards |
=i 1000.000 ?reate Ektajet 000 50.00 5.0000 M Per 1000 50.00 50.00 07 7.00 360 B350 3012
ape
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Consolidating Lines on a Sales Prebill

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 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 lines
1. Click the Consolidate button.

A confirmation box will appear indicating the affects consolidating will have on your Prebill.

2. Click 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. The
consolidate feature is not available in AR Invoice Entry.

o Activity
E:jo Gty Haot Ky Services | Setup Ehh;rl;es Rate per A\;glig:'t Subtatal |Tax Code P;z:nt Ta=Amt | Total Amt Eoo::o[lli;ds:tifoor:
= 0.000 Demo 0.00 0.00 00000 "™Extende - | 00.00 o000 0.00 0.00 0o0.00 0
4 1.000 Proararming 0.00 0.00 75.0000 @& Each | 75.00 EO0.00 00 0.00 0.00 E0.00 34011
4 1.000 Proararming 0.00 0.00 75.0000 @& Each | 75.00 EO0.00 00 0.00 0.00 E0.00 34011
= 1.000 Corvert 0.0 0.00 50.0000 & Each 50.00 EO0.00 00 0.00 0.00 E0.00 3404
DizkMfia
E-tail OR M
BES .
-1 100000.000 Key Code 000 0.00 02500 M Peri10C 00.25 50.00 00 oo 50.00 34035
Record:
-1 100000.000 Eiracl?}clle 000 5000 G 400.00 34038
-1 100000.000 Merge/Purge . 000 75.00 s 400.00 34033
(ol lidat dure Fall the rules:
1 100000.000 Praduce 000 5000 onsplats proceclys tolans the rues 4E000 34061
goe';r;t[f 1. Only lines with identical activity code and measure can be consalidated.
(1 100000.000 “wirite Ektajet 000 5000 2. The consalidation will be based on the first eligible line and will use 400,00 36012
Tape that line's Setup, Min, Rate and Tax Code definitions,
1 100000000 Purchase List 0.00 0.00 . L 25.00 005
i 1.000 DelverYou 000 50.005] 3 TheNew Qty wil total elighle fines, 50.00 95016
Dffice Wwould you like to proceed?
Wes Mo
After Consolidating:
@ Preview/Approve Invoice for 1480 Derno
. . Activity
Gra B Min Auweg Unit Tax
up Gty Hat Key Services Setup TiEnss Rate per Eiie Subtotal |Tax Code Percant Tax Amt | Total Amt E;::D[tﬁ:tif;;
0.000 Dema 000 000 00000 "™Estende > | 00,00 00.00 0o 0.00 00.00 0
= 2,000 Proaramming 000 000750000 @Each - | 75.00 150.00 00 0o 0.00 150,00 34011
= 1.000 Corwvert 000 000500000 & Each 50.00 £0.00 00 oo 0.o0 £0.00 34021
DizkMfia
E-tail OR M
BES .
-1 100000.000 Key Code 000 0.00 02500 M Peri10C 00.25 50.00 00 oo 0.o0 50.00 34035
Records
-1 100000.000 Barcode 000 5000 60000 M F'er1D[t 06,00 400.00 00 oo 0.o0 400.00 34038
Qualify
1 100000000 Merge/Purae 000 7500 B.0000 M Per 100 | 06,00 400.00 00 0.00 0.00 400.00 34033
=1 100000000 Produce 000 5000 6.0000 M Per 100 0E.00 480,00 00 0.00 0.00 480,00 34081
Counts -
Repart ]
-1 100000.000 “wirite Ektajst 000 50.00 3.0000 M Per10C 03.00 400.00 00 oo 0.o0 400.00 3EM2
Tape
-1 100000.000 Purchase List 000 0.00 1.0000 M Per 100~ | 01.00 25,00 00 0.oo 0,00 25,00 1005
= 1.000 Deliver Your 000 50.00 50,0000 & Each - 50.00 50.00 00 0.00 0.00 50.00 95016
Office
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Averaging Lines on a Sales Prebill

Lines that reference a setup charge or a minimum charge can be converted and recalculated, and the line will be
replaced with a new average unit price. This works well for those companies who want to combine any setup
fees or minimum charges, and have those costs be part of the flat cost of a process on the job.
To average lines
1. Check the first column for the lines you wish to average the cost, and click the Average button.
A confirmation box will appear indicating the affects averaging will have on your Prebill.

