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Managing debtors
Managing debtors

The Portal provides a full range of features to manage debtor accounts and balances,
including:
= Configuring debtor settings and interest rates for aged balances.
See Managing interest rates on page 6.
Also see:

= Configuring debtors for your company on page 20.

= Configuring quotes for your company on page 28.

= Configuring debtor contracts for your site on page 31.
= Managing images and documents.

See Managing document templates on page 34.

Also see Managing documents and images on page 60.
= Creating and maintaining debtor accounts.

See Managing debtors on page 99.
= Managing debtor contracts.

See Managing debtor contracts on page 151.

= Creating and maintaining debtor quotes, invoices and delivery drivers.

See Managing invoices, quotes and drivers on page 180.
= Creating and managing debtor statements, payments and other transactions.

See Managing transactions, payments and statements on page 280.
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Managing interest rates
Managing interest rates

You can configure rules to automatically charge debtors interest on the amounts they owe,
with different rules to apply at different amount thresholds. The Point of Sale applies the
rule with the highest amount threshold that the debt is eligible for.

For example, if you had interest rules for debt at $100, $1,000, $5,000 and $10,000, and a
customer had a debt of $13,000, the interest rate rules for $10,000 would be applied. If the
customer paid $6,000 off their debt, bringing it down to $7,000, the interest rate rules for
$5,000 would be applied.

Also see:
= [nterest Rate Maintenance screen on page 13.
= |nterest Rate report on page 17.

What you can do:

= Creating an interest rate on page 7.
= Editing an interest rate on page 9.
= Deleting an interest rate on page 11.
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Managing interest rates

Creating an interest rate

Create an interest rate to automatically apply interest, fees and duty to debt over a certain
amount.

To create an interest rate:

Customers
1. Press L@i

2. Press Debtors > Administration > Interest Rates.

"Jﬁ:‘ Home E Sales jﬁm Customers | [l] Products & vision uj Company 45 Hi
/" Maintenance G
W Lovalty »
; Marketing »
ﬁ Schedule [
Ji crm ’
E Layby ’
O pebtors » |~ Administration » |} Company Options
%= Vouchers } ||| Reports » '}E‘Site Options
g Micro Loan L4 |=| Documents
:f Customer Orders » [ Interest Rates
ﬂ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors

%' New Quote

. New Transactions
Invoicing

= Payments

Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager

The Interest Rate Report is displayed.

AMC Convergent IT Portal Documentation 7



Managing interest rates

Interest Rate Report ol

Date Ameount Rate (pa) Fee Duty Late Fee  Min Late  User
Threshold Fee

Create Create

new record new record

2015-08-06  §1.000.00 2.00% 2.00% $10.00 1.00% $10.00 bob

3. Press the Create new record field.
4. The Interest Rate Maintenance screen is displayed.

Interest Rate Maintenance
Editing new Rate
Effective Date: 6/08/2015

Threshold Amount:

Interest Rate: h
Fee: E
Tax: h
Duty:

Late Fee: h
Min Late Fee:

Change date 1/01/1970

5. Type the minimum amount owing that this interest rate should apply to in the
Threshold Amount field.

6. Type the interest rate, fees and taxes to apply for this interest rate in the fields.

See Interest Rate Maintenance screen on page 13.

k4 Save

7. Press

The interest rate is saved.
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Managing interest rates

Editing an interest rate
Edit an interest rate to change the fees, duties or taxes that apply.

To edit an interest rate:

Customers
1. Press #

2. Press Debtors > Administration > Interest Rates.

’j__‘ Home ﬂ Sales jﬁa Customers | [l Products & yision _j Company #H0 Hi
ji Maintenance L4
v Loyalty »
EJ Marketing r
E Schedule ]
J& crm ’
[E Layby *
% pebtors » |~ Administration » |} Company Options
%! Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors

3 New Quote

<)

. New Transactions

Lo

Invaoicing

s Payments

|Z] Statements

=5 New Consignment
= New RA

@4 Drivers

Q Image Manager

The Interest Rate Report is displayed.
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Managing interest rates

Interest Rate Report ol

Date Armount Rate (pa) Fee Duty Late Fee |Min Late | User
Threshold Fee

Create Create

new record new record

2015-08-06  §1.000.00 2.00% 2.00% $10.00 1.00% $10.00 bob

3. Press the Date field of the interest rate you want to edit.

The Interest Rate Maintenance screen is displayed.

Interest Rate Maintenance

Editing Rate for 2015-08-06
Effective Date: 6/08/2015

Threshold Amount: 1000

Interest Rate: 2%

Fee: 2%

Tax: 5%

Duty: $10.00
Late Fee: 1%

Min Late Fee: £10.00
Change date: 6/08/2015

| New | | == Delete | || Save | | ) Reset

4. Type the new values into the fields.

See Interest Rate Maintenance screen on page 13.

5. Press |ﬂ'.

The interest rate is saved.
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Managing interest rates

Deleting an interest rate
Delete an interest rate to stop the setting of interest, fees and taxes for a specific amount.

To delete an interest rate:

Customers
1. Press #

2. Press Debtors > Administration > Interest Rates.

’_‘._" Home g Sales ﬁ Customers l B Products &3 vision J Company €4 Hi
~ Maintenance 4
¥ Loyalty »
£ Marketing 4
™ schedule »
S CrRM ’
&5 Layby 4
:_?_ Debtors » _ Administration » ‘2 Company Options
# Vouchers » | | Reports » i site Options
‘i Micro Loan yo | | Documents
=% Customer Orders » 28 Interest Rates
4 Home Delivery » | Contracts
1 )| Restaurant 4 . Contract Report
? Tipping » # New Debtor

/4 Find Debtors
£ New Quote
. New Transactions
.| Invoicing
s Payments
| Statements
=3 New Consignment
= New RA
g2 Drivers
Q Image Manager

The Interest Rate Report is displayed.

Interest Rate Report ”

Ciate Amount | Rate (pa) | Fes Dby Late Fee  MinLate  User
Thireshokd Fes

Create Create

oy Fe o e e ord

X15-08-06  §1,000.00 2.00% 2.00% 10,00 1.00% $10.00 bob
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Managing interest rates
3. Press the Date field of the interest rate you want to delete.

The Interest Rate Maintenance screen is displayed.

Interest Rate Mantenance

Ecring Rate for 200 5-08-06
Effactive Data: 602015

Thresnoid amourit: | 1000

Interest Rata: 2%
Fag: 2%
Tax: 5%
Dby $20.00
Lats Fes: 1%
Min Lata Fes: $10.00
Change date: &f0Bf201s
Mew | wmDelete |G Save | | ) Reset
(=]
4. Press |ﬁ |.

The interest rate is deleted.
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Managing interest rates

Interest Rate Maintenance screen

Use the Interest Rate Maintenance screen to create and edit the rules that govern what
interest rates, fees and penalties are applied to the amounts that debtors owe you.

Opening the Interest Rate Maintenance screen

To open the Interest Rate Maintenance screen:

Customers
1. Press i .

2. Press Debtors > Administration > Interest Rates.

ﬂ_" Home @ sales | S Customers ‘ B Products Ml vision [] Company 44 Hi
' ~ Maintenance 4
¥ Loyalty »
£ Marketing »
™ schedule »
S CrRM »
&5 Layby 4
:_?_ Debtors 4 J/’ Administntiom _‘:'_ Company Options
# Vouchers *» | | Reports » |#" site Options
‘La Micro Loan 4 | Documents
=% Customer Orders » 28 Interest Rates
4 Home Delivery » ‘_ Contracts
1| Restaurant » .| Contract Report
% Tipping » # New Debtor

¥ 4 Find Debtors
‘ £ New Quote

1___ New Transactions
i_ Invoicing
‘u..b Payments

| | Statements
‘-h New Consignment
‘s New RA

im Drivers

|
| Q Image Manager

The Interest Rate Report is displayed.
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Managing interest rates

14

Interest Rate Report

Rabe (pa)  Fes

Diate Aanaount
Thireshokd

Create

oy P

ANc08-08 51, 00000

2.00%

Bin Lata Wgesr
Fes
reals
new recond
$10.00 bob

Press the Date field of the interest rate you want to edit.

The Interest Rate Maintenance screen is displayed.

Interest Rate Mantenance

Ecming Rate hor 200 5-08-06

Effective Date:
Threshold Amount:
Interest Rata:

Fag:

Tax:

Chaby:

Late Fas:

Min Late Fos:

Change date:

6082015

1000
2%
2%
3%

$10.00

41000

/08201

Mew | wmDelete |G Save | | Q) Resat
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Managing interest rates

Interest Rate Maintenance screen key fields and buttons

Field

Description

Effective Date

Date the interest rate is effective from,

Threshold
Amount

Minimum amount that must be owed for the interest rate to come
into effect.

Interest Rate

The percentage of the owed amount to charge as interest.

Fee The percentage of the owed amount to add as a fee.
Tax The percentage of the fee to charge as tax.

Duty A flat rate of duty to add.

Late Fee A percentage of the owed amount to add as a late fee.
Min Late Fee A minimum flat amount to charge for the late fee.
Change date Date the interest rate was last changed.

|m| Press to create a new interest rate.

|LE|Ete| Press to delete the current interest rate.

|k Save |

Press to save any changes made to the current interest rate.
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Managing interest rates

Field Description

I Reset .
- Press to reset any unsaved changes made to the current interest

rate.
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Interest Rate report

Managing interest rates

Use the Interest Rate report to view the rules used for charging interest on amounts your

debtors owe you.

Opening the Interest Rate report

To open the Interest Rate report:

Customers
1. Press i .

2. Press Debtors > Administration > Interest Rates.

£

i E Sales jﬁm Customers

Home

I Products

7

==l Wision

/" Maintenance
W Lovalty
EJ Marketing

ﬁ Schedule

Jo crm

E Layby

k

-

uﬂ Company 45 Hi

i Debtors

~ Administration »

L
L

Company Options

=1 Vouchers

La Micro Loan

:f Customer Orders
ﬂ Home Delivery
1Y Restaurant

"ﬁ’ Tipping

| ] Reparts »

™" site Options

The Interest Rate Report is displayed.
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|=| Documents
ﬁ Interest Rates
[=| Contracts

|} Contract Report
-h MNew Debtor

/4 Find Debtors

New Quote

L. New Transactions
Invoicing
Payments
Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager
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Managing interest rates

Interest Rate Report

Date Armount
Threshold

Create

new record

2015-08-06  §1.000.00

Late Fee |Min Late | User
Fee
Create
new record

1.00% $10.00 bob
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Managing interest rates

Interest Rate report key fields

Field Description

Date Date the interest rate applies from.

Note: Press this field to open the maintenance screen for this interest
rate. See Interest Rate Maintenance screen on page 13.

Amount Minimum amount of debt required for the interest rate to apply.
Threshold

Rate (pa)  Percentage of the amount owed to charge in interest.

Fee Percentage of the amount owed to charge as a fee.

Duty Amount to charge for government duty.

Late Fee Percentage of the amount owed to charge as a late fee.

Min Late  Minimum amount to charge for a late fee.
Fee

User Name of the Portal operator who last changed this interest rate.
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Managing interest rates

Configuring debtors for your company

Use the Company Options - Debtors section to configure your company for debtor quotes,
invoicing and management.

Opening the Company Options - Debtors section

To open the Company Options - Debtors section:

i Company
1. Press ._.J

2. Press Company Maintenance > Company Options.

"_4.??‘ Home ! Sales L‘?. Custermers [l Products B igion jzd Company 4 History B Suggeshions

.| Company Maintenance b Edit Details =

ULl Ledger / Cash Book ¥ gl Companies
% Franchisze Maintenance P | Promo Message
. Fashion Maintenance # q Permission Lavels
W Site L ql{ Regmons
= Access ¢ (888 Postal Region
% Suppert b | @ Tax Editor
! POT Emulstor ] ...; Company Options
0 Users k|| 2 Options Report
(2 Industry k|| ) Edit Pernod

""1 Edit CRON

T Edit Screens

&S Image Manager

# Edit Flash

# Smash Report

r. Adwartising 13
“4j Batch Report

E Phane App Report
i Alarm Setup

= Twitter Account

il View Location Type
3 View Brand

i WView Ibem Type

L View Phane Book
B 5MS Account

B, 55 Billing Reports

B send sMs -
The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Managing interest rates

Options Maintenance

Company: Exarmpe Company

Configuration
Group: Partal -

I Saction: Artist . ]
Name Value
artise Lisbel Artisk
CD Lab=l Labsl €D Label
Caktalog Label Catalog
Redease Dake Labsl Rejeass Date
Tl Labal Tkl

Descripkion

Gak ko b malch compsny reguinsmants .
Set bo Do match company reguirements

Sat to bo match company reguirements

Sef ko b match company reguinsments

Sek o Do match compeny reguirsments

4. Select Debtors from the Section drop-down list.

The Debtors section is displayed.

Options Maintenance
Company: Exampls Company

Configuraticn
Group: Portal
Secton: Dwebtors

Mame
Aipto ARCaticn

Bank - &cc Name

Bank - Account

Bank - BSB

Bank - Enable

Bank - Nama

Creditor Payment - Footer text
Customer Delivery - Footer bext
Customnar Order - Fooker text
Dwfault Crigin

Enable Auto Payrment Match

|Emable Check Emal address

000

True

Falza

.Du-m:hon

Set to akow dutomatc allocabon in peyment =
Green

Bank Account nams

Bank Account Numbsr

Bank Account BESB Murnbsr

Sat to print bank details on Invoics
Bank Nama

Sat footer text of PDF creditor payment
Sat footer text of POF customer delivery
Set footer test of POF customer oroder

Set for default point of Orign Supplier in GSM
Export

Set to enable the autematic matdhing of
oredits o debits on statement runs

Set bo enable the debtor emall doman tabe =
[ Update | == Delete

AMC Convergent IT Portal Documentation
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Managing interest rates

Company Options - Debtors section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value
field and press | & Update |

MName Value Description

Example Field Name [ Example Value [Description of configuration

Field Description

Allow Transaction Tab Type true to display the
transaction tab, allowing Portal
operators to create transactions in
the Debtor Payment screen.

Auto Allocation Type true to allow Portal
operators to automatically allocate
debtor payments to outstanding
invoices using the Auto Allocate
Payments button.

Bank - Acc Name Type the account name to print on
the debtor invoice.

Bank - Account Type the bank account number to
print on the debtor invoice.

Bank - BSB Type the bank BSB details to print
on the debtor invoice.

Bank - Enable Type true to print bank details on
debtor invoices.
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Managing interest rates

Field

Description

Bank - Name

Type the bank name to print on
debtor invoices.

Default Origin

The account code for exporting to
a GSM debtor system.

Enable Auto Payment Match

Type true if you want the portal to
automatically match debtor
payments to invoices.

Enable Check Email Address

Type true if you want to check
that the debtor's email address
comes from a valid website.

Enable Consignment

Type true to if you want to use
the Portal's consignment or return
authority features.

Enable Correct Balance

Type true to automatically
recalculate the debtor's balance
when a statement is created.

Enable Display Currency

Type true to display the currency
symbols on debtor statements and
invoices.

Enable GSM

Type true to use a GSM debtor
system.

Enable GSM Header

Type true to include headers in
your GSM export.

AMC Convergent IT Portal Documentation
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Managing interest rates

Field

Description

Enable Item Number

Type true to display item numbers
on debtor statements.

Enable Price Edit

Type true to allow the operator to
change item prices when creating
debtor invoices or quotes.

Enable Wet Tax

Type true if you need to use a
liquor tax when selling alcohol.

Force ID

Type true to require a number
identifying the customer for all
quotes and invoices. This means
all prospective customers must
have debtor accounts created in
the Portal in order to issue a quote.

Force Unique ID

Type true to require the numbers
identifying customers to be
unique.

Freight GST Rate

Type the percentage of Goods and
Services Tax (GST) charged for
freight fees.

Invoice Footer text

Type the text to appear on the
footer of debtor invoices.

Invoice - Footer text (2)

This configuration setting is no
longer used.

24
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Managing interest rates

Field

Description

Invoice Enable Top / Bottom Headers

Type true to print headers and
footers on debtor invoices.

Invoice Letterhead Gap

Type the number of mm to leave
at the top of debtor invoices for
the letterhead.

Logo Type the file name of the logo to
print on debtor invoices, quotes
and statements.

Logo Enable Type true to print the logo on

debtor invoices, quotes and
statements.

Logo Position

Type the code relating to where
the logo should be positioned on
the debtor invoices, quotes and
statements:

0 Align the logo against the
left side.

1 Centre the logo.

2 Align the logo on the right
side.

Logo Width

Type the number of pixels wide
the logo should be printed.

AMC Convergent IT Portal Documentation
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Managing interest rates

Field

Description

Max Length ID

Type the maximum number of
digits a customer ID can have.

Min Length ID Type the minimum number of
digits a customer ID must have.
Order Link Type true if you want to

automatically finalise a customer
order when the related debtor
invoice is finalised.

Payment - Footer text

Type the text to appear in the
footer of debtor payments.

Show Credit Limit

Type true to display the debtor's
credit limit on the debtor
statement.

Statement Aging

Type true if you want debtor
statements to show aged balances.

Statement Bank - Acc Name

Type the account name to print on
the debtor statement.

Statement Bank - Account

Type the bank account number to
print on the debtor statement.

Statement Bank - BSB

Type the bank BSB details to print
on the debtor statement.

26
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Managing interest rates

Field

Description

Statement Bank - Enable

Type true to print bank details on
debtor statements.

Statement Bank - Name

Type the bank name to print on
debtor statements.

Statement Enable Landscape

Type true to print statements in
landscape mode.

Statement Enable Shading

Type true to shade alternate lines
on debtor statements.

Statement Enable Top / Bottom Headers

Type true to print headers and
footers on debtor statements.

Statement Letterhead Gap

Type the number of millimetres to
leave at the top of debtor
statements for the letterhead.

Statement Paper Size

Type the paper size your
statements are printed on.

AMC Convergent IT Portal Documentation
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Managing interest rates

Configuring quotes for your company

Use the Company Options - Quotes section to configure your company for providing
quotes.

Opening the Company Options - Quotes section
To open the Company Options - Quotes section:

1. Press &l Comany
2. Press Company Maintenance > Company Options.

"_4.??‘ Home ! Sales L‘?. Custermers [l Products B igion jzd Company 4 History B Suggeshions
.| Company Maintenance b Edit Details =
._ Ledger / Cash Book v [@ll Companies
% Franchisze Maintenance P | Promo Message
. Fashion Maintenance # q Permission Lavels
ﬂl.l Site k w Regmons
= Access ¢ (888 Postal Region

) Suppert b | @ Tax Editor
! POT Emulstor ] ...; Company Options
0 Users k|| 2 Options Report
(2 Industry k| |2 Edit Pernod
""1 Edit CRON

T Edit Screens

&S Image Manager

# Edit Flash

# Smash Report

r. Adwartising 13
“4j Batch Report

E' Phane App Report
i Alarm Setup

= Twitter Account

il View Location Type
3 View Brand

i WView Ibem Type

L View Phane Book
B 5MS Account

B, 55 Billing Reports

B send sMs -
The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Maintenance

Company: Exarmpe Company

Configuration
Group: Partal -

I Saction: Artist . ]
Hame Value Descripkion
Artist Libel Artist Gak ko b malch compsny reguinsmants
CD Lab=l Labsl €D Label Fek to Do match company reguinements
Caktalog Label Catalog Sat to bo match company reguirements
Redease Dake Labsl Rejease Date Sef ko b match company reguinsments
Title Labsl Title Sek o Do match compeny reguirsments

€3 Undate | | = Dalsto |

4. Select Quotes from the Section drop-down list.

The Quotes section is displayed.

Opticns Maintenance
Company: Examiple Company -
Configuration
Group: Portal -
Sechion (oS v
Mame Walue Crasrighion
Emabile Display Currency Fals= Sef to enable the staberment o have currency =
Syl within statemsnt
Emabie Tterm Mum ber Trise Sef to enable the stabement to show item
numbers
Emable Price Edt Trse Sef to enable the operator to changs prics
charged
[ (—
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Company Options - Quotes section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value
field and press € Update |

MName Value Description

Example Field Name [ Example Value [Description of configuration

Configuration Description

Enable Display Currency Type True to display currency
symbols in your quote documents.

Enable Item Number Type True to display item
numbers in your quote documents.

Enable Price Edit Type True to allow the Portal user
to change the item price when
creating a quote.
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Configuring debtor contracts for your site

Use the Site Options - Debtor Contracts section to configure your site for debtor contracts.

Opening the Site Options - Debtor Contracts section

To open the Site Options - Debtor Contacts section:

=il Company
1. Press d

2. Press Site > Control > Site Options.

f‘;'_‘ Home ¥ Sales B Customers [ Products R vision 1 Company 45 Hatory (P Suggestons

. Company Maintenance »
I Ledger / Cash Book »
i Franchise Maintenance #
. Fashion Maintenance »

g Site » J/ l;uagmm; V;i

P Access » ' Control » 15 Portal X Transfer

% Support . | § Temperature Setup
B P07 Emulator » {‘ Temperature Report
& Users ’ EQ_’_,‘ Site Optians
Lil"dufng_ f_: , 2 Options Report

‘Q_':‘ Site Details
| ¥ 1P Addresses
h‘, Site Contacts
io Information

| @ Terminal Information

‘ﬂ First Sale
The Cashup section of the Site Options screen is displayed.
3. Open the Section drop-down list.

Options Maintenance

Site:  Chadstone
Comfiguration  Opticns
Groug: Portal

[ Saction: Cashup - I
Name al e Description
Buanking Separste Trus Sat bo Enable capburmg Banking o it own
Blind Cashup Cash True Sat to true for bhnd cashup Cash Tender
Elind Cashup Tender 10 Falsa Sat to true for bind cashup tender & 10
Blind Ceshup Tander 11 Falae et b true for blind cashup tender = 11
Blind Cashup Tender 12 Fake Sak b true for bind cashup tendsr & 12
Elind Cashup Tender 13 Falsa Sat to true for bind cashup tender & 13
Blind Chibup Tander 14 Fakie Gak b true for bhnd caibup tender = 14
Blind Cashup Tender 15 Faks Sek b true for bind cashup tendsr & 15
Blind Cashup Tendar 16 Falsa Sat to true for bind cashup tender & 15
Blind Caihup Tander 2 Falus Gak b true for bind casbup tender = 2
Blind Cashup Tender 3 Fakse ek bo true for bng cashup tender & 3
Blind Cashup Tender 4 Falsa Sat to true for bind cashup tender & 4
Blind Cashup Tander 5 Falue Gak to true fior bind cashup tender = 5§
Biind Cashup Tender 6 Fake Seb to rue for bhnd cashup tender & §
Elind Cashup Tender 7 Faka Sat to true for bind cashup tender & 7 .

0 Updata | == Dalsta
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4. Press Debtor Contracts from the Section drop-down list.
The Debtor Contracts section is displayed.

Options Maintenance

Site: Chadstong

Configuration | Opticns

Group: Portsl

Secton: Dabtor Contracks

Mame Waluwe Desonpmon

Default Expiry 365 Set to number of days for contract default -
Sy

Enabla Contract Ovarmide Trug Sat bo anable user to cver ride the contrat
walues

Enable Contracts Trus Sat to enable Site to use Debtor Contracts

Force Contract In Enwoicing Falsa Sat to force the item to be present in contracts
fiar Envoicing

Sheow Item True Set to enable wser bo view ikermn number in
Contract Editor

Update Cost of Contract in Invsiang Fake 56l to update Debtor Contracts Cost prioe on

fimalisation of Inveice

€ Update | == Delete
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Site Options - Debtor Contracts section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value
field and press | & Update |

MName Value Description

Example Field Name [ Example Value [Description of configuration

Field Description

Default Expiry Type the number of days a
contract is valid for by default.

Enable Contract Override Type True to allow operators to
override contract rates when
creating quotes and invoices. Type
False to enforce contract rates.

Enable Contracts Type true to use contracts on this
site.
Force Contract In Invoicing Type true if all items contained in

an invoice must have a contract
with that debtor.

Show Item Type true to show the item
number in contracts.

Update Cost of Contract in Invoicing Type true to update debtor
contracts with the prices used in
invoices when an invoice is
finalised.
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Managing document templates

You can create templates to control how the documents generated by the Portal appear. You
can create templates for:

= Payment slips.
= Invoices.

= Laybys.

= Statements.

See:

= Template Maintenance screen on page 46.
= Template Editor screen on page 49.
= Templates report on page 57.

What you can do:

1. Creating a new template on page 35.

2. Editing a template description on page 39.
3. Editing a template layout on page 41.

4. Deleting a template on page 44.
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Creating a new template

Create a new template to control how your documents are displayed and printed. The
procedure is the same to create templates for:

= Invoices.

= Layby documents.

= Statements.

= Payment documents.

To create a new template:

A Customers
1. Press B from the menu bar.

2. Press Maintenance > Template Design Layout.

’j_“‘ Home E Sales a@» Customers | [l Products Bl vision m_l] Compi
f Maintenance k L_: Company Options
¥ Loyalty * |= New Customer
E] Marketing » | 4 Edit Customer
ﬁ Schedule b || g Customer Reports
.:.l:’u CRM b | & New Quote
F- GsA * ||f Phone App Reports
[ES Layby 4 fi Template Design Layout
i Debtors k
% Vouchers k
&5 Micro Loan k
_'_f Customer Orders »
ﬁ Home Delivery *
1Y Restaurant 3
¥ Tipping 3

The Templates report is displayed.
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Templates Report 2
Site
Description |ID Site Default Template Created Change Date -
FLC
Template Date
Statement 1 FLC v Statements 26/06/2015  26/06/2015
Add to Favourites Invoice
Layby Payments

Statements

3. Press the button corresponding to the type of document you want to create.

For example, if you want to create a new template for statements, press
Statements

The Template Maintenance screen is displayed.

Template Maintenance

Name

Site: FLC
Template Type: |Invoice

Description:

4 Set Default Template

[7] New Save & Edit Template | | ) Reset

Type a description of the new template to identify it in the Description field.

If you do not want this to be the default template used for this document type, clear
the Set Default Template field.

6. Press Save & Edit Template _

The Template Editor is displayed.
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L=
()
&
I Statement
Raad
\Actoria 3000 p— D
Australa g D
27-Feb-2014
To: Name
= logo
Biling address1 —_ — labelNo
- - mai
Biling address2 7 companyMame
Biling address2 account@amc retail.com | address
= email
4 date
= to
_ — N 5 4| billing1
=rm we Date Amount Dus -
7 billing2
Dus on recsipt S-mm-yyyy dd-mm-yyyy | billing3
Transaction Invoice # Ciate ltem Description Amount Paid Line Tots el rldeeader
| list
comment
Current 1-30 Days 3190 Days 51-80 Days B0+ Days Amount Due
50.00 50.00 50.00 50.00 50.00 50.00

7. Select the information you want to display in the document using the fields in the
Control Pane on the right.

See Template Editor screen on page 49.

Note: You do not need to add any information such as exact email addresses. The
Portal automatically completes these when creating documents from this template.

8. Drag and drop the components until the template looks as you want it.
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Tip: You can press |Q| to view a grid to help with positioning. To see how the

completed document would look, press || to display a preview.

9. When you are happy with the template, press |@|

The template is saved.
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Editing a template description

Edit a template description if you want to change the name of the template, the site that can
use it or whether or not it is the default template for that document type.

Note: If you want to edit a template's layout, see Editing a template layout on page 41.

To edit a template description:

A Customers
1. Press B from the menu bar.

2. Press Maintenance > Template Design Layout.

’j_"‘ Home E Sales a@ Customers | [@l] Products Bl vision l___l] Compi
~ Maintenance * || . Company Options
¥ Loyalty * |= New Customer
E] Marketing » | & Edit Customer
ﬁ Schedule b || g Customer Reports
.:.l:’u CRM b | & New Quote
F- GsA * ||f Phone App Reports
[ES Layby 4 fi Template Design Layout
i Debtors k
% Vouchers k
&1 Micro Loan 4
_'_f Customer Orders *
ﬁ Home Delivery #
1Y Restaurant 3
% Tipping 3

The Templates report is displayed.

Templates Report »
Site
Description |ID Site Default Template Created Change Date
FLC
Template Date
Statement 1 FLC S Statements 26/06/2015  26/06/2015
Add to Favourites Invoice
Layby Payments

Statements

3. Press the Description of the template you want to edit.
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A popup menu is displayed.

Templates Report

Description |ID Site Default Template Created Change ELC
Template Date Date

Staterent 1 FIC v Statements  26/06/2015  26/06/2015
Edit Description Template
Edit Template Add to Favourites Invoice
Delete Template
Reset Default Template Layby Payments

Statements

4. Press Edit Description Template.

The Template Maintenance screen is displayed.

Template Maintenance

MName

Site: Chadstone
Template Type:
Description:

Set Default Template

| [] New | | @) Update | | Edit Template | | == Delete | | ¥ Reset

5. Make the required changes.

See Template Maintenance screen on page 46.
6. Press |.Ml.

The changes are saved.
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Editing a template layout

Edit a template layout if you want to change the appearance of documents generated by the
Portal. Documents that have already been created from the template are not affected.

Note: If you want to edit a template's name or set it as default, see Editing a template
description on page 39.

To edit a template layout:

ﬂ'ﬁ» Customers

1. Press from the menu bar.

2. Press Maintenance > Template Design Layout.

’_ﬁ_“‘ Home E Sales a':.&i Customers | [l Products =2 vision mj Compi
@fi Maintenance L4 L__? Company Options
W Loyalty * |=h New Customer
ET Marketing * | & Edit Customer
ﬁ Schedule * | g Custormer Reports
.:.l:’u CRM b | & New Quote
. Gsa * | g Phone App Reports
[E= Layby L4 f Template Design Layout
i Debtors k
%= Vouchers r
55 Micro Loan »
_'_f Customer Orders #
"‘E Home Delivery »
1Y Restaurant J
%P Tipping ]

The Templates report is displayed.

Templates Report »
Site
Description |ID Site Default Template Created Change Date
FLC
Template Date
Statement 1 FLC v Statements 26/06/2015  26/06/2015
Add to Favourites Invoice
Layby Payments

Statements
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3. Press the Description of the template you want to edit.

A popup menu is displayed.

Templates Report »
Site
Description |ID Site Default Template Created Change ELC
Template Date Date
Staterent 1 FIC v Statements  26/06/2015  26/06/2015
Edit Description Template
Edit Template Add to Favourites Invoice

Delete Template

Reset Default Template Layby Paymenis

Statements

4. Press Edit Template.
The Template Editor is displayed.
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il ) (O ) [ T e ) [

I Statement
Raad
\Actoria 3000 _
Ausiralla DATE
27-Feb-2014
To: Name
Biling address1
- - Email
Biling address2
Biling address3 account@amc retail.com
Term Amount Due
Dus on receip dd-mn-yyyy dd-mm-yyyy
Transaction Invoice # Cate ltem Paid Line Tota
Current 1-30 Days 3190 Days §1-80 Days B0+ Days Amount Due
50.00 50.00 50.00 50.00 50.00

5. Make the required changes.

See Template Editor screen on page 49.
6. Press | =/,

The changes are saved.
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Deleting a template

Delete a template if do not want the Portal to use it to create documents. Documents that
have already been created with this template are not affected.

To delete a template:

ﬂ'ﬁ» Customers

1. Press from the menu bar.

2. Press Maintenance > Template Design Layout.

’_ﬁ_“‘ Home E Sales a@ Customers | [l Products =2 vision mj Compi
@yi Maintenance L4 L__? Company Options
¥ Loyalty * |= New Customer
ET Marketing » | 4 Edit Customer
ﬁ Schedule * | Lf Custormer Reports
.:.l:’u CRM b | & New Quote
F> Gsa * | & Phone App Reports
[E= Layby L4 f Template Design Layout
i Debtors k
= Vouchers k
&y Micro Loan k
:f Customer Orders #
ﬁ Home Delivery »
1Y Restaurant J
%P Tipping J

The Templates report is displayed.

Templates Report ol
Site
Descripbion | ID Site Default Template Creaied Change Date
Templale Dabe
Sigjement 1 FLC o Slabemenls WDEANE HDE01S
#Add 1o Fasvouritas Indice
Layby Paymenis
Statements

3. Press the Description of the template you want to delete.

A popup menu is displayed.

44 AMC Convergent IT Portal Documentation



Templates Report

Descrglion 1D Sie Crafiaum
Template

1 Fii
Edit Description Template

Edit Template
Desdete Templake
Reset Default Templaks

4. Press Delete Template.

The template is deleted.
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Template Maintenance screen

Use this screen to create or rename a template and allocate it to a site.

Opening the Template Maintenance screen

To open the Template Maintenance screen:

L@» Customers

1. Press from the menu bar.

2. Press Maintenance > Template Design Layout.

[ products &l vision [ Compi

L__? Company Options

’j_"‘ Home E Sales d'ﬁs Customers
@?&5 Maintenance k
* Loyalty k
E] Marketing k
ﬁ Schedule k
J& crm C
F- GsAa ,
[ES Layby 3
i Debtors k
% Vouchers k
E& Micro Loan r
_'_f Customer Orders »
ﬁ Home Delivery *
1Y Restaurant 3
¥ Tipping »

-h Mew Customer
& Edit Customer
|8 Customer Reports
% Mew Quote

| f Phone App Reports

fi Template Design Layout

The Templates report is displayed.

Templates Report »
Site
Description  ID Sibe Default Template Created Change Date FLC
Templale Date )
Sialement 1 FLC Ll Slabemenls IEDE2NE DRSS
Add 1o Favourites Invaice

Layky Paymenls

Statements

3. Press the Description of the template you want to view.

A popup menu is displayed.

46 AMC Convergent IT Portal Documentation



Templates Report
Descrglion 1D Sie Crafiaum Template  Created Changs
Template Data Date
1 FI o Statements 2806015 JB/0E2015

Edit Description Template
Edit Template

Dedete Template

Resat Dafault Template

4. Press Edit Description Template.
The Templates Maintenance screen is displayed.

Template Maintenance

Hame
Sitw: Chadstone
Templale Typs:
Diescription

Set Default Template

Managing document

templates
Site
FLC
Add 1o Favourites Inwoic e
Layby Payments

Staternents

Mew | 0 Update | Edit Template | | == Delate | §) Rasst
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Template Maintenance screen key fields and buttons

Field

Description

Site

Select the site the template is used for.

Template Type

Select the type of document the template is for.

Description Type a description to identify the template.

Set Default Select whether the template should be the default template used at
Template this site for this document type.

|£| Create a new template.

|M| Save the changes to the current template.

| Edit Template |

| save & Edit Template |

Open the Template Editor to edit the contents of the template.

| = Delete | Delete this template.
.\ Reset .
|ﬂ| Cancel any changes since the template was last saved.
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Template Editor screen

Use this screen to design your document template. You can control which items appear on a
template, where they appear as well as aspects of how they appear, such as their alignment.

Opening the Template Editor
To open the Template Editor:

s Customers

1. Press from the menu bar.

2. Press Maintenance > Template Design Layout.

’_ﬁ_“‘ Home E Sales a@ Customers | [l Products =2 vision mj Compi
@yi Maintenance L4 L__? Company Options
¥ Loyalty * |= New Customer
ET Marketing » | 4 Edit Customer
ﬁ Schedule * | Lf Custormer Reports
.:.l:’u CRM b | & New Quote
F> Gsa * | & Phone App Reports
[E= Layby L4 f Template Design Layout
i Debtors k
= Vouchers k
&y Micro Loan k
:f Customer Orders #
ﬁ Home Delivery »
1Y Restaurant J
%P Tipping J

The Templates report is displayed.

Templates Report ol

Site
Descripbion | ID Site Default Template Creaied Change Date -

Templale Dabe
Sigjement 1 FLC o Slabemenls WDEANE HDE01S
#Add 1o Fasvouritas Inwoice
Layby Paymenis
Staterments

3. Press the Description of the template you want to view.

A popup menu is displayed.
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Templates Report

Descrglion 1D Sie Crafiaum Templats
Template
1 Fic w Stalements

Edit Description Template
Edit Template

Dedete Template

Resat Dafault Template

4. Press Edit Template.
The Template Editor is displayed.

50

»
Site
Created Changs FLC
Data Ciate
28080015 MEIDE2015
Add 1o Favourites Inwoice

Layby Payments

Staternents
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Billing asdress2
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Managing document

templates

(€

DATE

T-Feb-2014

Emai

accountBiamc retail c om

B (R [

Tefm Dus Date Armizant Dug
Diwe on recent dd-mm=yyyy dd-mm-yyyy
Transaciion nvoice Dot Hem Descrpiion Amount Faid Line Toinl
Cursend 1-30 Days 3180 Days 81-80 Days B0# Days Amouni Due
£0.00 £0.00 £0.04 £0.00 0,00 £0.00
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Template Editor key fields and buttons

Control Pane

Use this area to save and preview the template and control the elements that are displayed.