2. Click Yes to proceed. The lines selected will calculate an average cost based on the setup fee,
minimum charges and the original rate referenced. The average feature is not available in AR Invoice

Entry.
m Previewl/Approve Invoice for 1480 Demo
. . Activity
ETDD Gty Hat Key Services | Setup Ehh;rl;es Rate per A\';E:ig:'t Subtotal |Tax Code F‘;z:nt TaxAmt | Total &mt Eoo::D[h,lds:tif;[
1= 0.000 Demo 0.00 0.00 0.0000 "™Extende = | 00.00 00.00 0.00 0.00 00.00 0
1= 1.000 Proararnming 0.00 0.00 75.0000 & Each = | 75.00 60.00 00 0.00 0.00 E0.00 34011
= 1.000 Programming 0.00 0.00 75.0000 & Each - | 75.00 £0.00 00 0.0a 0.00 £0.00 34011
= 1.000 Convert 0.00 0.00 50.0000° & Each 50.00 E0.00° 00 oo 0.o0 £0.00 34021
DiskAvia .
E-Mail OF
EES ||
=1 100000.000 Key Code 0.00 0.00 0.2500 M Pertdl 0025 50.00 00 0.00 0.00 50.00 34035
Records
¥ 100000.000 Barcode 000 50.00 B.0000 M Per10[t 08,00 400.00 00 oo 0.o0 400.00 34038
Qualify .
@ 100000.000 Merge/Purge 000 ¥5.00 E.0000 M Per 100 0E.00 400.00 00 0.00 0.00 400.00 34033
! 100000.000 Produce ) =3 0.o0 480.00 34061
Counts Confirm |£|
Feport
1 100000.000 “wirite Ektajst Average procedure Follows the rules: 0.00 400.00 36012
Tape
i 100000000 Purchase List 1, For each marked line Rate amount will be replaced with Awerage Unit Price 000 25,00 1005,
- 1.000 BFF!I::[ our and Setup and Minimurn charges will be remowved 0.00 50.00 S501§)
wiould you like to proceed?
es o
After Averaging:
VLYY PreviewdApprove Invoice for 1480 Demo
. I Activity
E{: Gty Hot Ky Services | Setup Ch'\:rl;es Fate per A\;g[itlemt Subtatal [Tax Code P;zZnt TaxAmt [ Total &mt Eoo::o[r:j:tifoo
0.000 Demo 0.00 0.000 00000 '"Extende_* | 00,00 00.00 0.00 0.00 00.00 [
= 1.000 Pragrammirig 0.00 0.00 750000 @Each - | 75.00 £0.00 00 0.00 0.00 £0.00 34011
= 1.000 Programming 0.00 0.00 750000 & Each - | 75.00 £0.00 00 0.00 0.00 £0.00 34011
= 1.000 Corwvert 0.00 0.00 50.0000 & Each 50.00 60.00 00 0.00 0.00 E0.00 3401
DiskAia -
E-Mail OR
BBS 1
-1 100000000 F.ey Code 0.00 0.00 0.2500 # Per 100 - 00.25 50.00 00 0.00 0.00 50.00 34035
Records
1 100000.000 Barcode 0.o0 0.000 £.0000 M Per ‘ID[? 0g.00 400.00 00 0.00 0.00 400.00 34034
Qualify
1 100000.000 Merge/Purge . 0.00 0.00 E.0000 b Per 100 | 0g.00 400.00 00 0.00 0.00 400.00 34033
! 100000.000 Praduce 000 50.00 E.0000 M Per 100 0g.00 480.00 00 0.00 0.00 480.00 34061
Countz -
Report |
-1 100000000 wirite Ektajet 000 5000 3.0000 M Peri0C - 03.00 400.00 00 0.00 0.00 400.00 360714
Tape
1 100000000 Purchase List 0.00 0.00 1.0000 M Per 100 - | .00 25.00 00 0.00 0.00 25.00 31005
Cl 1.000 Deliver Your 0.00  50.00 50,0000 @ Each 50.00 50.00 00 0.00 0.00 50.00 95014
Office
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Icons for Production Lookup and Prebill Info