Note: The fields that are displayed depend on the type of document being created. Not
all fields are displayed for all document types.

Field Description
|@| Press to save the template.
|@| Press to cancel any changes since the template was last saved.
|E| Press to display a grid on the template to align components.

Note: This grid is not displayed when documents are created
from the template, it is only for checking parts of the template
are aligned when designing.

[E] Press to display a preview of the template.

Logo Select to include the logo image in the template. You can drag it
around the template to position it where you want it.

LabelNo / Select to include the document type (for example, Statement,
) Invoice) in the template. You can drag it around the template to
TaxInvoice position it where you want it.
Statement
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Field Description
CompanyName Select to include your site name in the template. You can drag it
around the template to position it where you want it.
S hams
Road
\Aiciara 3000
Australla
Account Select to include the customer account number.
Account No.
Address Select to include your site's address in the template. You can drag

it around the template to position it where you want it.

e Name
Raoad
\Aiciaria 3000
Aasiralla

Email Select to include the contact email in the template. You can drag it
around the template to position it where you want it.
Email
account@amcretail.com
Date Select to include the document creation date in the template. You

can drag it around the template to position it where you want it.

DATE

27-Feb-2014
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Field Description
To Select to include the box and 'To' field in the template. You can
drag it around the template to position it where you want it.
To: Mame
Billingl/ Select to include the first, second and third lines of the billing
. address in the template. You can drag it around the template to
Billing 2/ position it where you want it.
Billing 3 Billing address
Biling address?2
Biling address3
ShipTo Select to include the box and 'To' field in the template. You can
drag it around the template to position it where you want it.
Shippingl/ Select to include the first, second and third lines of the shipping
o address in the template. You can drag it around the template to
Shipping2 / position it where you want it.
Shipping3
Title Select to include a status of the document, such as Delivered.
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Field

Description

MidHeader

Select to include summarised information such as the document
terms, due date, amount due or total in the template. You can drag
it around the template to position it where you want it.

Note: The exact information included depends on the document
type.

Term Duwe Date Amount Dus

Due on receipt dd-mm-yyyy dd-mm-yyyy

CustomerHeader

Select to include summarised customer information such as the
customer's business or tax number, purchase order number or
billing company.

List

Select to include the itemised list in the template. You can drag it
around the template to position it where you want it.

Tra b fredite & Dats 181 S RETp oo A ding Faid Lifig Tath

Comment

Select to include an optional comment in the template. You can
drag it around the template to position it where you want it.

Comment :
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Template area

This area determines where components appear on the template. Drag and drop components
to create the template you want. You can add or remove components from the template

using the control pane.
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Templates report

Use the Templates report to view, create and edit templates for communication documents
such as invoices, statements, payment notices and laybys.

Opening the Templates report

To open the Templates report:

,_,'ﬁa Customers

1. Press from the menu bar.

2. Press Maintenance > Template Design Layout.

’_ﬁ_“‘ Home E Sales d'ﬁ» Customers | [l Products =2 vision mj Compi
@yi Maintenance L4 L__? Company Options
¥ Loyalty * |= New Customer
ET Marketing » | 4 Edit Customer
m Schedule * | Lf Custormer Reports
r}l'a CRM b |3 New Quote
F> Gsa * | & Phone App Reports
[E Layby ¥ | # Template Design Layout
i Debtors k
%] Vouchers L
4 Micro Loan k
:f Customer Orders »
ﬁ Home Delivery »
1Y Restaurant *
%P Tipping 3
The Templates report is displayed.
Templates Report ol
Site
Description 1D Site E:::;I;m Tempiate E::.d Change Date o
Sialemert 1 FLC ¥  Stalemenls JGOE2015  2SMEI0IS
#Add 1o Fasourites Inwoice

Layby Paymenis

Statements

AMC Convergent IT Portal Documentation 57



Managing document
templates

Templates report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

Add to Favourites Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.
Sites
Invoice Press to create a new invoice template.
Layby Press to create a new layby template.
Payments Press to create a new payment template.
Statements Press to create a new statement template.
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Report area

This area displays report information.

Managing document
templates

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.
Field Description
Description Description of the template.
ID Unique code identifying the
template
Site Site the template is used by.

Default Template

Whether this is the default
template for this type of
communication (for example, the
default template for invoices).

Created Date

Date the template was created.

Change Date

Date the template was last edited.
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Managing documents and images

You can manage documents and images for the Portal to use. For example, company logos
that the Portal includes in letterheads.

See:

= Image Manager on page 89.
= Documents report on page 96.

What you can do:

= Navigating the Image Manager on page 61.

= Uploading an image to the Portal on page 66.

= Creating a new image folder in the Portal on page 64.
= Previewing an image in the Portal on page 81.

= Editing an image in the Portal on page 77.

= Duplicating an image in the Portal on page 71.

= Copying a file or folder in the Portal on page 69.

= Moving files or folders in the Portal on page 73.

= Renaming an image in the Portal on page 75.

= Retrieving the URL of an image in the Portal on page 85.
= Downloading an image from the Portal on page 83

= Removing an image from the Portal on page 87.
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Navigating the Image Manager
The Image Manager uses files and folders the same way your computer does. You can:

= QOrganise your images in folders and sub-folders.

= Display the files and folders in a grid, list, or two-column list.

= Sort the displayed images by file name, size, type or date uploaded.
= Filter the displayed images to a specific search term.

Navigating folders in the Image Manager

To navigate around the Image Manager, you can:

= Open a folder by pressing in the Image Manager.

= Return to the parent folder by pressing

» Return to a parent folder by pressing it in the path
» Return to the home folder by pressing #.
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Displaying files and folders in the Image Manager
To change how your files and folders are displayed, press:

= ® 10display a grid of files and folders.

= = display a list of files and folders.
= display a list of files and folders in two columns.
2 48 4@ B B El= =
L = = @& a
cale :anara_mrln
Sorting files and folders in the Image Manager
To sort files and folders in the Image Manager:
1. Press "I,
2 +8 +™ B A EI EE
L d=| = @ @
2. Select:

= Filename to sort files alphabetically by file name.

= Size to sort files by their file size.

= Date to sort files by the date they were uploaded.

= Type to sort files by their file type, such as jpeg or png.
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Filtering files and folders in the Image Manager

You can filter the selected folder so that only files and folders that match your criteria are
displayed. This is useful if you have a folder with a lot of files.

The Portal displays all files and folders where the search term matches anywhere within the
file. This means that searching for APP returns both apple and pineapple, but not paper.

To filter files and folders in the current location:

1. Type the search term into the Filter field.

2 +8 +% B O [ =

L]

cale banara_mufn

The results are displayed.
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Creating a new image folder in the Portal
Create a folder to help organise your images to make them easier to find.

To create a folder in the Portal:

Customers
1. Press i .

2. Press Debtors > Administration > Image Manager.

’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home

folder.

3. Navigate to where you want the new folder to be.

See Navigating the Image Manager on page 61.

4. Press +='.

The Insert folder name screen is displayed.

Insert folder name:

New Folder

5. Type the name of the folder you want to create.

6. Press m

The folder is created.
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Uploading an image to the Portal

Upload an image to the Portal if you want to access it within the Portal. For example,
upload a company logo to be displayed on invoices and purchase orders.

To upload an image to the Portal:

Customers
1. Press # .

2. Press Debtors > Administration > Image Manager.

1\ Home @ Sales m Customers ‘ B Products Ml vision [ ] Company 44 Hi
' ~ Maintenance 4
¥ Loyalty »
£ Marketing »
™ schedule »
& CRM ’
& Layby »
:2_ Debtors Pl A Administutionﬂ ..:'. Company Options
# Vouchers *» | | Reports » :‘!.’," Site Options
‘La Micro Loan 4 | Documents
": Customer Orders » 29 Interest Rates
'2 Home Delivery » | Contracts
1| Restaurant » ., Contract Report
% Tipping » # New Debtor

¥ 4 Find Debtors

: £ New Quote

. New Transactions
| Invoicing

'y Payments

| | Statements

‘-h New Consignment
'y New RA
im Drivers

|
i Q Image Manager

The Image Manager is displayed.
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I+

+8 +®m B A H=s=

Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home
folder.

3. Press s .
The Upload Image screen is displayed.

2 + +® B 0 Elﬂ

# Return to fMes. kst

=Drop files :o uplood

(or chck)

4. Drag the files you want to upload from your computer to the Drop files to upload
area.

Tip: You can drag several files at once, and drag files from different areas of your
computer before you finish the upload.

Note: You can also click the Drop files to upload area to open the browser's
Open File screen and select files to upload.

The files are automatically uploaded.
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L1

+ +®m B A H=s= Fil

0.1 MiB

5. Wait until all the files display the uploaded tick.

0.1 MiB

# Return to files list
6. Press .

The upload is complete.
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Copying a file or folder in the Portal

Copy a file or folder if you want two different versions of the same image or folder of
images available. For example, two sizes of logo.

To copy a file or folder in the Portal:

Customers
1. Press #

2. Press Debtors > Administration > Image Manager.

"_.ﬁ} Home E Sales jﬁm Customers | [ll] Products B2 vision mj Company 45 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"ﬁ' Tipping k -h Mew Debtor

/4 Find Debtors

%' New Quote

)

. New Transactions

Lot

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home
folder.

3. Navigate to the folder that contains the file or folder you want to copy.
See Navigating the Image Manager on page 61.

4. Right-click on the file or folder you want to copy.
A popup menu is displayed.

== Filters:

+ 4+ +m B B B
S d 2 @ o

Cal Editimage
| @ ShowURL
) [ Duplicate
ba
s Copy
2% cut
FILE INFO

‘ banana_mufiin.png
o 2374220
A 118KB
15-08-24

Press Copy.
Navigate to the folder you want to copy the file or folder to.

7. Press v .

The file or folder is copied into the current folder.

70 AMC Convergent IT Portal Documentation




Managing documents and
images

Duplicating an image in the Portal

Duplicate an image if you want two different versions available. For example, duplicate
your logo if you want to edit one version to create two sizes of logo.

To duplicate an image in the Portal:

Customers
1. Press #

2. Press Debtors > Administration > Image Manager.

"_.ﬁ} Home E Sales jﬁm Customers | [ll] Products B2 vision mj Company 45 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
m Schedule [
J& crm ’
[ES Layby ¢
i Debtors » _~ Administration » [/ Company Options
= Vouchers ¥ ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"ﬁ' Tipping k -h Mew Debtor

/4 Find Debtors
%' New Quote

I. New Transactions

|=] Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home
folder.

3. Navigate to the folder that contains the file you want to duplicate.
See Navigating the Image Manager on page 61.

4. Right-click on the file you want to duplicate.
A popup menu is displayed.

== Filters: | textfilte

+ 4+ +m B B B

A all =

[}
®
o

Cal Editimage
| @ ShowURL
, [ Duplicate
ba By Copy
2% cut
FILE INFO
‘ banana_mufiin.png
& 237x220
A 118KB
15-08-24

5. Press Duplicate.

The file or folder is duplicated. You can now edit one version without changing the
other.
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Moving files or folders in the Portal

Move a file or folder if you want it to be stored in a different location.

To move a file or folder in the Portal:

Customers
1. Press L@
2. Press Debtors > Administration > Image Manager.
’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi

f Maintenance 4
W Loyalty »
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home
folder.

3. Navigate to the folder that contains the file or folder you want to move.
See Navigating the Image Manager on page 61.
4. Right-click on the file or folder you want to move.

A popup menu is displayed.

== Filters: | textfilte

+ 4+ +m B B B
S d 2 @ o

Cal Editimage
| @ ShowURL
, [ Duplicate
ba By Copy
2% cut
FILE INFO
‘ banana_mufiin.png
& 237x220
A 118KB
15-08-24

Press Cut.
Navigate to the folder you want to move the file or folder to.

7. Press v .

The file or folder is moved into the current folder.
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Renaming an image in the Portal

Rename an image in the Portal to change the file name used to store the image.

To rename an image in the Portal:

Customers
1. Press L@
2. Press Debtors > Administration > Image Manager.
’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi

f Maintenance 4
W Loyalty »
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.

AMC Convergent IT Portal Documentation 75



Managing documents and
images

Filters: | text filie

I»
+
[
&+
]
<]
x(]

i
m

Jar 2 @ e

cafe banana_muffin

Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home

folder.

3. Navigate to the folder that contains the file you want to rename.
See Navigating the Image Manager on page 61.
4. Hover the mouse over the file you want to rename.

A popup menu is displayed.

X +E +w 8 O B E = Filters: | textfilte
i > S @ e
banana_muffin
cafe ®@ ® /i
5. Press #.

A popup screen is displayed asking for the new file name.

6. Type the new name.

7. Press m

The file is renamed.
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Edit an image in the Portal to change the brightness, hue, saturation, size, add text or

stickers, or other image effects.

To edit an image in the Portal:

Customers
1. Press #

2. Press Debtors > Administration > Image Manager.

A%

g Home E Sales jﬁm Customers

Il Products

/' Maintenance
* Laoyalty
¥ Marketing

ﬁ Schedule

Jo crm

[ES Layby

k

k

1

=2 vision

Managing documents and
images

45 Hi

mﬂ Caompany

i Debtors

' Administration »

[/ Company Options

=1 Vouchers

La Micro Loan

:f Customer Orders
ﬂ Home Delivery
1Y Restaurant

"ﬁ’ Tipping

| -] Reparts »

™" site Options

The Image Manager is displayed.
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‘| Documents

—

¥ Interest Rates

=i

[=| Contracts
|} Contract Report
-h MNew Debtor
/4 Find Debtors

%' New Quote

. New Transactions

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager
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Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home

folder.

3. Navigate to the folder that contains the file you want to edit.
See Navigating the Image Manager on page 61.

4. Right-click on the file you want to edit.
A popup menu is displayed.

== Filters: | textfilte

+ 4+ +m B B B

# Jdr o @ @

Cal Editimage
| S ShowURL
[ Duplicate
ba By Copy
2% cut
FILE INFO
' banana_mufiin.png
& 237x220
A 118KB
15-08-24

5. Press Edit image.
The Photo Editor screen is displayed.
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Photo Editor

Enhance Effects Frames Stickers Resize  Orientation

7 » [] . B e

Enhance Effects Frames Resize  Orientation

See Image Manager on page 89.

7. Press an edit option to apply the option to the image.
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Photo Editor

Enhance Effects Frames Crop Resize  Orientation

Enhance

llluminate Color Fix

8. When you have finished editing the image, press m

The image is saved.
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Previewing an image in the Portal

Preview an image in the Portal to see what the full image looks like at normal size.

To preview an image in the Portal:

Customers
1. Press B
2. Press Debtors > Administration > Image Manager.
’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi

f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
J& crm v
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Filters: | text filter

Jar 2 @ e

folder.

Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home

3. Navigate to the folder that contains the file you want to preview.

See Navigating the Image Manager on page 61.

4. Hover the mouse over the file you want to preview.

A popup menu is displayed.

2 4N +m B B E= =
L.
banana_muffin
cale ® ® /7 i
5. Press @,

The file is displayed.

82
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Downloading an image from the Portal

Download an image from the Portal if you want a local copy on your computer.

To download an image from the Portal:

Customers
1. Press L@
2. Press Debtors > Administration > Image Manager.
’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi

f Maintenance 4
W Loyalty »
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Filters: | text filter
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folder.

Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home

3. Navigate to the folder that contains the file you want to download.

See Navigating the Image Manager on page 61.

4. Hover the mouse over the file you want to download.

A popup menu is displayed.

2 4N +m B B E= =
*
banana_muffin
cafe O ® 7 i
5. Press @.

The file is downloaded.
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Retrieving the URL of an image in the Portal

Retrieve the URL of an image if you want to be able to link to it from another source.

To retrieve the URL of an image in the Portal:

Customers
1. Press L@
2. Press Debtors > Administration > Image Manager.
’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi

f Maintenance L4
W Loyalty r
EJ Marketing r
ﬁ Schedule »
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home
folder.

3. Navigate to the folder that contains the file you want the URL of.
See Navigating the Image Manager on page 61.

4. Right-click on the file you want the URL of.
A popup menu is displayed.

== Filters: | textfilte

+ 4+ +m B B B

A all =

[}
®
o

Cal Editimage
| S ShowURL
[ Duplicate
ba By Copy
2% cut
FILE INFO
' banana_mufiin.png
& 237x220
A 118KB
15-08-24

5. Press Show URL.
The URL is displayed in a popup.
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Removing an image from the Portal

Remove an image from the Portal if you do not want the image to be stored on the Portal
any more.

Note: If you remove the image, the Portal cannot use it for company documents or the
Point of Sale.

To remove an image from the Portal:

Customers
1. Press #

2. Press Debtors > Administration > Image Manager.

T Home E Sales d'ﬁm Customers | [ll] Products &2 vision uj Company 45 Hi
/" Maintenance G
* Laoyalty »
; Marketing »
ﬁ Schedule [
Ji crm ’
E Layby ’
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"E’ Tipping 3 -h MNew Debtor

4 Find Debtors
% New Quote

I, New Transactions

E

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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folder.

Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home

3. Navigate to the folder that contains the file you want to remove.

See Navigating the Image Manager on page 61.

4. Hover the mouse over the file you want to remove.

A popup menu is displayed.

2 4N +m B B E= =
L.
banana_muffin
cale ® ® /i
5. Press M.

The file is removed.

88

Filters: | textfilter

Jdr o @ @

AMC Convergent IT Portal Documentation



Managing documents and
images

Image Manager

Use the Image Manager to upload, edit and maintain images used by the Portal and Point of
Sale.

Opening the Image Manager

To open the Image Manager:

Customers
1. Press #

2. Press Debtors > Administration > Image Manager.

’j} Home ﬁ Sales j&m Customers | [ll] Products B2 vision _J Company 45 Hi
/' Maintenance C
* Laoyalty b
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby »
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors
%' New Quote

. New Transactions

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Image Manager is displayed.
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Note: The Image Manager may display a different folder depending on which
Portal menu you opened it from. You can always press # to navigate to the home
folder.

Image Manager key fields and buttons

Main

screen

Use this area to upload, move and view images.

Field Description

I+

Press to upload files to the Portal.

See Uploading an image to the Portal on page 66.

+k

This button is not currently in use.

Note: You cannot use the Image Manager to create files. Any
files you try to create using this feature are not saved.

Press to create a new folder in the current location.

See Creating a new image folder in the Portal on page 64.

Press to paste the copied or cut file into the current location.
See Copying a file or folder in the Portal on page 69.

Also see Moving files or folders in the Portal on page 73.
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Field Description

() Press to clear the clipboard of copied files.

Press to view the files and folders of the current location in a grid.

See Navigating the Image Manager on page 61.

Press to view the files and folders of the current location as a list.

See Navigating the Image Manager on page 61.

Press to view the files and folders of the current location as a two-
column list.

See Navigating the Image Manager on page 61.

Filters Type a term to only display files and folders that match that term.

See Navigating the Image Manager on page 61.

Note: The entire file name is searched for the term. For
example, APP matches both pineapple and apple.

# Displays the path of the current location.

See Navigating the Image Manager on page 61.

Tip: Navigate to a parent directory by pressing the name of the
directory, or navigate to the home directory by pressing #.

al =

Press to sort the folders and folders according to their filename,
date of upload, size or file type.

See Navigating the Image Manager on page 61.
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Field Description
< Press to refresh the current location, if you have made changes that
are not displayed.
@
Press to select another language for the Image Manager to use.
v

Press to view the details of the Image Manager software.

Press to open the folder.

See Navigating the Image Manager on page 61.

Press to return to the parent folder.

See Navigating the Image Manager on page 61.
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Photo editor screen

Photo Editor [x]

Enhance Effects Frames Stickers Crop Resize  Orientation

Use this area to change the hue, saturation or contrast of the image, or add text or other
alterations.

Field Description

Enhance Press to apply preset enhancements to the image, such as
automatic colour correction.

Effects Press to apply colourisation effects to the image, such as sepia
tone.

Frames Press to apply a frame to the image.

Stickers Press to apply a cartoon-like sticker to the image.

Crop Press to crop the edges of the image.
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Field Description

Resize Press to change the image's size.

Orientation Press to change the image's rotation.

Focus Press to add a focus effect to the image, so that some of the

image appears out of focus.

Brightness Press to change the brightness of the image.

Contrast Press to change the contrast of the image.

Saturation Press to change the intensity of the colours of the image.
Warmth Press to change the white balance of the image.
Sharpness Press to change the sharpness and blur of the image.
Splash Press to spot-highlight colour in the image.

Draw Press to draw freehand on the image.

Text Press to add text to the image.

Redeye Press to remove redeye from the image.

Whiten Press to spot-whiten the image.
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images

Field Description

Blemish Press to smooth blemishes in the image.

Press to navigate through the image edit options.

<

m Press to save all changes to the image.

Cancel Press to cancel the current selection of changes.

Note: This does not cancel all edits made to the image.

m Apply the selected changes to the image.
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images

Documents report

Use the Documents report to view documents that have been uploaded to the Portal, such as
company instructions for staff.

Opening the Documents report

To open the Documents report:

Customers
1. Press # .

2. Press Debtors > Administration >Documents.

A Home M sales | M customers J B Products & vision [} Company € Hi
* Maintenance
¥ Loyalty ’
E Marketing 4
™ schedule »
S crRM ’
& Layby ’
@ Debtors » _ Administration »  Company Options
# Vouchers » | | Reports » i site Options
L Micro Loan » | Documents
=* Customer Orders » 28 Interest Rates
ﬁ Home Delivery » || Contracts
14 Restaurant ’ _| Contract Report
P Tipping » + New Debtor
/4 Find Debtors
% New Quote
., New Transactions
| Invoicing
s Payments

j Statements

=3 New Consignment
<y New RA

§% Drivers

Q Image Manager

The Document report is displayed.
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Available Documents o8

Add 10 Favourtes
Hame: Varsion Releasa Date Size Commants
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images

Documents report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

Add fo Favourites Press to add this report to your Portal favourites for
easier access.

Report area

Field Description
Name Name of the document.
Version Revision version of the document.
Release Date Date the document was released.
Size File size of the document.
Comments Any comment on the document.
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Managing debtors
Managing debtors

You can create and maintain account details for each debtor and customer who deals with
your company.

Also see:

= Debtor Maintenance screen on page 122.

= Debtor Name and Address report on page 135.
= Customer PDI report on page 140.

= Email report on page 145.

What you can do:

Finding a debtor on page 103.

Creating a debtor on page 100.

Editing a debtor's credit limit on page 108.

Editing a debtor’s price level on page 111.

Enabling Point of Sale transactions on a debtor account on page 114.
Blocking or suspending a debtor on page 118.

N o a bk~ DR

Deleting a debtor on page 121.
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Creating a debtor

Create a debtor when you want to record a person or company who you sell goods, services
or supplies to. You must create a debtor before you can create customer orders or
consignments for them.

Note: Once you have created a debtor, you can then view their totals and enable the
portal data interchange if they also use the AMC Convergent IT Portal. See Setting up
debtors for PDI.

To create a debtor:

ﬂ'ﬁ» Customers

1. Press in the main menu bar.

2. Press Debtors > Administration > New Debtor.

"_.ﬁ} Home E Sales a@ Customers | [l Products & vision mj Company 44 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
i Debtors » _~ Administration » [/ Company Options
= Vouchers ¥ ||| Reports L4 |1£'5ite Options
g Micro Loan L4 |=] Documents
:i' Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"E"' Tipping 3 -k New Debtor

/4 Find Debtors
%' New Quote
. New Transactions
|=] Invoicing
= Payments
|=] Statements
-E New Consignment
= New RA
g%l Drivers

Q Image Manager

The Debtor Maintenance Debtor Details tab is displayed.
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Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details

Code: NEW

Phone:
Name: Alt Phone:
Mabile:
Contact:
Fax:
Tax No:
Wet Tax ID:
Customer Id:
Billing Address: Shipping Address:
Post Code: Post Code:

Email:

Comments:

I Save

Type the name of the company or entity in the Name field.

Type the name of the person you most frequently deal with at the company in the
Contact field.

5. Type the debtor's tax file number in the Tax No field.

Add the company's billing and shipping address, telephone number, fax number and
email address in the fields.

See Debtor Maintenance screen on page 122.

7. If you want to be able to email invoices to the debtor, add their email address in the
Email field.

8. Add a comment about the person or company if required.
9. Press the Debtor Settings tab.

The Debtor Settings tab is displayed.
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10.

11.

12.

13.

14.

15.
16.

17.

102

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details | PDI Setup

Last Statement:

Terms:

Minimum Statement Amount:

Account Status:
Source Location:
Referral Type:
Credit Limit:
Discount %:

Interest Premium %:

Late Payment Premium %:

Minimum Payment %:

GST Level:

Enable Wet Tax
Wet Tax Level:
Statement Type:
Statement Option:
Price Level:

Scale Price Level:

30/12/1899

7 Days

£0.00

MNormal

Chadstone

Internet

$500.00

0

20

20

200

| GST Inclusive

0% (Rate 0)
Wholesale

0% (Rate 0)

Print

Balance Full Detail

Level 2

Level 2

.4 Sales At POS

. Itemised POS Transaction

Totals

n Save New Debtor Quotes New Invoice New Transaction

Select the number of days the debtor must complete their payment in from the Terms

drop-down field.

Type the minimum amount the debtor must owe for you to issue a statement in the
Minimum Statement Amount field.

Type the maximum amount the debtor allows you to owe at once in the Credit Limit

field.

Type any special discounts the debtor receives for early payments in the Discount %

field.

Type any special interest charged to this debtor in the Interest Premium % and Late
Payment Premium % fields.

Select the tax levels applicable to the debtor.

Select or complete the fields as required.

See Debtor Maintenance screen on page 122

ko Save

Press

The debtor is allocated a unique debtor number and saved to the Portal.
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Finding a debtor
Find a debtor when you want to:

= View or edit the debtor's details.

= Create a quote, contract or invoice for the debtor.

= Fill a customer order for that debtor.

= Perform another task that requires specifying the debtor.
You can either:

= List all debtors starting with a chosen letter.
= Search for a debtor by typing information in the search fields.

Opening the Find Debtor screen
To open the Find Debtor screen:

':_.,n‘. Customers

L

1. Press in the main menu bar.

2. Press Debtors > Administration > Find Debtors.
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A Home @ sales | M customers l B Products M vision [ Company €4 Hi
/" Maintenance  »
¥ Loyalty »
£ Marketing »
Schedule ’
S crRM ’
& Layby ’
_& Debtors » f Administration » h} Company Options
# Vouchers » | | Reports » |} site Options
L Micro Loan » | Documents
=% Customer Orders » 28 Interest Rates
ﬁ Home Delivery » || Contracts
14 Restaurant ’ _ Contract Report
P Tipping » + New Debtor

/4 Find Debtors

5 New Quote

., New Transactions
| Invoicing

s Payments

| Statements

=3 New Consignment
< New RA

§% Drivers

Q Image Manager

The Find Debtor screen is displayed.

HEEREBEETEYNS?LI

Please chisese a field 1o search an
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Managing debtors

Listing all debtors by letter:

To list debtors that start with a specific letter alphabetically:

1. Press the corresponding letter of the alphabet at the top of the search screen.

Find Ciebibor

e |a e P EEs I KLM O FE O BETU YW EY
Please chiose a field to search on

Hame;

Dekitor Mumbaer:
Customeer Td:
Email:

Huobile;

ST

The debtors that start with that letter are listed alphabetically.

Find Debibor
s JE G HILL 8 oeolE S T UL Y I

Hames starting with "A°

BEaren
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Managing debtors

Searching for debtors

You can search for a debtor based on their:

= Name.

= Debtor number.

= Customer number.

= Email address.

= Mobile phone number.

The Portal searches for matches:
= Anywhere within the words of the field.

For example, APP matches both apple, and pineapple. If a field contains multiple
words, it matches any word in the field.

=  From the start of the debtor or customer number.

For example, a search for a debtor number of 3 returns all debtor numbers starting
with 3, not all debtor numbers that contain 3.

= Using the first search field that contains data.

For example, if you type APP in the Name field and 3 in the Debtor Number field,
the Portal ignores the Debtor Number field and searches for matches to the debtor
name.

To search for debtors:

1. If the custom search fields are not displayed, press the Custom tab.

Find Delbor
st
Please choose a field to search on

Hame:

Debitor Numbers
Customer Td:
Email:

Hobile:

FAT

2. Type the term you want to search on in the search fields.
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CDEFGHIIIE M KO PORSTUY WX VYT

Please cleese a field To search on

Mame:

Deebtor Humber: |
Custnmer Td: |
Email: |
Mobile: |

3. Press -

The search results are displayed.
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Editing a debtor's credit limit

Edit a debtor's credit limit if you want to increase or decrease the amount you allow them to
Owe you at any one time.

To edit a debtor's credit limit:

Customers . .
1. Press & in the main menu bar.

2. Press Debtors > Administration > Find Debtors.

"_.ﬁ:‘ Home E Sales d@m Customers | [l] Products & vision uj Company 45 Hi
/" Maintenance G
W Lovalty »
; Marketing »
ﬁ Schedule [
Ji crm ’
E Layby ’
O pebtors » |~ Administration » |} Company Options
%= Vouchers } ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=| Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"ﬁ' Tipping k -h Mew Debtor

/4 Find Debtors
%' New Quote

I. New Transactions

|=] Invoicing
= Payments

|Z| Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager

The Find Debtor screen is displayed.
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Managing debtors

Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWIX]YZ]

Please choose a field to search on

Name:

Debtor Number:

Email:

|
|
Customer Id: |
|
Mobile: |

Search

3. Search for the debtor you want.
See Finding a debtor on page 103.

The Debtor Maintenance screen is displayed.

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details | PDI Setup = Totals

Code: 5000
Phone: 98765432
Name: Appleseads
Al Phone: 98864322
Contact: John Smith
Mobile:
Tax No: 123456789
Fax:
Wet Tax ID:
Customer Id: 4321
Billing Address: Shipping Address:
1 Appleseed Way

1 Appleseed Way

Orchard Grove Orchard Grove

Victoria Vickoria

Post Code: (3,4« Post Code: 34«
Email: info@appleseeda.com

Comments:

| &4 Save || New Debtor | [ Quotes | |= Orders | [ New Invoice || New Transaction | i Payment || - Transactions

4. Press the Debtor Settings tab.
The Debtor Settings tab is displayed.
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Debtor File Maintenance

Debtor Details | Debtor Settings

Last Statement:

Terms:

Minimum Statement Amount:
Account Status:

Source Location:

Referral Type:

Credit Limit:

Discount %:

Interest Premium %:

Late Payment Premium %:

Minimum Payment %:

GST Level:
Enable Wet Tax

Wet Tax Level:
Statement Type:
Statement Option:
Price Level:

Scale Price Level:

Bank Details | PDI Setup | Totals

30/12/1899

7 Days

£0.00

MNormal

Chadstone

Internet

$500.00

0

20

20

200

w4 GST Inclusive

0% (Rate 0)
Wholesale

0% (Rate 0)

Print

Balance Full Detail

Level 2

Level 2

4 Sales At POS
| Itemised POS Transaction

‘:ﬂ Save || Mew Debtor | | Quotes || Mew Invoice || New Transaction

5. Type the new limit into the Credit Limit field.

6. Press k53 |

The debtor account is saved.
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Editing a debtor's price level

Edit a debtor's price level if you want to change which price level they typically use for
your items. For example, you may allow some debtors to use wholesale pricing instead of
retail.

To edit a debtor’s price level:

,_,'ﬁ» Customers

1. Press in the main menu bar.

2. Press Debtors > Administration > Find Debtors.

"j_" Home E Sales d'ﬁ‘» Customers | [l Products & yision mj Company 4+ Hi
ji Maintenance L4
v Loyalty »
EJ Marketing r
E Schedule ]
J& crm ’
[E Layby *
% pebtors » |~ Administration » |} Company Options
%! Vouchers * ||| Reports » '}E‘Site Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
ﬁ Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor
.ré'i. Find Debtors

3 New Quote

|5, New Transactions
|7 Invoicing

s Payments

|Z] Statements

-E New Consignment
= New RA

@4 Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Managing debtors

Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWIX]YZ]

Please choose a field to search on

Name:

Debtor Number:

Email:

|
|
Customer Id: |
|
Mobile: |

Search

3. Search for the debtor you want.
See Finding a debtor on page 103.

The Debtor Maintenance screen is displayed.

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details | PDI Setup = Totals

Code: 5000
Phone: 98765432
Name: Appleseads
Al Phone: 98864322
Contact: John Smith
Mobile:
Tax No: 123456789
Fax:
Wet Tax ID:
Customer Id: 4321
Billing Address: Shipping Address:
1 Appleseed Way

1 Appleseed Way

Orchard Grove Orchard Grove

Victoria Vickoria

Post Code: (3,4« Post Code: 34«
Email: info@appleseeda.com

Comments:

| &4 Save || New Debtor | [ Quotes | |= Orders | [ New Invoice || New Transaction | i Payment || - Transactions

4. Press the Debtor Settings tab.
The Debtor Settings tab is displayed.
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6. Press |

Managing debtors

Debtor File Maintenance

Last Statement:

Terms:

Account Status:
Source Location:
Referral Type:
Credit Limit:
Discount %:

Interest Premium %:

Minimum Payment %:

GST Level:
Enable Wet Tax

Wet Tax Level:
Statement Type:
Statement Option:
Price Level:

Scale Price Level:

Debtor Details | Debtor Settings

Minimum Statement Amount:

Late Payment Premium %:

Bank Details | PDI Setup

30/12/1899
7 Days
£0.00
MNormal
Chadstone
Internet
$500.00
0
20
20
200
w4 GST Inclusive
0% (Rate 0)

Wholesale
0% (Rate 0)
Print
Balance Full Detail
Level 2
Level 2

4 Sales At POS
| Itemised POS Transaction

Totals

‘:ﬂ Save || Mew Debtor | | Quotes || Mew Invoice || New Transaction

i Save |

The debtor account is saved.
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Managing debtors

Enabling Point of Sale transactions on a debtor account

Enable Point of Sale transactions on a debtor account if you want to allow the debtor to

make purchases at a site's Point of Sale and:

= Use the price level associated with their debtor account.

= Pay for their purchase using their debtor account.

To enable Point of Sale transactions on a debtor account:

Customers
1. Press L@

in the main menu bar.

2. Press Debtors > Administration > Find Debtors.

i

(g Home E Sales d'ﬁ‘» Customers

Il Products

= vision

i -
& Maintenance

W Loyalty
EJ Marketing
m Schedule

S crm

[E Layby

3

mﬂ Company

i Debtors

~ Administration »

= Wouchers

“La Micro Loan

::' Custorner Orders
ﬁ Home Delivery
1Y Restaurant

“F Tipping

| ] Reports »

The Find Debtor screen is displayed.
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ui" Company Options

ﬂ' Site Options
|| Documents
% Interest Rates
|| Contracts
|| Contract Report
=h New Debtor
.ré'i. Find Debtors
% New Quote
|5, New Transactions
|=] Invoicing
s Payments
|Z] Statements
'EQ New Consignment
= New RA
@4 Drivers

Q Image Manager
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Managing debtors

Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWIX]YZ]

Please choose a field to search on

Name:

Debtor Number:

Email:

|
|
Customer Id: |
|
Mobile: |

Search

3. Search for the debtor you want.
See Finding a debtor on page 103.

The Debtor Maintenance screen is displayed.

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details | PDI Setup = Totals

Code: 5000
Phone: 98765432
Name: Appleseads
Al Phone: 98864322
Contact: John Smith
Mobile:
Tax No: 123456789
Fax:
Wet Tax ID:
Customer Id: 4321
Billing Address: Shipping Address:
1 Appleseed Way

1 Appleseed Way

Orchard Grove Orchard Grove

Victoria Vickoria

Post Code: (3,4« Post Code: 34«
Email: info@appleseeda.com

Comments:

| &4 Save || New Debtor | [ Quotes | |= Orders | [ New Invoice || New Transaction | i Payment || - Transactions

4. Press the Debtor Settings tab.
The Debtor Settings tab is displayed.
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Debtor File Maintenance

Debtor Details | Debtor Settings

Last Statement:

Terms:

Minimum Statement Amount:

Account Status:
Source Location:
Referral Type:
Credit Limit:
Discount %:

Interest Premium %:

Late Payment Premium %:

Minimum Payment %:

GST Level:

Enable Wet Tax
Wet Tax Level:
Statement Type:
Statement Option:
Price Level:

Scale Price Level:

Bank Details | PDI Setup | Totals

30/12/1899

7 Days hd
£0.00

MNormal -
Chadstone -
Internet -
$500.00

0

20

20

200

L4 GST Inclusive

0% (Rate 0) -
Wholesale

0% (Rate 0) -

Print -

Balance Full Detail -

Level 2 -

Level 2 A

. Sales at POS
&4 Itemised POS Transaction

‘:ﬂ Save || Mew Debtor | | Quotes || Mew Invoice || New Transaction

5. Select the Sales at POS field.
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Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details | PDI Setup | Totals
Last Statement: 30/12/1899
Terms: 7 Days hd

Minimum Statement Amount: |$0.00

Account Status: MNormal -
Source Location: Chadstone -
Referral Type: Internet -
Credit Limit: $500.00

Discount %: 4]

Interest Premium %: 20

Late Payment Premium %: 20

Minimum Payment %: 200

L4 GST Inclusive

GST Level: 0% (Rate 0) -
Enable Wet Tax Wholesale

Wet Tax Level: 0% (Rate 0) -

Statement Type: Print -

Statement Option: Balance Full Detail -

Price Level: Level 2 -

Scale Price Level: Level 2 A

. Sales at POS

&4 Itemised POS Transaction

‘:ﬂ Save || Mew Debtor | | Quotes || Mew Invoice || New Transaction

6. Press |ﬂ|

The debtor account is saved.
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Blocking or suspending a debtor

If you do not want a debtor account to be used, you can block or suspend the account.
Blocking an account prevents it being used for quotes, invoices and transactions.