To view shipment information
1. Click the red apple icon in the upper left hand corner.
All shipments for this job will be listed.

2. Double-click a shipment to open the edit window.

- Job Shipments
File Shipping Methods  Find Shipment  Set Shipping Status

Job Shipping Information

Enter Jobi: _v_!|| Losd stipments | e

e | A Company Inc. |

Job Description: |Demo | Joh Gty:[ 100,000
Shipments Status: I:I D Flag a= Final Shipped Shipment Hold:

Motes Summary | Job Shipping Mates " Customer Shipping Motes I

Shipments Summary

" Shipment IIP Freight
s . Ealrone i

[Double Click on a Shipment ta open the edit window] eld Shipment.. Delete Shipment Close

Note  You may also view any available shipping notes by clicking the Shipping Notes button.
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Create a Billing Worksheet Report from Sales Prebill Entry

To create a Billing Worksheet Report from Sales Prebill Entry, select the dollar sign icon in the upper left hand

corner.
Billing Worksheet Printed: 4o smaem Job #1480 Fage 1of §
111 A Company Inc
Demo. Job's QTY - 100000
| O 1ot No |-:|swmer; ‘ huoke # |Last||-.- Da® | Jal's Saks Pemol ‘ PO Hum beri) |F.e|:ea(|new
[1797.99 | 111 |a1s2a [#272007 | 55 M0 \ | res
Cortentsr § Estin ate Fachal | FOMemace | Laborceiter 3 Estinate Fachal | FOMerice | EstHn sct.Hi
OF Buwouts 25.00 -2500 | DF 181000 -1.810.00 3T
Laser Buyouts Print
Change Print Buyouts Laser
Bindery Buyouts Burster
Mailing Buyouts Bowe
Ship Buyouts Cutter
Folder
Total Buyouts Ink Jet
Chezhire
OP Matl Piggy Back
Envelopes Inzerter
Paper &85 00 8500 | Stretch Insaerter
Laser Mat’ Poly Insert
Bindery Mat' Handwork
Mailing Mat'l Sorting
Ship Mat'l lf aferzeal
Stamping
Total Raw Materials Postage Prep
M arehouse
Freight Shipping labor 50.00 -50.00 1.00
Postage
MNew Line
Shipping
MaterialCost 25.00 555.00 530.00| Laborcost 1,960.00 o.00 -1,960.00 37 0.00
Material Sell 100.00 BEE.00 F5.00 | Labor Sell 2,375.00 .00 415,00
Wasep L3660 SI6.60 Wakip 23447 e

Note  The billing worksheet is a great cost analysis tool. If material entry is used, the billing worksheet can be
created to verify that all materials have been added to the job.