= Suspend a debtor if you only want to prevent the account being used temporarily. For
example, if a debtor has repeatedly missed payments, and you do not want to process
any more customer orders until the debtor has paid their account.

= Block a debtor if you want to prevent the account being used permanently. For
example, if a debtor has acted in bad faith, and you no longer want to use the account.

Note: You can always un-block or un-suspend a debtor account later. The Portal offers
both blocked and suspended statuses so you can clearly indicate if an account is intended
to be blocked temporarily or permanently.

To block or suspend a debtor's account:

':_.,n‘. Customers

L

1. Press in the main menu bar.

2. Press Debtors > Administration > Find Debtors.

118 AMC Convergent IT Portal Documentation




Managing debtors

’j__‘ Home ﬂ Sales ﬂa Customers ﬁ Products B2 vision Lj Company #H Hi
f Maintenance L4
' Loyalty »
EJ Marketing r
E Schedule ]
J& crm ’
[E= Layby »
' Debtors » |~ Administration » |} Company Options
& Vouchers ¥ || ] Reports r ﬂ' Site Options
g Micro Loan [ || Documents
:: Custormer Orders # [ Interest Rates
ﬁ Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping r =h New Debtor

_‘4 Find Debtors
%' New Quote
|5, New Transactions
|Z] Invoicing
= Payments
|| Statements
=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.

Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWIX]YZ]

Please choose a field to search on

Name:

Debtor Number:

Email:

|
|
Customer Id: ‘
|
|

Mobile:

Search|

3. Search for the debtor you want.

See Finding a debtor on page 103.

The Debtor Maintenance screen is displayed.
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Managing debtors

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details
Code: 5000

MName: appleseads

Contact: John Smith

Tax No: 123456789

‘Wet Tax ID:

Customer Id: 4321

Billing Address:
1 applessed Way

Orchard Grove

Victoria

Post Code: 3,4«

Email: info@appleseada.com
Comments:

PDI Setup | Totals

Phone: 98765432
Alt Phone: 98864322
Mobile:

Fax:

Shipping Address:
1 Appleseed Way
Orchard Grove
victoria

Post Code: 34,

| B4 Save || Mew Debtor || Quotes |=% Orders || New Invoice || New Transaction | ws Payment || | Transactions

4. Press the Debtor Settings tab.
The Debtor Settings tab is displayed.

Debtor File Maintenance

Debtor Details | Debtor Settings

Last Statement:

Terms:

Minimum Statement Amount:
Account Status:

Source Location:

Referral Type:

Credit Limit:

Discount %:

Interest Premium %:

Late Payment Premium %:

Minimum Payment %:

GST Level:
Enable Wet Tax

Wet Tax Level:
Statement Type:
Statement Option:
Price Level:

Scale Price Level:

Bank Details | PDI Setup | Totals

30/12/1899

7 Days

30.00

Mormal

Chadstone

Internet

£500.00

o]

20

20

200

| GST Inclusive

0% (Rate 0)
Wholesale

0% (Rate 0)

Print

Balance Full Detail

Level 2

Level 2

./ Sales At POS

i Itemised POS Transaction

‘ I save | | New Debtor || Quotes | | New Invoice | | New Transaction |

5. Select either Suspended or User Blocked from the Account Status drop-down field.

6. Press |ﬂ|

The debtor account i

120

s suspended.
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Managing debtors

Deleting a debtor

Debtors cannot be deleted in the Portal. If you need to remove a debtor because you no
longer do business with them, or you created them by mistake, it is recommended that you:

= Block the debtor account.
See Blocking or suspending a debtor on page 118.
= Add a comment to the debtor file to indicate why the debtor account is blocked.

See Debtor Maintenance screen on page 122.
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Debtor Maintenance screen

Use the Debtor Maintenance screen to view or edit debtor details and access debtor
functions such as quotes, orders and transactions.

Opening the Debtor Maintenance screen

To open the Debtor Maintenance screen:

Customers . .
1. Press & in the main menu bar.

2. Press Debtors > Administration > Find Debtors.

"_.ﬁ:‘ Home E Sales d@m Customers | [l] Products & vision uj Company 45 Hi
/" Maintenance G
W Lovalty b
; Marketing »
ﬁ Schedule [
Ji crm ’
E Layby ’
O pebtors » |~ Administration » |} Company Options
%= Vouchers } ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=| Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"ﬁ' Tipping k -h Mew Debtor

/4 Find Debtors

3 New Quote

J, New Transactions
Invoicing

= Payments
Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager

The Find Debtor screen is displayed.
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Managing debtors

Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWIX]YZ]

Please choose a field to search on

Name:

Debtor Number:

Email:

|
|
Customer Id: |
|
Mobile: |

Search

3. Search for the debtor you want.
See Finding a debtor on page 103.

The Debtor Maintenance screen is displayed.

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details | PDI Setup | Totals

Code: 5000
Phone: 98765432
Name: Appleseads
Alt Phone: 98864322
Contact: John Smith
Mobile:
Tax No: 123456789
Fax:
Wet Tax ID:
Customer Id: 4321
Billing Address: Shipping Address:

1 Appleseed Way 1 Appleseed Way

Orchard Grove Orchard Grove

Victoria Vickoria

Post Code: (3,4« Post Code: 34«
Email: info@appleseeda.com

Comments:

[ Save | [ New Debtor || Quotes | == Orders | [ New Invoice || New Transaction | [ Payment | | | Transactions
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Debtor Maintenance screen key fields and buttons

Common buttons

These buttons are common to all Debtor Maintenance tabs.

Field Description

i Save '| Save any changes you've made to the debtor
I information.

MNew Debtor
|—| Create a new debtor.

See Creating a debtor on page 100.

|ﬁ| Create a quote for this debtor.
|m| Create a customer order for this debtor.
| New Invoice | Create a new invoice for this debtor.

| New Transaction | Create a new transaction for this debtor.
|.m:| Record a payment from a debtor.

Transactions | .. )
|. bed | Finalise debtor transactions.
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Managing debtors

Use this area to maintain the address and contact details of the debtor.

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details

Code: 5000
Name: Appleseeds
Contact: John Smith
Tax No: 123456789
Wet Tax ID:

Customer Id: 4321
Billing Address:;

1 Appleseed Way
Orchard Grove
Victoria

Post Code: 3,4

PDI Setup | Totals

Phone: 98765432
Alt Phone: 98864322
Mobile:

Fax:

Shipping Address:
1 Applesesd Way
Orchard Grove
Victoria

Post Code: 34,

Emai: [info@applesseda.com

. i Save || Mew Debtor || Quotes ||~ Orders || Mew Invoice || Mew Transaction | [u Payment Transactions
Field Description

Code Unique code identifying the debtor.

Name The debtor's name.

Contact Name of the person you normally contact at the debtor.

Tax No. Debtor's tax file number or business number for tax

purposes.
Wet Tax ID Debtor's liquor license registration ID.

Customer Id

Code identifying the debtor as a customer.

Billing Address

Address of the debtor to send quotes and invoices.

AMC Convergent IT Portal Documentation 125



Managing debtors

Field Description
Billing Post Code Post code of the debtor's address for quotes and invoices.
Email Debtor's main email address.
Comment Comments added about the debtor.
Phone Debtor's main phone number.
Alt. Phone Debtors secondary phone number.
Mobile Debtor's mobile number.
Fax Debtor's fax number.
Shipping Address Address of the debtor to send goods or services.
Shipping Post Code Post code of the debtor's address for goods or services.
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Debtor Settings tab

Use this area to maintain the financial details of debtors and suppliers.

Managing debtors

Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details | PDI Setup | Totals

Last Statement:

Terms:

Minimum Statement Amount:
Account Status:

Source Location:

Referral Type:

Credit Limit:

Discount %:

Interest Premium %:

Late Payment Premium %:

Minimum Payment %:

GST Level:

Enable Wet Tax
Wet Tax Level:
Statement Type:
Statement Option:
Price Level:

Scale Price Level:

30/12/1899

7 Days

$0.00

MNormal

Chadstone

Internet

$500.00

0

20

20

200

. GST Inclusive

0% (Rate 0)
Wholesale

0% (Rate 0)

Print

Balance Full Detail

Level 2

Level 2

.4 Sales At POS
. Itemised POS Transaction

| Ed Save || New Debtor || Quotes || New Invoice || New Transaction

Field

Description

Last Statement

Date the most recent statement was issued to the debtor.

Note: If no statement has ever been issued, the
Portal displays the year 1899. This is normal
behaviour.

Terms

Number of days the debtor has to pay after receiving an
invoice.
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Minimum Statement
Amount

Minimum amount the debtor must owe in order to
receive a statement.

Account Status

Status of the account, whether the debtor is:

Normal The account is in good standing and
operating normally.

Suspended The account has been temporarily
suspended and may not make

purchases.
User The account has been permanently
Blocked blocked, and cannot make purchases.
Payments may still be made via the
Portal.

Source Location

Site the debtor originally approached your company
from.

Referral Type

How the debtor discovered your company.

Credit Limit

Maximum dollar amount the debtor is allowed to owe
your organisation at a time.

Discount %

Discount offered for early payment of invoices.

Note: This is a percentage. For example, if a debtor
receives a 10% discount for early payment, type 10.
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Interest Premium % Interest charged on debt after the payment period has
lapsed.

Note: This overrides any default you have
configured.

Lay Payment Premium % Percentage of the debt charged as a late payment fee
when the payment period has lapsed.

Note: This overrides any default you have
configured.

Minimum Payment % The minimum amount that must be paid, as a
percentage of the full amount owed.

For example, if the debtor must pay a minimum of 10%
what they owe you, type 10.

GST Inclusive Select if you include GST in the minimum payment
amount.

GST Level Select the GST charged to this debtor.

Enable Wet Tax Select to use the liquor tax with this debtor.

Wet Tax Level Select the Wet tax level charged to this debtor.

Statement Type Select whether this debtor receives printed or emailed
statements.
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Statement Option Select whether this debtor receives statements as:

Balance

The debtor's outstanding balance

Full Detail  before the start of the statement period
is displayed as a single amount, and
each invoice includes item details.

Balance The debtor's outstanding balance

Summary  before the start of the statement period

Detail is displayed as a single amount, and
each invoice is summarised.

Open Item A list of all items in invoices that have

Full Detail  not been paid in full since the debtor's
first purchase. Does not include an
outstanding balance.

Open Item Displays a list of all invoices that have

Summary  not been paid in full since the debtor's

Detail first purchase. Does not include a list
of items, or an outstanding balance.

Price Level Select the price level for non-weighed items that applies

to this debtor.

Scale Price Level Select the price level for weighed items that applies to
this debtor.
Sales At POS Select if this debtor may purchase items at the Point of

Sale using their debtor account.

Itemised POS Transaction Select if this debtor's purchases at the Point of Sale
should be itemised on their statements.

Bank Details

Use this area to record the debtor's bank account details for cross-referencing payments
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with your accounts.

Managing debtors

Debtor File Maintenance

Bank Name:
BSB No:
Account Number:

Account Name:

Debtor Details | Debtor Settings | Bank Details | PDI Setup | Totals

Account Type: Chegue
[ Save | [ New Debtor | [ Quotes | [=* Orders | [ New Invoice | [ New Transaction | [ws Payment | [ ] Transactionsv
Field Description
Bank Name Name of the bank the debtor has their account at.
BSB No BSB number of the branch the debtor has their account

at.

Account Number

Account number identifying the debtor's account.

Account Name

Name of the debtor's account.

Account Type

Type of bank account:

= Cheque.
= Savings.
» Trading.
= Deposit.

PDI Setup tab

Use this area to maintain the Portal Data Interchange information for a debtor or supplier.

Note: Portal Data Interchange allows you to streamline stock orders from suppliers who
also use the AMC Convergent IT Portal. Both the supplier and receiver of stock must
have the PDI setup configured for each other, and cross-reference numbers configured
for all items. Without these configurations, the data interchange cannot function.
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Debtor File Maintenance

Debtor Details | Debtor Settings | Bank Details PDI Setup = Totals

PDI URL:

Element Name Element Tag Element Value Description Enabled

Account Account

Cartons Cartons

Comment Comment 4

Date Date +|

Description Description

Details Details

Discount Discount

DueDate DueDate | -

+ Add ‘ €3 Update | | == Delete

I Save || New Debtor || Quotes || =* Orders || Mew Invoice || New Transaction | | Payment Transactions

! Important note: These settings control how the Portal sends and receives data
across companies. Take care when changing this information, as an incorrect
configuration could prevent you using the Portal Data Interchange feature. For more
information on the individual elements, see Using the Portal Data Interchange (PDI).

Field Description
Element Name Name of the piece of information you're configuring.
Element Tag Name used to identify the piece of information to the

other company.

Element Value Value to include as that information to the other
company.

Description Description of the use of the information.

Enabled Select whether to include this information in the

Portal Data Interchange exchange for this debtor.

Totals tab
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Use this area to view the total purchases and payments over the year and current period if
you use the Portal to track and manage payments and finances with your debtors.

Debtor File Maintenance

Sales this Year: $165.42
Sales this Month: £165.42
Qutstanding Balance: $165.42

Debtor Details | Debtor Settings | Bank Details | PDI Setup | [Totals

Totals
Total Invoice: $165.42
Total Payment: £0.00
Total Credit: $0.00
Total Debit: £0.00
| & Save || Mew Debtor || Quotes || % Orders | | New Invoice || New Transaction ||ws Payment || || Transactions
Field Description

Sales this Year

Total dollar value of purchases by this debtor this
year.

Sales this Month

Total dollar value of purchases by this debtor this
month.

Outstanding Balance

Total dollar amount that has not been paid by the
debtor.

Total Invoice

Total amount invoiced to the debtor over all time.

Total Payment

Total amount the debtor has paid.

Total Credit

Total amount the debtor account has been credited.

Note: This includes credit notes and adjustments.
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Total Debit Total amount the debtor account has been debited.

Note: This includes debit adjustments.
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Debtor Name and Address report

Managing debtors

Use the Debtor Name and Address report to view the contact details of debtors, or print off

a list of contact details using your browser if required.

Opening the Creditor Name and Address report

To open the Creditor Name and Address report:

Customers
1. Press & from the menu bar.

2. Press Debtors > Reports > Name / Address.

T Home @ sales | B customers I W Products & vision
# Maintenance ¥
W Lovalty b
:..; Marketing »
: Schedule L4
A
Jo CRM b
& Layby r
"'i Debtors b ‘@9'— Administration »
# Vouchers * || Reports
&4 Micro Loan ¥

7 Customer Orders »
AN Home Delivery  »
i Restaurant ¥

Ef‘Tipping L]

The Debtor Name and Address report is displayed.

AMC Convergent IT Portal Documentation

B5 Name [ Address
% Quotes
&[5 Balances
J': Specific Period Balance
| Statements
2| Transachons
All Transactions
#5 Sales Statistics
I Invoice Reprint
®® Payment Reprint
&g Email Reports
|l Consignment Reports
"_1 RA Reports

= Serial Number

| PDI Report

£l company 45 Histor
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Debtor Name and Address For All Sites ol
Home Site
Kameg Account 2 Site Phene  Fax Email Address  Subub  Post P
Code
Pearson A 5001 ue ingodiama 123 W k]
R Siruat
Road
Burbems & 5002 SE0ATET ABurbemyi §1 wIE B
Garden
Ay
Applesead S000 SOTEEAND infoifiapple 1 Viglona a4
Applesesd

Way
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Debtor Name and Address report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

Add fo Favourites Press to add this report to your Portal favourites for
easier access.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field
selections.

Field Description
Name / Name of the debtor or customer.
Customer /
Customer Name /
Debtor
Debtor Code/ Unique code identifying the

debtor.

Customer Code /
Number /
Account
Phone Contact phone number.
Email Contact email address.
Fax Contact fax number
Address Contact address.

Note: Two fields are provided
for the address to allow for
units, apartments or similar
additional address information.
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Field Description
Suburb Contact suburb.
Post Code Contact post code.
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Customer PDI report

Use the Customer PDI report to view a summary of transaction totals in a specific period by
site or transaction type.

Opening the Customer PDI report

To open the Customer PDI report:

Customers
1. Press & from the menu bar.

2. Press Debtors > Reports > PDI Report.

"'1‘ Home P’.Sales | ﬁCustomers | W Products &3 vision -;-I Company 45 Histor
# Maintenance ¥
W Lovalty »
EZ Marketing L
: Schedule L4
S crm L
& Layby 4
|‘i Debtors Vs Administration »
# Vouchers ¥ || | Reports k(B Name [ Address
&4 Micro Loan v % Quotes
"'__f Customer Orders ¥ ..J;. Balances
’i Home Delivery » i Specific Period Balance
i Restaurant ¥ | Statements
Ef‘Tipping L | Transactions

All Transactions
#5 Sales Statistics
I Invoice Reprint
[ Fayment Reprint
&g Email Reports
|l Consignment Reports
"'_1 R& Reports
B8 Serial Number
E& Transacbon Extraction

| PDI Report

The Customer PDI report is displayed.
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Customer PDI Report - Processed PDI »
Transactions Site
Chadsions
Heacdar Sequence  Sie Data Processed Emor Reference  Dirsction
Total: By
[ay
Date
11082015
Type
Processed

g to Favouriles

AMC Convergent IT Portal Documentation 141



Managing debtors

Customer PDI report key fields

Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.

Sites

By Select to display the report for a specific day, week or
month.
Select the date or date period to report on.

Date / P P

Date From and Date To /
As of /
Start Date and End Date

Type Select the type of PDI communication to report on:
= Processed transactions.
= Failed attempts.
= All attempts.
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This area displays report information.

Managing debtors

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.

Field Description
Name / Name of the debtor or customer.
Customer /

Customer Name /

Debtor

Day Total dollar amount of the
transaction type for this debtor for

Week End the selected day, week, month or

Month End year.

Year End

Total Total dollar amount of the
transaction type for this debtor for
the displayed periods.

Header Header indicating the PDI process
taking place.

Sequence Sequence number identifying the
PDI process.

Site Site the PDI process originated.
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Field Description

Date Date of the PDI process.

Processed Indicates if the PDI was
successfully processed.

Error Any errors reported in the process.

Reference Summarised details of the PDI
process, including the customer,
site and order number.

Direction Indicates whether the PDI process
was sent from your company to
another, or received from another
company to yours.
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Email report

Use the Email report to view a summary of all emailed communications, their size, subject
and the response.

Opening the Email report

To open the Email report:

Customers
1. Press & from the menu bar.

2. Press Debtors > Reports > Email Reports.

"'1‘ Home P’.Sales | ﬂaCustomers | W Products &3 vision ;-,:4 Company 45 Histor
& Maintenance *
W Lovalty »
EZ Marketing *
: Schedule L4
S crm »
& Layby 4
I‘i Debtors Vs Administration »
# Vouchers ¥ .-—- Reports k(B Name [ Address
& Micro Loan v # Quotes
"__f Customer Orders ¥ ..Jj;. Balances
’E Home Delivery » i Specific Period Balance
i Restaurant ¥ || Statements
'Ef‘Tipping L | Transactions

All Transactions
#5 Sales Statistics
I Invoice Reprint
[ Fayment Reprint
&g Email Reports
|l Consignment Reports
"'_1 R& Reports
B8 Serial Number
E& Transacbon Extraction

|| PDI Report

The Email report is displayed.
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Sites Email Report -> Offer Default : Job All »

States

Sile Job Subject Semi  Count  Opened “iewed Opt Opt In  Confirma Cata IC:
Ok Dut (13} o

Total Site

Chadstone

Date From

NG5

Date To

3082015

A ta Favournites
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Filters area

Managing debtors

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.
Sites

Select the date or date period to report on.
Date / P P

Date From and Date To /
As of /
Start Date and End Date

States

Select a state or county to filter the report by.

Offer

Select a specific customer offer to report on.
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Field

Description

Job

Select the type of communication record to display:

All.

Loyalty Events.

Lost Loyalty Password.
User Messages.

Alarms.

Support Emails.

Debtor Statements.
Franchise Event.
Franchise Fee.

Purchase Order Submit.
Purchase Order Response.
Purchase Order Requisition.
Scheduler.

Lay Buy.

Micro Loan.
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This area displays report information.

Managing debtors

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.

Field Description
Name / Name of the debtor or customer.
Customer /

Customer Name /

Debtor

Day Total dollar amount of the
transaction type for this debtor for

Week End the selected day, week, month or

Month End year.

Year End

Total Total dollar amount of the
transaction type for this debtor for
the displayed periods.

Sit . . .

e Site the email or SMS originated

from.

Job Job that the email or SMS relates
to. For example, a loyalty event.

Subject Subject line of the email.
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Field

Description

Sent OK

Indicates whether the email batch
was sent successfully.

Count

Number of emails or SMSs sent in
the batch.

Opened

Indicate whether this email was
open.

Note: Browser settings can
prevent this action being
detected.

Viewed

Indicates whether a customer
clicked the View Here link to read
the HTML version of the email.

Opt Out

Indicates whether the customer
elected to opt-out of receiving
further marketing material.

OptIn

Indicates whether the customer
elected to receive further emails
from this email.

Confirmation

The customer has clicked a link in
an email that confirms their email
address is correct.

Data (K)

Size of the individual email.

150

AMC Convergent IT Portal Documentation




Managing debtor contracts

Managing debtor contracts

You can create debtor contracts to define the terms for purchase and return of items by
specific debtors. Each item can have contracts with multiple debtors.

When creating invoices or quotes for a debtor, the Portal uses any existing contracts for the

given items to determine prices, eligibility for free items, and whether the each item can be

purchased or returned by this debtor. If no contracts exist for that item, the Portal allows the
creation of the invoice using the debtor's price levels and the existing item prices.

Note: You must configure contracts for your site before you can use them. See
Configuring debtor contracts for your site on page 31

Contracts for items are based upon:

The pack size you sell the item in.

Note: This is determined by the item's Pack field in the Details tab of the item's
Inventory Maintenance screen, and cannot be changed per-contract. If you want to
sell an item in a different pack size to the one you procure it in, create a referral.
See Managing referrals and Kkits.

The price per pack you sell the item.

Free items offered as an incentive for larger orders and the size of order required to
receive them.

Discounts offered.

Whether you accept returns.

The maximum number of units that can be purchased in a single order.
The period of time during which the contract is active.

Debtor Contract Maintenance on page 170.
Debtor Contract report on page 175.

What you can do:

Creating a debtor contract on page 153

Editing a debtor contract on page 156.

Marking an item as non-purchasable on page 159.
Marking an item as non-returnable on page 162.
Expiring a debtor contract on page 165.

AMC Convergent IT Portal Documentation 151



Managing debtor contracts

= Deleting a debtor contract on page 168.
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Creating a debtor contract

Create a debtor contract for an item to detail the terms under which a debtor may purchase
that item. For example, the price, free items offered, and whether an item can be returned.
Contracts are created per-item.

To create a debtor contract:

,_,'ﬁ» Customers

1. Press from the menu bar.

2. Press Debtors > Administration > Contracts.

"j_" Home E Sales d'ﬁ‘» Customers | [l Products & visjon mj Company 45 Hi
ji Maintenance L4
v Loyalty »
EJ Marketing r
ﬂ Schedule ]
J& crm ’
[E Layby *
% pebtors » |~ Administration » |} Company Options
%! Vouchers * ||| Reports » '}E‘Site Options
L Micro Loan L4 || Documents
::' Customer Orders ¢ [ Interest Rates
ﬁ Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor
.ré'i. Find Debtors

%' New Quote

|5, New Transactions
|7 Invoicing

s Payments

|Z] Statements

-Eg New Consignment
= New RA

@4 Drivers

Q Image Manager

The Debtor Contract screen is displayed.
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154

Debtor Contract

Debtor:

Name:

Contracts

Location:
Contract Code:

Item Code:

Description:
Price:

Descriptior Item

Banana 300
Muffin

5000

Appleseeds

Chadstone

| Find Ttem || == Add |

Contract |Pack Cost
65478995 1 $3.16

Free Good Free Multip Active Date¢ Expiry Dati Discount | Purchase A Return Allc Max Qty
1 10 10/08/2019/08/2016 10 True True 100

| @@ Update | | == Delete |

Select the site you want the contract to apply to in the Location drop-down list.
Type a number to identify the contract in the Contract Code field.

Note: You can use the contract code to identify which items are included in the
same legal agreement with a debtor.

Search for the item to add in the Item Code field.

See Finding an item with a search field.

Press

|4 Add |

The item is added to the Item grid.

Select the item in the Item grid.
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Debtor Contract

Debtor: 5000
Name: Appleseeds
Contracts

Location: Chadstone

Contract Code:

Item Code:

| Find Ttem || == Add |

Description:

Price:

Descriptior Item Contract |Pack Cost Free Good | Free Multip Active Date Expiry Datt Discount | Purchase 2 Return Allc Max Oty
Banana 300 65478995 1 $3.16 1 10 10/08/2019/08/201¢€ 10 True True 100

Muffin

| @@ Update | | == Delete |

8. Type the price you charge this debtor per pack in the Cost field.

Note: You cannot change the number of items in a pack here. The pack size is
determined by the Pack field in the Details tab of Item Maintenance for this item.
If you want to supply a different pack size, you must create a referral for the item
with its own pack size. See Inventory Management - Details tab. Also see
Managing referrals and Kits.

9. If you want to limit the number of units that can be purchased in a single order from
this debtor, type that number in the Max Qty field.

10. Edit the remaining fields of the contract in the item grid as required.

See Debtor Contract Maintenance on page 170.
11, Press| @ Update |

The contract is saved.
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Editing a debtor contract

Edit a debtor contract for an item to change the terms under which you sell the item to that
debtor.

To edit a debtor contract:

Customers
1. Press & from the menu bar.

2. Press Debtors > Administration > Contracts.

"_.ﬁ:‘ Home E Sales d@m Customers | [l] Products & vision uj Company 45 Hi
/" Maintenance G
W Lovalty »
; Marketing »
ﬁ Schedule [
Ji crm ’
E Layby ’
O pebtors » |~ Administration » |} Company Options
%= Vouchers } ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=| Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"ﬁ' Tipping k -h Mew Debtor

/4 Find Debtors
%' New Quote

I. New Transactions

|=] Invoicing
= Payments

|Z| Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager

The Debtor Contract screen is displayed.
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Debtor Contract
Debtor: 5000
Name: Appleseeds
Contracts
Location: Chadstone -

Contract Code:

Item Code: -
[ Find Item | |:-|- Add |
Description:
Price:
Descriptior Item Contract |Pack Cost Free Good | Free Multip Active Date Expiry Dat( Discount |Purchase 2 Return Allc Max Qty
aar;?na 300 65478995 1 $3.16 1 10 10/08/2019/08/201¢€ 10 True True
uffin

100 =

-

| @ Update | | = Delete |

3. Select the site you want to edit a contract for in the Location drop-down list.

4. Select the item in the Item grid.

Debtor Contract

Debtor: 5000

Name: Appleseeds

Contracts

Location: Chadstone -

Contract Code:
Item Code:

[Find 1tem | [ Add |
Description:

Price:

Descriptior Item

Contract | Pack
65478995 1

Cost
$3.16 1

Banana 300

10 10/08/2019/08/201¢€
Muffin

Free Good Free Multic Active Dat¢ Expiry Dat Discount | Purchase A Return Allc Max Oty

10

True True 100

-

| @ Update | | = Delete |

5. Edit the fields of the contract in the item grid as required.

See Debtor Contract Maintenance on page 170.

6. Press |M|
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The contract is saved.
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Marking an item as non-purchasable

Mark an item as non-purchasable by a debtor if you do not want the debtor to purchase this
item.

Note: You can use this feature to prevent the item being purchased by the debtor even if
you do have a contract with them. For example, to prevent future orders with a difficult
debtor.

To mark an item non-purchasable:

Customers
1. Press & from the menu bar.

2. Press Debtors > Administration > Contracts.

"j_" Home E Sales d'ﬁ‘a Customers | [l Products & vision mj Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
m Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » '}E‘Site Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
ﬁ Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor
.ré'i. Find Debtors

3 New Quote

<)

I, New Transactions

Lo

Invaoicing
= Payments

|Z| Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Debtor Contract screen is displayed.
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Debtor Contract
Debtor: 5000
Name: Appleseeds
Contracts
Location: Chadstone -

Contract Code:

Item Code: -
[ Find Item | |:-|- Add |
Description:
Price:
Descriptior Item Contract |Pack Cost Free Good | Free Multip Active Date Expiry Dat( Discount |Purchase 2 Return Allc Max Qty
Eﬂar;?na 300 65478995 1 $3.16 1 10 10/08/2019/08/201¢€ 10 True True
uffin

100 =

-

| @ Update | | = Delete |

3. Select the site you want to edit a contract for in the Location drop-down list.
4. Either:

= Select the item in the Item grid.
Debtor Contract
Debtor: 5000
Name: Applessads
Contracts
Location: Chadstone -

Price:

Item Code:

Description:

Contract Code:

| Find Item | | <= Add |

Descriptior Item Contract | Pack Cost Free Good Free Multic Active Date Expiry Dati Discount  Purchase 2 Return Allc Max Oty
Banana 65478995 1 $3.16 1 10 10/08/2019/08/201€ 10 True True 100
Muffin
@3 Update | == Delete
, : , | Add |
Search for the item to add in the Item Code field and press ' = "=~ |,

See Finding an item with a search field.

5. Type False in the Purchase Allowed field.
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See Debtor Contract Maintenance on page 170.
6. Press| & Update |

The contract is saved.
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Marking an item as non-returnable

Mark an item as non-returnable by a debtor if you do not want to accept returns of this item
from this debtor.

To mark an item non-returnable:

Customers
1. Press & from the menu bar.

2. Press Debtors > Administration > Contracts.

"_.ﬁ:‘ Home E Sales d@m Customers | [l] Products & vision uj Company 45 Hi
/" Maintenance G
W Lovalty »
; Marketing »
ﬁ Schedule [
Ji crm ’
E Layby ’
O pebtors » |~ Administration » |} Company Options
%= Vouchers } ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=| Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"ﬁ' Tipping k -h Mew Debtor

/4 Find Debtors
%' New Quote

I. New Transactions

|=] Invoicing
= Payments

|Z| Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager

The Debtor Contract screen is displayed.
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Debtor Contract
Debtor: 5000
Name: Appleseeds
Contracts
Location: Chadstone -

Contract Code:

Item Code: -
[ Find Item | |:-|- Add |
Description:
Price:
Descriptior Item Contract |Pack Cost Free Good | Free Multip Active Date Expiry Dat( Discount |Purchase 2 Return Allc Max Qty
Eﬂar;?na 300 65478995 1 $3.16 1 10 10/08/2019/08/201¢€ 10 True True 100 =
uffin

-

| @ Update | | = Delete |

3. Select the site you want to edit a contract for in the Location drop-down list.
4. Either:

= Select the item in the Item grid.

Debtor Contract

Debtor: 5000

Name: Applessads

Contracts

Location: Chadstone -

Contract Code:

Item Code:
| Find Item | | <= Add |
Description:
Price:
Descriptior Item Contract | Pack Cost Free Good Free Multic Active Date Expiry Dati Discount  Purchase 2 Return Allc Max Oty
:arf:;na 300 65478995 1 $3.16 1 10 10/08/2019/08/201€ 10 True True 100
uffin

@3 Update | == Delete

= Search for the item to add in the Item Code field and press lﬂ].
See Finding an item with a search field.

5. Type False in the Return Allowed field.
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See Debtor Contract Maintenance on page 170.

6. Press | M Update |

The contract is saved.
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Expiring a debtor contract

Expire a debtor contract when you do not want the Portal to use it when creating quotes or
invoices, but want to retain the contract details for record-keeping purposes.

To expire a debtor contract:

Customers
1. Press & from the menu bar.

2. Press Debtors > Administration > Contracts.

"_.ﬁ:‘ Home E Sales d@a Customers | [l] Products & vision uj Company 45 Hi
/" Maintenance G
W Lovalty »
; Marketing »
m Schedule [
Ji crm ’
E Layby ’
O pebtors » |~ Administration » |} Company Options
%= Vouchers } ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=| Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
'"ﬁ' Tipping k -h Mew Debtor

/4 Find Debtors
%' New Quote

I. New Transactions

|=] Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager

The Debtor Contract screen is displayed.
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Contract Code:

Debtor Contract
Debtor: 5000
Name: Appleseeds
Contracts
Location: |Chad5tcne | -

Item Code: | | hd

Description:

Price:

DescriptiorItem | Contract |Pack  |Cost  |Free Good|Free Multid Active Daté Expiry Dat{ Discount | Purchase A Return Allc Max Qty
'I‘l‘::]r;?:a 300 65478995 1 £3.16 1 10 10/08/2019/08/2016 10 True True 100 =«

-

@ vpet

3. Select the site you want to edit a contract for in the Location drop-down list.
4. Select the item in the Item grid.

Contract Code:

Debtor Contract
Debtor: 5000
Name: Appleseeds
Contracts
Location: |Chad5t0ne | -

Item Code: | | -

Description:

Price:

Descriptior Item Contract | Pack Cost Free Good | Free Multip Active Date Expiry Dati Discount | Purchase 2 Return Allc Max

E‘ar;iﬁana 300 65478995 1 £3.16 1 10 10/08/2019/08/201¢ 10 True True 100
uffin

5. Change the date in the Expiry Date field to yesterday's date.
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Managing debtor contracts

See Debtor Contract Maintenance on page 170.
6. Press| & Update |

The contract is saved.

AMC Convergent IT Portal Documentation 167



Managing debtor contracts

Deleting a debtor contract

Delete a debtor contract for an item to if you do not want to list an agreement with that
debtor.

Note: You can mark a contract as expired instead of deleting it, if you want to make it
inactive instead of removing all the contract details. You can also mark a product as non-
purchasable if you want to retain a record of the contract, but not permit the item to be
ordered. See Expiring a debtor contract on page 165. Also see Editing a debtor contract
on page 156.

To delete a debtor contract:

A Customers
1. Press B from the menu bar.

2. Press Debtors > Administration > Contracts.

"j_" Home E Sales a'?fl‘: Customers | [l Products & vision mj Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » qﬂ'ﬁite Options
g Micro Loan L4 || Documents
::' Customer Orders ¢ [ Interest Rates
ﬁ Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor
.ré'i. Find Debtors

%' New Quote

|5, New Transactions
|7 Invoicing
= Payments

|=] Statements

-E; New Consignment
ol New RA

['F]
g%l Drivers

Q Image Manager
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Contract Code:

Debtor Contract
Debtor: 5000
Name: Appleseeds
Contracts
Location: Chadstone -

Item Code: -
[FindTtem | [4 Add |
Description:
Price:
Descriptior Item Contract Pack Cost Free Good Free Multip Active Date Expiry Dati Discount  Purchase £ Return Allc Max Qty
Ilalar;?na 300 65478995 1 £3.16 1 10 10/08/2019/08/201¢€ 10 True True
uffin

100 =

-

| @ Update | | = Delete

3. Select the site you want to delete the contract from in the Location drop-down list.
4. Select the item in the Item grid.

Debtor Contract

Contract Code:

Item Code:

Description:

Price:

Debtor: 5000

Name: Appleseeds

Contracts

Location: Chadstone -

[(Find rem | (4 Add |

Descriptior Item

Contra Pack Co!

Banana 300
Muffin

65478995 1 $3.16

1

10 10/08/2019/08/2016

10

Free Good Free Multic Active Date Expiry Dati Discount  Purchase 2 Return Allc Max Oty

True True 100

-

| @ Update | | = Delete |

5. Press!

| == [ec|ete |

The contract is deleted.

AMC Convergent IT Portal Documentation

169




Managing debtor contracts

Debtor Contract Maintenance

Use the Debtor Contract screen to create and maintain contracts with debtors for individual
items. The Portal can use contracts to control prices when creating quotes and invoices.