Creating a Print Change Order Report from Sales Prebill Entry

To create a Print Change Order Report from Sales Prebill Entry, click the yellow folder icon in the upper left hand

corner.
Alazka Inc.
Change Order Report fob e 1480
Page 1 of i
Cushwer: A Company Inc. Revision fb. 0 - 999999
dob Mawe: Demo Prined: 4272007 3:32:18PM
dob Qiy: 100000 Privied R0 LS
faksmp: S5 MGD First Due Dak: 572007
ph: fan: Lag Dwe Date: 572007
CER: Job Stased: H2T2007
phe T
Cstine ador:
ph: fax:
Rav # Description of Change Changed By Date/Time
Price changed: to
Q7Y changed: to

Note  The print changed orders report shows changes made to the job for print after the job was first
generated. Use this report to verify that the billing has been adjusted appropriately.
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Creating a Mail Change Order Report from Sales Prebill Entry

To create a Mail Change Order Report from Sales Prebill Entry, click the white envelope icon in the upper left
hand corner.

Alaska Inc.
Change Order Report Job o 1480
Page 1 of {
Cusorer: A Company Inc. Revision fb. 0 - 999999
Job Name: Demo Printed . 42772007 3:331TPM
Jab Gty: 100000 Privted For LS
faksep: 55 MGD First Owe Dak: 5172007
phe fax: Last Cwe Date: 512007
CER: dob Staded: H2T72007
phe fax:
Extine ador:
ph: e
Rev ¥ Description of Charge Changed By Dato/Time
1] Process Price Change LS 402772007 33307 PM
Price changed: g wooo to 3 000

Note  The mail changed orders report shows changes made to the job for mail after the job was first
generated. Use this report to verify that the billing has been adjusted appropriately.
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Preview Sales Prebill Report

To preview the Sales Prebill Report, click the magnifier icon in the upper left hand corner. This report will list all
the current charges for the job number. (If any additional charges or any changes are needed, close the report to
return to the preview/approve screen.) Based on the postage options selected behind the postage stamp icon on
the Sales Prebill toolbar, postage information pertaining to the job being prebilled as of the date and time the
prebill is generated for, will display at the bottom of the sales prebill report.

STREQ;ML{N'E . Prebr.'?*;‘w |

i0LUTIOMNS 3 Het 18 day s

D Civic Cantnr Drive, Suite 841 + SanFxisel, CA G482
T 415 490 2308 _ F 418 499 TETT
W, i N B e o0

nvalce To A Company nc.

Prebll]l Data 27007
M ar ler conlac) .
:::léc;mh 450 Eazl Joh Mumbes .
Draper, UT 24020 P
Shipoed To 12401 Souh 450 Earl
Sk A1 Salesrep S MGD
Oraper, UT 24020
Arm Moar ler conlac)
Oy Descriorion Minimum  Unir Frice Par Subrofal Tax Taral

TIRMA-FITASC IO OUR ICRAN AR 20 DATY TRDAMDATT OF IVGICT

Sub Toral 1,985.00
Saies Tow 0.0
TOTAL DUE 138300

Note Many users print and sign this document and pass it on to the billing department for final confirmation
that the job should be invoiced.



V21.1.0200 Sales PreBill Entry ® 17

_ﬁ

Print Allocations Report from Sales Prebill Entry

To print the Allocations report from Sales Prebill Entry, click the notepad/pencil icon in the upper left hand corner.
This report lists the line item allocations and a total by GL account number. You will notice WIP and the
associated expense accounts do not display. These accounts will only be charged when a final AR invoice is
created. This report will only show expected revenue allocations.

GENERAL LEDGER INCOME ALLOCATIONS
Job Tik: Demo
Crastom ex 111 & Com pary e,
Job Ho 1480
QHotE No 1797 .99
Prebill lime itern description G/L B count nfo Arnouarit
o1 Programm g o1-01-01-4011 5000
ﬁ Programm g o1-01-01-4011 5000
ﬁ CowvertDEEN 1A E-MallG R BES O1-01-01-4011 8000
ﬁ Key Code Reconrls O1-01-01-4011 S0
31 Gamode conaltty o1-01-01-4011 0.
ﬁ Me e /P arge o1-01-01-4011 oo
ﬁ Prodrce Covek Report O1-01-01-4011 =000
ﬁ Wrie Ektalet Tape O1-01-01-4011 oo
? Prrmchasze LEt O1-01-01-4400 250
ﬁ Dellver vonr o tfce O1-01-01-4011 000
Company Total 1 88500
Consolid ated A Thoc atio e
01
01-01-01-4011 126000
01-01-01-4400 25.00
L9500

Note To change a line allocation, go back to the Sales Prebill entry screen, click the line and select Edit Line
Allocations.
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Display Postage Balance from Sales Prebill Entry

To display the postage activity for this job
1. Click the pink postage stamp icon on the sales prebill toolbar.