Opening the Debtor Contract screen

To open the Debtor Contract screen:

Customers
1. Press & from the menu bar.

2. Press Debtors > Administration > Contracts.

1" Home @ Sales m Customers ‘ B Products &4 vision [ ] Company 44 Hi
~ Maintenance 4
¥ Loyalty »
£ Marketing »
™ schedule »
& CRM ’
& Layby 4
:2_ Debtors 4 J/’ Administntionﬂ _L:'_ Company Options
%! Vouchers » | | Reports 4 ‘!.’,‘ Site Options
9
‘La Micro Loan 4 i | Documents
':' Customer Orders » |28 Interest Rates
"E Home Delivery » i Contracts
{4 Restaurant » || Contract Report
% Tipping » ‘% New Debtor

/4 Find Debtors

‘ £ New Quote

. New Transactions
i_ Invoicing

;..b Payments

| | Statements

‘=g New Consignment
'y New RA

‘m Drivers

|
; Q Image Manager

The Debtor Contract screen is displayed.
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Debtor Cantract
Debtor: 5000
ame: Applesseds
Cartracts
Loeation: Chadstone [=
Contract Code:
[tem Coda:
Find Ttem | |4 Acd |
Description;
Price:
Descriptior Item Contract  Pack Coest Free Good Fres Multip Active Dati Expiry Dab Discount  Purchase & Retum Allc Max Oty
Bansna 300 G54TR9S 1 §3.18 1 10 10/00/201 SM08/2018 10 Trug True 146 =
Muifin
|3 Updsta || = Dslats |
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Debtor Contract screen key fields and buttons

Contract area

Use this area to select the site and contract number, and add new items to the contract.

Field Description
Debtor Unique code identifying the debtor.
Name Name of the debtor.
Location Site the debtor contract relates to.
Contract Code Unique code identifying the contract.
Item Code Search for an item to add a contract for.
Description Description of the selected item.
Price Price of the selected item.
@ Update |

Save changes to existing contracts.

|L‘!|Ete| Delete the contract for the selected item.
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Item grid

Use this area to maintain contract options for each item.

Field Description
Description Description of the item under contract.
Item Unique code identifying the item.
Contract Unique number identifying the contract.
Pack Number of units to a pack.
Cost Price you charge for a single pack.
Free Good Number of free units of this item permitted by the contract.
Free Multiple The number of items that must be ordered to receive the free item.
Active Date Date this item contract is active.
Expiry Date Date this item contract expires.
Discount Discount offered on the item cost.

Purchase Allowed  Indicates whether this debtor is permitted to purchase this item.

Return Allowed Indicates whether this debtor is permitted to return this item.
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Field Description

Max Qty The maximum number of units of this item that can be ordered by
this debtor.
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Managing debtor contracts

Use the Debtor Contract report to view and open contracts you have with debtors for

individual items.

Opening the Debtor Contract report

To open the Debtor Contract report:

ﬂ» Customers

1. Press from the menu bar.

2. Press Debtors > Administration > Contract Report.

’_."_‘ Home ﬁ_F Sales ‘@ Customers ‘ B Products Ml vision [] Company

' ~ Maintenance
¥ Loyalty

£ Marketing

™ schedule

S CRM

&5 Layby

»
4
»
4
»

»

44 Hi

© Dpebtors

» _ Administration » J |2 Company Options

%! Vouchers

‘L Micro Loan

"_‘, Customer Orders
A_Lf Home Delivery

1 )| Restaurant

% Tipping

» | | Reports

The Debtor Contract report is displayed.

AMC Convergent IT Portal Documentation

» |8 site Options

~ | Documents
38 Interest Rates
.| Contracts
-, Contract Report
# New Debtor
i Find Debtors
‘} £ New Quote
. New Transactions
| Invoicing
e Payments
| Statements
<3 New Consignment
<z New RA
|
g8l Drivers
Q Image Manager
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Debtor Contract Report ol
Sate
Description llam Contract  Cost Price Pack 3ge  Max Oty | Active Expiry T
Muriber - 5
Banana 0 65,478 555 L =R 1 1 100 10-4ug  DS-Aug-
Iduffin 15 e Custamer
5000

Add 1o Favaurfies
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Debtor Contract report key fields

Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

Site /
Sites

Select the site or sites to report on.

Debtor /

Customer

Select to restrict the report to a particular debtor or

customer, or where the debtor has not been selected.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.

Field Description
Item/ Description of the item.
Description

Note: Click on the description
to access other options in a
popup menu.

Item Number /

The item code of the item.

Item

Contract Code identifying the contract.
Note: This code may be shared
across several items if being
used to refer to a business
contract.

Cost Price Price charged per pack for the
item.

Pack Size Number of units supplied in a
single pack.

Max Qty Maximum number of units that
may be ordered at once under this
contract.
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Field Description
Active Date this contract is active from,
Expiry Date this contract expires.
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and drivers

Managing invoices, quotes and drivers

You can create quotes for customers to give them an estimate of the cost of providing
specific goods or services. Quotes have an automatic time limit after which they are
considered no longer valid. Quotes can be directly converted into invoices for the same
goods or services, including a delivery fee and a specified driver for the delivery. Invoices
can also be created manually.

Note: If you have contracts enabled, an item's contract with a debtor may control the
price and discount you can provide in a quote. See Managing debtor contracts on page
151.

Note: Depending on your configuration settings, you may not be able to change prices
from the contract or the item's regular price when creating a quote or invoice. See
Configuring debtors for your company on page 20. Also see Configuring quotes for your
company on page 28.

Also see:

= Driver Maintenance screen on page 188.
= Quotes Maintenance screen on page 221.
= |nvoice Maintenance screen on page 268.
= Customer Invoice report on page 276.

= Customer Quote report on page 229.

= Debtor Contract report on page 175.

What you can do:

Drivers

= Creating a new driver on page 182.
= Editing a driver on page 184.
= Deleting a driver on page 186.

Quotes

= Creating a new quote on page 191.

= Editing a customer quote on page 194

= Adding items to quotes on page 197.

= Editing the quantity of an item in a quote on page 207.
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= Editing the price of an item in a quote on page 204.

= Editing the discount of an item in a quote on page 201.
= Removing an item from a quote on page 210.

= Printing a customer quote on page 213.

= Converting a customer quote to an invoice on page 217.
= Reprinting a customer quote on page 215

= Deleting a customer quote on page 219.

Invoices

= Creating a new invoice on page 234.

= Editing a customer invoice on page 237.

= Adding items to invoices on page 240.

= Editing the quantity of an item in an invoice on page 252.
= Editing the price of item in invoices on page 248.

= Editing the discount of an item in an invoice on page 244.
= Removing an item from an invoice on page 256.

= Printing an invoice on page 259.

= Finalising an invoice on page 261.

= Reprinting a finalised invoice on page 263.

= Deleting an invoice on page 266.
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Creating a new driver
Create a new driver to register them on the Portal.

To create a new driver:

Customers
1. Press L@

2. Press Debtors > Administration > Drivers.

’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Driver Maintenance screen is displayed.
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Driver Maintenance
Maintenance
D Code Name Licence Registration
1 01 Sam Smythe 8016758327456 HHG 865 =
2 0z Debbie Burnes 6285693762753 KHE 852
{"] New || ) Update | | == Delete
| [] New |
3. Press! ="

A new line is added to the driver grid.
4. Edit the driver's details as required.

See Driver Maintenance screen on page 188.
5. Press | Update |

The details are saved.
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Editing a driver
Edit a driver if you need to change their name, license or registration details.

To edit a driver:

Customers
1. Press L@

2. Press Debtors > Administration > Drivers.

’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Driver Maintenance screen is displayed.
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Driver Maintenance
Maintenance
D Code Name Licence Registration
1 01 Sam Smythe 8016758327456 HHG 865 =
2 0z Debbie Burnes 6285693762753 KHE 852

-

{"] New || ) Update | | == Delete

Select the driver you want to edit.
Edit the driver's details as required.

See Driver Maintenance screen on page 188.
5. Ppress | M Update |

The details are saved.
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Deleting a driver
Delete a driver to remove them from the Portal.

To delete a driver:

Customers
1. Press ﬂi

2. Press Debtors > Administration > Drivers.

’_'b Home @ sales | S Customers | B Products M vision ] Company 44 Hi
/" Maintenance  »
¥ Loyalty »
£ Marketing »
™| schedule »
S crRM ’
& Layby ’
“'2_, Debtors » _ Administration » ‘2 Company Options
# Vouchers » | | Reports » | site Options
‘i Micro Loan Yoo 1 | Documents
=% Customer Orders » 28 Interest Rates
/A Home Delivery » | Contracts
14 Restaurant 4 | Contract Report
b 4 Tlpplng : » & New Debtor

/4 Find Debtors
£ New Quote
. New Transactions
.| Invoicing
s Payments
| Statements
=3 New Consignment
= New RA
g2 Drivers

Q Image Manager

The Driver Maintenance screen is displayed.
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Driver Maintenance

Mainteriaroe

o Coda Nams

1 01 Sam Smiythe
Z 0z Dsbines Burmiss

3. Select the driver you want to delete.

4. Press |.Lemte.|.

The driver is deleted.

AMC Convergent IT Portal Documentation

Licenca
BD16T58327456
EIEEEAITEITSA

Managing invoices, quotes
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Ragistration
HHG 865
KHE B52

New | ) Update |== Dalgte
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Driver Maintenance screen

Use the Driver Maintenance screen to add, edit and delete drivers from your Portal.

Opening the Driver Maintenance screen

To open the Driver Maintenance screen:

Customers
1. Press L@i

2. Press Debtors > Administration > Drivers.

’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty »
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors

3 New Quote

<)

I, New Transactions

Lo

Invaoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Driver Maintenance screen is displayed.

188 AMC Convergent IT Portal Documentation



Managing invoices, quotes

and drivers
Driver Maintenance
Maintenance
D Code Name Licence Registration
1 01 Sam Smythe 8016758327456 HHG 865 =
2 0z Debbie Burnes 6285693762753 KHE 852

-

[F7new | [@ update | [ = Delete
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Driver Maintenance screen key fields and buttons

Field Description
ID Unique code assigned by the Portal to identify the driver.
Code Code identifying the driver.
Name Driver's name.
Licence Driver's license number.
Registration Registration number of the driver's car.

| New | Create a new driver.

See Creating a new driver on page 182.
|w| Save changes made to drivers.

See Editing a driver on page 184.
| = Delete |

Delete the selected drivers.

See Deleting a driver on page 186.
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Creating a new quote

Create a new quote to send a customer an estimate of the cost of providing your goods or
services.

To create a new customer quote:

Customers
1. Press #

2. Press Debtors > Administration > New Quote.

T Home E Sales jﬁm Customers | [ll] Products B2 vision mj Company 45 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
,ji Debtors » _~ Administration » [/ Company Options
= Vouchers ¥ ||| Reports » '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬂ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors

%' New Quote

)

. New Transactions

Lot

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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[ty A B CD|E/E G M1 JKLM[N|o[P O/R|S|T U|v|w|x|Y

Please choose a field to search on

Name: [

\
Debtor Number: | |
\
\
\

Customer Id: |
Email: |
Mobile: |

3. Search for the customer or debtor.

See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New Available Credit: -$1,243.46
Code: 5000 Quote Total: $128.50
Quote Number: 2 [~]
Details “ Address | Items

Date: 4/08/2015

Quote Status: Pending

Valid Te: 3/09/2015 7

Location:  Chadstone -
Price Level: Retail

[mprint | [ Convert | = Delete |

4. Select the date the quote expires in the Valid To drop-down field.
5. Select the site the quote applies to in the Location drop-down field.
6. Press the Address tab.

7. Type the customer's billing and shipping address.

8. Press the Items tab.
9. Add items to the quote.
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See Adding items to quotes on page 197.
10. Pregs | 4 Update |

The quote is created.
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Editing a customer quote

Edit a customer quote to change the valid-date, address or to add items.

Note: You cannot change the site of the quote.

To edit a customer quote:

Customers
1. Press #

2. Press Debtors > Administration > New Quote.

T Home E Sales jﬂm Customers | [ll] Products &2 vision _j Company 45 Hi
/" Maintenance G
* Laoyalty b
; Marketing »
ﬁ Schedule [
Ji crm ’
[E= Lavby »
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"gf Tipping » ﬁ New Debtor

4 Find Debtors
% New Quote

i. New Transactions

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

WECU A B [CIDIE [EIG [ HIIKILININ QP[RS ITUlVwiXYZ!

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the customer or debtor.
See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote
Customer: Customer,New Available Credit: -$1,243.46
Code: 5000

Quote Total: $128.50

Quote Number: 2 Quote Status: Pending

Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

= Print | Convert | == Delete |

Select the quote you want to edit in the Quote Number drop-down field.
Edit the fields required.

See Quotes Maintenance screen on page 221.

6. Press the Items tab.
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Customer Quote

Customer: Customer,New

Available Credit: -$1,243.46
Code: 5000

Quote Tetal: $128.50
Quote Number: |2 Quote Status: Pending
Details  Address @ [Items

Item Code: -
“Find Ttem | (4 Add |
Description: -
Unit Price:
Stock On Hand:
Description Item Quantity Price Discount Total
Banana Muffin 300 50 $2.57 £0.00

$128.50 «

| € Update | Delete Selected Items |

[mPrint | | Convert | == Delete |

7. Press |m|.

The changes are saved.
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Adding items to quotes

Add items to quotes to include a specific quantity of that item in the quote.

To add an item to a quote:

Customers
1. Press L@
2. Press Debtors > Administration > New Quote.
’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi

f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule k
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

Custom

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Please choose a field to search on

Search

3. Search for the customer or debtor.

See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote
Customer: Customer,New
Code: 5000

Quote Number: |2

Details | Address | Items

Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

Available Credit: -$1,243.46
Quote Total: $128.50

Quote Status: Pending

= Print | Convert | == Delete |

4. Select the quote you want in the Quote Number drop-down field.

5. Press the Items tab.

The items tab is displayed.
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Customer Quote

Customer: Customer,New
Code: 5000

Quote Number: |2

Details = Address | Items

Itemn Code: v
Find Ttem ‘ |m
Description:
Unit Price:
Stock On Hand:
Description Item Quantity
Banana Muffin 300

50

Available Credit: -$1,243.46
Quote Total: $128.50
Quote Status: Pending

Discount [Total

$2.57 $0.00 $128.50 =

| €2 Update | Delete Selected Items |

{mPrint | | Convert | == Delete |
6. Search for the item to add in the Item Code field.
See Finding an item with a search field.
' Add
7. Press| T Add |
The item is added to the item grid.
Customer Quote
Customer: Customer,New Available Credit: -$1,379.95
Code: 5000 Quote Total: $136.49
Quote Number: |2 - Quote Status: Pending
Details | Address | Items
Item Code: L
| Find Ttem ||+ Add |
Description:
Unit Price: $0.00
Stock On Hand:
| Description Item Quantity Price Discount Total
Banana Muffin 300 50 $2.57 £0.00 $128.50 ~
| sausage - 165 1 $7.99 $0.00 $7.99 |
[ Update | | Delete Selected Ttems |
|.L!] Print | Convert | == Delete |

8. Press the Quantity field for the item.
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Customer Quote
Customer: Customer,New Available Credit: -$1,379.95
Code: 5000

Quote Number: |2

Details | Address | Items

Item Code: -
[ Find Ttem | [ Add |
Description: -
Unit Price: $0.00
Stock On Hand:
Description Item Quantity Price
Banana Muffin 300 50
Sausage - 165

Quote Total: $136.49
Quote Status: Pending

Discount
$2.57
$7.99

Total

$0.00 $128.50 =
$0.00 $7.99

| @2 Update || Delete Selected Items |

[ Print | Convert | == Delete |

9. Type the number of units of the item you want to include.

10. Press |M|

The item has been added.
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Editing the discount of an item in a quote
Edit an item's discount to change the discount offered for each unit of that item in the quote.

To edit the discount of an item in a quote:

Customers
1. Press L@

2. Press Debtors > Administration > New Quote.

’j__‘ Home ﬁ Sales 5&1 Customers | [l Products &l vigion _j Company 4+ Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

Custom

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

|B [CDIEIFIG HIL2IKILIMINQPIO[RIS TV

x|y |z

Please choose a field to search on

Search

3. Search for the customer or debtor.

See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New

Code: 5000

Quote Number: |2

Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

Available Credit: -$1,243.46
Quote Total: $128.50

Quote Status: Pending

= Print | Convert | == Delete |

4. Select the quote you want in the Quote Number drop-down field.

5. Press the Items tab.

6. Select the Item you want to edit the discount of in the item grid.
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Customer Quote
Customer: Customer,New Available Credit: -$1,379.95
Code: 5000 Quote Total: $136.49
Quote Number: 2 [~] Quote Status: Pending
Details | Address | Items |
Item Code: \ [~]
Description:
Unit Price: $0.00
Stock On Hand:
Description Item Quantity Price | Discount Total [
Banana Muffin 300 50 $2.57 $0.00 $128.50 ~
Sausage - 165 1 $7.99 $0.00 s7.99l
@ Update | | Delete Selected Ttems |
[gm‘nt] [Convutl—Dddae]
7. Press the Discount field for the item.
Customer Quote
Customer: Customer,New Available Credit: -$1,379.95
Code: 5000 Quote Total: $136.49
Quote Number: 2 [~] Quote Status: Pending
Details | Address | Items |
Item Code: \ [~]
Description:
Unit Price: $0.00
Stock On Hand:
Description Item Quantity Price | Discount | Total [
Banana Muffin 300 50 $2.57 $0.00 $128.50 ~
Sausage - 165 1

$7.99 $0.00 $7.99

@ Update | | Delete Selected Ttems |

[Q.lh"int] [Conwtl—Dddae]

8. Type the dollar amount of discount you want to offer per unit for the item. For
example, to offer a $2 per item discount, type 2.

9. Press .

The item has been edited.
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Editing the price of an item in a quote

Edit an item's price to change the per-unit price you're offering for that item.

Note: You can only edit prices if the Enable Price Edit configuration is set to True in

the Quotes area of Company Options. See Configuring quotes for your company on page
28.

To edit the price of an item in a quote:

Customers
1. Press # .