This report will provide a recap of the deposits earmarked to the job, total billed and unbilled usages,
the ending postage balance on the job as well as the customer’s current postage suspense balance.

2. You may also select which printing options you want to appear on the sales prebill by placing a check
mark next to the options listed on the far left; if you want the postage recap to print on the prebill, if you
want to include earmarked deposits and usages on the prebill and if you want to show the customer’s
postage suspense balance. This information will print toward the bottom of the sales prebill report.

EL View Postage &

e Fiecap On Prebill Footer

Deposits

Tatal Deposits for Job: $0.00
Frior Billed Deposits: $0.00
Unbilled D eposits for Job: m

& Print O Prebil

Usage

Total Uzage for Job: $1.452.00
Prior Billed Uszage: $0.00

Unbilled sage for Job: $1.452.00

Fostage Balance On Job
Postage Balance : [$1,452.00)

& Frint On Prehil Custamer Suspense
Postage Suspense:

Freview

TERME: PLEASENOTE OUR TERMEARENET 30 DAYS FROMDATE OF INVOICE.
Sub Tefal
Postage Recaponjob as of  £3707 Total Deposits For Job: $0.00 oo et 1.985.00
Pricy Billed Dieposits $000 Sales Tax 0.00
Urhilled Deposits For Tob 3000
Tatal Usage For Job $1.45200 TOTAL DUE 1,985.00
Postaze Balance onjob s of 42707 | PrimBilledUsage $0.00
($1,452.00)| UzbilledUsageForlob $1,452.00
[ Customer Postage Suspense NN ERT] ]
Customer#: 11

Note Please make a special note that the postage information being represented is as of the date and
time this sales prebill is generated. The postage could change for any job up to the point the job is
either put on hold for additional costs or final billed.
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Create Notes for a Job from Sales Prebill Entry

To create notes from Sales Prebill Entry
1. Click the notepaper icon in the upper left hand corner.

2. Select the New Note option.

Notes for a Job
® SorthyDate Sorthy Subject MNew Mote

Custamer Billing Motes

Select Billing Notes in the Subject field.

4. Insert your name in the Taken By field and if there is a contact person you can reference his or her
name in the Contact field.

5. Type the note in the Notes field. When you are finished, click Save.

D ate:
Timne:
Subject: |~

Taken by: |L5
Contact: |

I otes:

| v

You can sort the notes by date or by subject.

Note  The billing note will appear behind the Notes tab in AR Invoicing Entry, on the Billing Worksheet
and in Postage Display By Job.
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Time Stamped Customer Notes

Notes specific to a customer, job, order, etc., can be entered behind the icon with a smile. These notes will link to
the corresponding module with the time and date it was entered.

g Customer’s 111 Time Stamped Notes

* SortbyDate ¢ Sort by Subject Mew Mate

472772007 15:27 - BILLING NOTES by LS, Contact: -
Billing Hote from prebil -

Preview Expense Allocations Report

Expenses incurred from inventory, materials, or purchase orders will display behind the icon showing gold coins.
The GL impact for the expense transaction will list on this report.

Fage 1of 1
Posting Expenses Report 1480
Account Details Debit Credit Short Description of the transaction natume
00 A0 ED0M Paper Experse $555.00 EXPENSES Debit CostGLfor raterial
Mom 01 1200 WP $533.00 WP 835 SETS Credit WIF for the material part AP GLDISS('CODE' )= JOEFROC('GL_CODE")

55500 5500
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View Job Prepayment Info

Users can quickly find out if there are AR Prepayment monies applied to the job, by clicking the paperclip icon.

iy Job Prepayment

Print O Prebill

winent Allocated:

Prepayment 2pplied:

Job Prepayment Balance:

Cloze

Select the Print On Prebill check box to have the prepayment info display.

TERME: PLEASENQTEQUATERMSARENET 0 DAYSFROMDATE OF INVOICE.

Sub Total 55,835.90
Sakes Taxx 2,886.60
TOTAL DUE 58,722.50

Job Prepayment Total $200.00
Jaob Prepayment Balance $200.00

Customer #: LEAH
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Prebilled vs. Invoiced Report

Users can generate a report in the Sales Prebill Entry program that will show a job’s current AR invoice status
based on the report parameters selected. This report can be a good report for users who use the Sales Prebill
Entry program regularly, to help determine those jobs that remain uninvoiced at the end of a period by selecting
the option to only report on jobs that have been prebilled, but not invoiced.
To generate a report

1. Select Run Reports from the taskbar at the top of the screen.

2. Select Prebilled vs. Invoiced report.

3. This report can be generated by job by selecting the radio button for List of Jobs and then
populating the grid provided by adding the jobs, or you can generate the report for all jobs from a
specific date forward along with selecting specific or all salesreps, CSR’s, and customers.

4. Click Print or Preview after defining your report parameters.

#* Prebill Report
" List of Jobs
Add |
* Quotes created fromdate  [10/1 #1997 j
Salesrep on |Ach Salesrep Name | Sel v Al Salesreps
Estimate: il I
Clarence Clernmong =
¥ House I
0 loe bMazon Mew I
# Jon Doe I
¥ MGD wi
C5R on At CSR Mame | sel ¥ &lIC5R's
Estimate: Clarence Clemmons =
House I
1 loe Mazon Mew =
1 Michelle I
¥ Fiob Hales wi
¥ Sue Smith =]
ForCust: | i ~ v @il Customers
™ Report only for Jobs that have been prebilled and MOT invoiced(no invoices were generated from &R)
I Supress Invoicing Detailz if Total Invoicing Amt iz Zero
Print Presview LCancel
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The report will provide the quoted amount and date, the prebill date and amount, as well as the invoice
date, invoice number, tax amount, postage amount, services, and the invoice amount.

i
1 4AGFFF

{4565k

{147 Hlabar impot fesf

Subieial for 1

100
1436907

14421

Invoiced vs Prebilled Jobs
Page
Job Mumberdeb Descor SzlesRes CER Queofed Amf QueteDafe PrebilDale  Prebill Amé lavoiced Services DifF Amvé
Follard Corsulfing
candra .00 0.00 a.an 0.00
Iiwroice No  Liwoice Date Trans Date _ Tax Ami Freight Amd Postage Ani Servire Annt Imvoice Anut
41436 p a7 11107 o.oo 0.00 S65.00 0.00 565.00
41428 p 10/23006 10723006 0.00 0.00 0.00 0.00 0.00
{447Copy of Posfage Class Job Foh Hales Rob Haks 830,00 o009 SO7.50 -507.50
ImwoieNo  Imvoice Date Trams Date _Tax Ant Freight Amt Postage Amt Servire Ami Tmvoie Ami
41515 F 410407 4/10/07 0.00 0.00 -507.50 507.50 0.00
sandra .00 (] 1.832.00 -1.822.00
Imroice No Imvoice Date Trans Date _ Tax Annt Freight Anu Postage Amid Service Ami Imvoice Ami
41477 p 315m7 311507 o0on 0.00 154161 183200 337451
41453 P 1042306 10/23006 o.oo 0.00 oo 0.00 0.00
Clarence Clemme .00 000 oo 0.00
ImoieNo  Imvoice Date Trans Date _Tax Amndt Freight Amt Postage Amt Servire Ami Tmvoice Amt
o o.oo 0.00 oo 0.00 0.00
Pollard Consulfing 230.00 6.00 2,340 .40 2,340 .40
The Pedect Sfarm
Eob Hales 1,900.00 o009 oo 0.00
ImwokeNo  [mvoice Date Trams Date _ Tax At Freight Amt Postage Amt Servire Amt Tmvoie Amt
1} oon 0.00 oon 0.00 0.00,
Eob Hales .00 (] .00 0.o0
Imroice No Imvoice Date Trans Date _ Tax Annt Freight Anu Postage Amid Service Ami Lvoice Amil
41435 F 1am7 1507 oon 0.00 -508 74 0.00 -5 908 T4|
Robh Hales 0.00 (] .00 0.o0

Hot Keys Se

tup

The hot keys give PrintStream users the ability to define a list of service/product descriptions that can be
accessed quickly from the invoicing and prebill line items. By use of the hot keys defined in the list, the
description in the invoice line will become auto populated.

Please contact PrintStream Accounting Support personnel to activate this feature for you. Once activated, you
can begin setting up the hot key table by selecting File in the Sales Prebill program and then select List of Hot
Keys. Or you can go to the Master File Report program, Masterfile Reports, Masterfile Report, Hot Keys List.
Enter the Hot Key Code (18 character alpha-numeric) in the first column and the corresponding description (60
alphanumeric) in the second column. When the list is complete, click Save and exit.

Note The Hot Key table can also be accessed and used in the AR Invoicing Entry module.

Hot K.ey | Dezcription For The Biling | Default Activity Code
1 |23 Add! for cover 2 & 3 to print black 0
2 | b Add' far authors alkerations I
3 |&0 Add' for authorized overtime I
4 |AB My code I
5 |HE Hat K.ey tar prebill and invoices [T
B |MEW MEW HOT EEY 1]
i by key 1]
g
g
10
11
12
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Hot Keys Use

The user can input the Hot Key value into the Hot Key column in the sales prebill or invoice screen and the
Description column will be auto populated with the appropriate data. Following is an example from the prebill

—

screen.

m PreviewfApprove Invoice for 1480 Demo

Gro Cty Hot Key Services | Setup Min Fiate per

up Charges

= 0.000 Diemo 0.00 0.00: 0.0000: " Extends |

r 1.000 Proarammitig 0.00 0.00 75.0000 & Each |

_l 1.000 Programmitig 0.00 0.0075.0000 & Each |

N 1.000 Corvert 0.00 0.00° 50,0000 & Each
DizkMia v
E-tail OR
BES |

1 100000.000 Kep Code n.ao 0.00 0.2500 M Per 100 _
Fiecords ]

1 100000.000 Barcode 000 5000 EO000 K Per 100 |
Llualify |

1 100000.000 Merge/Purge 0.00 7500 E.0000 K Per 100 |

1 100000.000 Praduce 000 5000 B.0000 R Per 100
Counts |
Report |

1 100000.000 wirite Ektajet 0.00 5000 3.0000 M Per10C |
Tape

1 100000.000 Purchase List  0.00 0.00° 1.0000 b Per 100_»|

= 1.000 Dreliver Your 000 5000500000 @& Each
Office ]

_l 1.000 23 Add'l for 0.oo0 000 0.0000 & Each
cover 2&3 -
Lo print black, |

I 2000 Ad Add! far .00 000 0.0000 & Each
authors |
alterations

How to Unlock a Prebill

The Sales Prebill program may become locked in the event the program is shut down incorrectly.

To unlock a prebill

1.

2
3.
4

Select File from the toolbar at the top of the screen.
Select Unlock Prebill.
Enter the job number to the prebill that is locked.
Click OK.

Unlock Prebill

Enter Jab Mumber ta Unlack Prebill far....

Cancel

X
_ Cancel |