2. Press Debtors > Administration > New Quote.

T Home E Sales d'ﬁm Customers | [ll] Products &2 vision uj Company 45 Hi
/" Maintenance G
* Laoyalty »
; Marketing »
m Schedule [
Ji crm ’
E Layby ’
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"E’ Tipping 3 -h MNew Debtor

4 Find Debtors

) New Quote

. New Transactions
Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

LTE. A B C/DIEEGHIIKLMHNOROQRISTUVYWXYZ
Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the customer or debtor.
See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New

Available Credit: -$1,243.46
Code: 5000

Quote Total: $128.50

Quote Number: 2 Quote Status: Pending

Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

= Print | Convert | == Delete |

4. Select the quote you want in the Quote Number drop-down field.
5. Press the Items tab.

6. Select the Item you want to edit the price of in the item grid.
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Customer Quote

Customer: Customer,New

Code: 5000

Quote Number: |2

Details | Address | Items

Available Credit: -$1,379.95
Quote Total: $136.49

Quote Status: Pending

Item Code: -
[Find tem | (4~ Add |
Description: .
Unit Price: $0.00
Stock On Hand:
Description [1tem |Price Discount [ Total
Banana Muffin 300 50 $2.57 £0.00 $128.50 ~
Sausage - 165 1 $7.99 $0.00 $7.99 |

@ Update | | Delete Selected Ttems |

[ Print | Convert | = Delete |
7. Press the Price field for the item.
Customer Quote
Customer: Customer,New Available Credit: -$1,379.95
Code: 5000 Quote Total: $136.49
Quote Number: |2 v Quote Status: Pending
Details | Address | Items
Item Code: -
[ Find Ttem | |4+ Add |
Description:
Unit Price: $0.00
Stock On Hand:
Description Item Quantity Price Discount Total |
Banana Muffin 300 50 $2.57 $0.00
Sausage - 165

$128.50 =
1 $7.99 $0.00 $7.99

[ Update | [ Delete Selected Ttems |

[g Print | Convert | = Delete ]

8. Type the new price of the item.
9. Press| [ Update |

The item has been edited.

206

AMC Convergent IT Portal Documentation




Managing invoices, quotes

and drivers

Editing the quantity of an item in a quote

Edit an item's quantity to change the number of units of that item in the quote.

To edit the quantity of an item in a quote:

Customers
1. Press L@
2. Press Debtors > Administration > New Quote.
’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi

f Maintenance 4
W Loyalty »
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

Custom

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

|B [CDIEIFIG HIL2IKILIMINQPIO[RIS TV

x|y |z

Please choose a field to search on

Search

3. Search for the customer or debtor.

See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote
Customer: Customer,New
Code: 5000

Quote Number: |2

Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

Available Credit: -$1,243.46
Quote Total: $128.50

Quote Status: Pending

= Print | Convert | == Delete |

4. Select the quote you want in the Quote Number drop-down field.

5. Press the Items tab.

6. Select the Item you want to edit the quantity of in the item grid.
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Customer Quote

Customer: Customer,New Available Credit: -$1,379.95

Code: 5000 Quote Total: $136.49

Quote Number: |2 v Quote Status: Pending

Details | Address | Items

Item Code: \

[ Find Ttem | |4+ Add |

Description:

Unit Price: $0.00

Stock On Hand:

| Description Item Quantity Price Discount Total |
Banana Muffin 300 50 $2.57 £0.00 $128.50 ~
| sausage - 165 1 $7.99 $0.00 $7.99 |
| @2 Update || Delete Selected Items |
[ Print | Convert | == Delete |
7. Press the Quantity field for the item.
Customer Quote
Customer: Customer,New Available Credit: -$1,379.95
Code: 5000 Quote Total: $136.49
Quote Number: |2 v Quote Status: Pending
Details | Address | Items
Item Code: \
[ Find Ttem | |4+ Add |
Description:
Unit Price: $0.00
Stock On Hand:
Description Item Quantity Price Discount Total |
Banana Muffin 300 50 $2.57 £0.00 $128.50 ~
Sausage - 165 $7.99 $0.00 $7.99
| @2 Update || Delete Selected Items |
[ Print | Convert | == Delete |

8. Type the number of units of the item you want to include.
9. Press| il Update |

The item has been edited.

AMC Convergent IT Portal Documentation

209



Managing invoices, quotes
and drivers

Removing an item from a quote
Remove an item from a quote if you do not want to include it in the quote.

To remove an item from a quote:

Customers
1. Press L@

2. Press Debtors > Administration > New Quote.

’j__‘ Home ﬂ Sales jﬂa Customers | [l Products &l vigion _j Company #H Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

LTE. A B C/DIEEGHIIKLMHNOROQRISTUVYWXYZ
Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the customer or debtor.
See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New

Available Credit: -$1,243.46
Code: 5000

Quote Total: $128.50

Quote Number: 2 Quote Status: Pending

Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

= Print | Convert | == Delete |

4. Select the quote you want in the Quote Number drop-down field.
5. Press the Items tab.

6. Select the Item you want to delete in the item grid.
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Customer Quote
Customer: Customer,New Available Credit: -$1,379.95
Code: 5000

Quote Number: |2

Details | Address | Items

Quote Total: $136.49

Quote Status: Pending

Item Code: \
[Find tem | (4~ Add |
Description: . .
Unit Price: $0.00
Stock On Hand:
Description Item Price Discount :Total |
Banana Muffin 300 50 §2.57 $0.00 $128.50 ~
Sausage - 165 1 $7.99 $0.00 $7.99 |

@ Update | | Delete Selected Ttems |

[ print |

[ Convert | = Delete ]

; Press[ Delete Selected Items]

The item has been removed.

AMC Convergent IT Portal Documentation




Managing invoices, quotes

and drivers

Printing a customer quote

Print a customer quote to make a hard copy for the customer or your own records.

To print a customer quote:

Customers
1. Press L@
2. Press Debtors > Administration > New Quote.
’j__‘ Home ﬁ Sales 5&1 Customers | [l Products &l vigion _j Company 4+ Hi

f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule k
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

(XA B CDIEEGHIJKLMNOPORISTUVYWXYZ

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the customer or debtor.

See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New

Available Credit: -$1,243.46
Code: 5000

Quote Total: $128.50
Quote Number: 2 Quote Status: Pending
Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015

Location: Chadstone

Price Level: Retail

= Print | Convert | == Delete |

4. Select the quote you want to print in the Quote Number drop-down field.
5. Press |ﬂ|

The quote is printed.
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Reprinting a customer quote
Reprint a quote if you want a copy of a quote after it has been converted.
To reprint a quote:
ﬂ» Customers
1. Press from the menu bar.
2. Press Debtors > Report > Quotes.
‘_1“‘ Home MSE“E‘S | ﬁCustomars | W Products & yision L__,'i Company 44 Histor
4 Maintznance »
W Lovalty »
: Marketing L
™ schedule ’
5o crm »
& Layby b
|ﬂ"'£. Debtors l‘J'f Administration »
#! Vouchers L4 II—- Reports k3. Name [ Address
& Micro Loan ’ % Quotes

"__f Customer Orders b
4N Home Delivery »
I Restaurant »

EE’ Tipping 3

The Customer Quotes report is displayed.
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EfE Balances
:-E- Specific Period Balance
7 Statements
& Transachons
+ All Transactions
ﬁ Sales Statistics
I, Invoice Reprint
W Fayment Reprint
k&) Email Reports
|l Consignment Reports
) RA Reports
B8 Serial Number

E& Transacbon Extraction

|| POI Report
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Customer Quote Report - All Customer Quote o

Customer  Account | Site Quota

Humbar
Customer.l E000 Chadsione 2
Total

Status Ducte

Corverted  Od-fug
2015

3. Press the Customer field of the quote you want to reprint.

Customer Quote Report - All Customer Quote o

Customer  Account | Site

Cughs Stahus Quote
Humbar Date
EDDD Chadsions 2 Corwerted Od-fug
A6

Total

A popup menu is displayed.
4. Press Reprint Quote.

The quote is reprinted.
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site
e,
E:’:" : Chadstane
[3Sep-  $136.49
2015 By
ey Mot
Bate
1810B2015
Tipe
)
Add to Favouries
Site
e,
E:’:" : Chadstane
[3Sep-  $136.49
2015 By
13645 Mot
Bate
1810B2015
Tipe
)

Add to Favouriies
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Converting a customer quote to an invoice

Convert a customer quote to an invoice if the customer wants to complete the purchase and
you need to invoice them for the exact items supplied.

To covert a customer quote:

Customers
1. Press #

2. Press Debtors > Administration > New Quote.

T Home E Sales jﬁm Customers | [ll] Products B2 vision mj Company 45 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
,ji Debtors » _~ Administration » [/ Company Options
= Vouchers ¥ ||| Reports » '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬂ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors

%' New Quote

)

. New Transactions

Lot

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

WECU A B [CIDIE [EIG [ HIIKILININ QP[RS ITUlVwiXYZ!

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the customer or debtor.

See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New Available Credit: -$1,243.46
Code: 5000 Quote Total: $128.50
Quote Number: |2 Quote Status: Pending

Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

= Print Convert | == Delete |

4. Select the quote you want to convert in the Quote Number drop-down field.

5. Press| Convert |

The quote is converted to an invoice and displayed in the Debtor Invoice screen.

See Invoice Maintenance screen on page 268.
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Deleting a customer quote

Delete a customer quote if you want to remove it from the Portal.

To delete a customer quote:

Customers
1. Press L@
2. Press Debtors > Administration > New Quote.
’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi

f Maintenance L4
W Loyalty »
EJ Marketing r
ﬁ Schedule »
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
%' New Quote
|5, New Transactions
|7 Invoicing
= Payments
|=] Statements
=5 New Consignment
= New RA
g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

(XA B CDIEEGHIJKLMNOPORISTUVYWXYZ

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the customer or debtor.
See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New

Available Credit: -$1,243.46
Code: 5000

Quote Total: $128.50

Quote Number: 2 Quote Status: Pending

Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

= Print | Convert | == Delete |

4. Select the quote you want to delete in the Quote Number drop-down field.

5. Press |.i|EtE.|.

The quote is deleted.

220 AMC Convergent IT Portal Documentation




Quotes Maintenance screen

Managing invoices, quotes
and drivers

Use the Quotes Maintenance screen to create a quote for a customer, recording their billing

and shipping address, and the items and quantities.

Opening the Customer Quote screen

To open the Customer Quote screen:

Customers
1. Press # .

2. Press Debtors > Administration > New Quote.

T Home E Sales jﬁm Customers | [ll] Products B2 vision mj Company 45 Hi
/' Maintenance C
* Laoyalty b
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
,ji Debtors » _~ Administration » [/ Company Options
= Vouchers ¥ ||| Reports » '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬂ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

The Find Debtor screen is displayed.
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/4 Find Debtors

%' New Quote

)

L. New Transactions

Loasina

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager
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Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWX]YZ]

Please choose a field to search on

3. Search for the customer or debtor.
See Finding a debtor on page 103.

The Customer Quote screen is displayed.

Customer Quote

Customer: Customer,New

Code: 5000
Quote Number: |2
Details | Address | Items
Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

Available Credit: -$1,243.46
Quote Total: $128.50
Quote Status: Pending

| i Print |

| Convert | == Delete
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Customer Quote screen key fields and buttons

Common fields

Field

Description

Customer

Name of the customer the quote is for.

Code

Code identifying the customer.

Quote Number

Unique number identifying the quote.

Select an open quote to view or edit, or select New Quote to
create a new quote.

Available Credit

Amount of credit the customer currently has with your
company.

Quote Total Total price of the quote.

Quote Status Status of the quote, either pending or converted.
|m| Press to print this quote.

|M| Press to convert this quote into an invoice.
|LE|EJEE| Press to delete this quote.

Details tab

Use this area to maintain the date the quote is valid to, and the site the quote is related to.

AMC Convergent IT Portal Documentation 223



Managing invoices, quotes
and drivers

Customer Quote

Customer;

Customer,MNew
Code: 5000
Quote Number: |2

Details | Address | Items

Date: 4/08/2015
Valid To: 3/09/2015
Location: Chadstone

Price Level: Retail

Available Credit: -£1,243.46
Quote Total: $128.50

Quote Status: Pending

[ i Print |

| Convert | == Delete |

Field

Description

Date

The date this quote was created.

Valid To

The date this quote is valid to.

Location

Site the quote relates to.

Price Level

Price level this customer is eligible for.

Note: The price change cannot be edited within the

quote.
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Address tab
Use this tab to define the billing and shipping address of the customer.

Customer Quote

Customer: Customer,New Available Credit: -£1,243.46

Code: 5000 Quote Total: $128.50

Quote Number: |2 Quote Status: Pending

Details | Address | Items

Shipping Address Billing Address

Address: 8 Holloway Drive Address: 8 Holloway Drive

Fieldstone Fieldstone

Post Code: 43,( Post Code: 4,31

Loyalty :

Phone: 89652487

Mobile: 0429886548

Fax:

Email: Jenny@acmewyler.

Comment:

| . Print | | Convert | == Delete |

Field

Description

Shipping Address

Address the customer has nominated to receive the goods or
services.

Post code Post code for the shipping address.

Loyalty # Loyalty number of the customer, if applicable.
Phone Phone number of the customer.

Mobile Mobile number of the customer.
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Field Description
Fax Fax number of the customer.
Email Email address of the customer.
Comment Add a comment regarding the quote.
Billing Address Address the customer has nominated to receive invoices and
statements.
Post code Post code for the billing address.
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Items tab
Use this tab to add items to the quote.
Customer Quote
Customer: Customer,New Available Credit: -$1,243.46
Code: 5000 Quote Total: $128.50
Quote Number: |2 Quote Status: Pending
Details | Address | Items
Item Code:
[ Find tem | | 4 Add |
Description:
Unit Price:
Stock On Hand:
Description [tem Quantity Price Discount Total
Banana Muffin 300 50 $2.57 $0.00 $128.50
| €4 Update || Delete Selected Items |
|mprint | | Convert | == Delete |
Field Description
Item Code Search for items to add to the quote.
See Finding an item with a search field.
Description Description of the selected item.
Unit Price

Unit price of the selected item.

Stock On Hand Number of units in stock at the selected site.

|_M.| Press to save any changes to the item grid.
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Description

| Delete Selected Items |

Press to remove the selected items from the quote.

Item grid

Use the grid to modify the quantity of items offered in the quote.

Description

Description Description of the item.
Item Unique code identifying the item.
Quantity Number of units included in the quote.
Price Price the items are offered for in the quote.
Discount _Flat-rate discount offered to the customer on each unit of the
item.
Total Total cost for this quantity of the item.
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Customer Quote report
Use the Customer Quote report to view and reprint customer quotes.
Opening the Customer Quote report
To open the Customer Quote report:
Cust
1. Press 4 customers from the menu bar.
2. Press Debtors > Reports > Quotes.
‘_1“‘ Home MSE“E‘S | ﬁCustomars | W Products & yision L__,'i Company 44 Histor
4 Maintznance J
W Lovalty »
: Marketing L
™ schedule ’
5o crm b
& Layby b
|{i Debtors l‘J'f Administration »
! Vouchers |~ Reports P |3 Name / Address
& Micro Loan ’ % Quotes

"__f Customer Orders #
4N Home Delivery »
I Restaurant »
EE’Tipping 3

The Customer Quote report is displayed.
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EfE Balances
:-E- Specific Period Balance
7 Statements
| Transachons
+ All Transactions
ﬁ Sales Statistics
I, Invoice Reprint
W Fayment Reprint
k&) Email Reports
|l Consignment Reports
) RA Reports
B8 Serial Number
E& Transacbon Extraction

|| POI Report
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Customer Quote Report - All Customer Quote »

Customer  Account | Site Cughs Stahus Quote
Humbar Date
Customer.l E000 Chadstons 2 Corwverted Od-fug-
A6
Total

Site
E Chadstane
Date
13-Sep- §136.49
2015 By
£136.49 RGN
Date
100RR015
Tipe

Al

Add to Favourfies
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Customer Quote report key fields

Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.

Sites

By Select to display the report for a specific day, week or
month.
Select the date or date period to report on.

Date / P P

Date From and Date To /
As of /
Start Date and End Date

Type

Select the type of quote to report on:

Pending  Display quotes that have not yet been
converted into invoices.

Finalised Display quotes that have been
converted into invoices.

All Display all quotes.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field
selections.

Field Description
] The name of the relevant site.
Site /
Description
Name / Name of the debtor or customer.
Customer /

Customer Name /

Debtor

Debtor Code/ Unique code identifying the
debtor.

Customer Code /

Number /

Account

Date period Display the total cost of this item
purchased from this supplier
during this period.

Quote Number Unique code identifying the quote.
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Field

Description

Status

Status of the quote:

Pending Quote has not
been converted
into an invoice.

Converted Quote has been
converted into an
invoice.

Quote Date

Date the quote was created.

Expiry Date

Date the quote is no longer valid.

Amount

Total amount of all items included
in the quote.
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Creating a new invoice
Create a new invoice to request payment from a customer for your goods or services.

To create a new invoice:

Customers
1. Press L@

2. Press Debtors > Administration > Invoicing.

’j__‘ Home ﬁ Sales 5&1 Customers | [l Products &l vigion _j Company 4+ Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor
custom Y PSS S NS E S E Y N S Y S B T E S A
Please choose a field to search on
Name:
Debtor Number:
Customer Id:
Email:
Mobile:
Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Invoice screen is displayed.
Debtor Invoice ( Debtor Contracts Enabled)
Customer: Applesseds Available Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Detaild | Address | Items
Site Chadsteone
Date: 19/08/2015
Due: 19/08/2015
Delivery: 19/08/2015
Driver: Debbie Burnes
Purchase Order:
Customer Order: |None
Freight (Inc): 0
Price Level: 5
Comment:
s, Print « Finalise | == Delete

Note: The Portal opens any existing pending invoice for this customer. Select
New Invoice in the Invoice Number drop-down field to create a new invoice.

4. Select the site the invoice applies to in the Location drop-down field.

Note: You cannot change the location of a invoice later.

Select the date the invoice is due in the Due drop-down field.
Select the date to deliver the goods or services in the Delivery drop-down field.
7. Select the driver to deliver the goods or services in the Driver drop-down field.
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10.

11.
12.

13.
14.

15.

236

Note: You must have created drivers for this field to be populated. See Driver
Maintenance screen on page 188.

If the customer has provided a purchase order number with their request, type it into
the Purchase Order field.

If this invoice relates to an existing customer order, select the customer order from
the Customer Order drop-down field.

Note: This field is only populated if there are open customer orders for this
customer.

Type the cost of the freight that you want to be added to the invoice in the Freight
field.

Press the Address tab.
Type the customer's billing and shipping address.

Note: If you have recorded the customer's addresses previously, the Portal will
automatically fill these fields for you. See Debtor Maintenance screen on page
122.

Press the Items tab.
Add items to the invoice.

See Adding items to invoices on page 240.

[
Press ¥ Update .

The invoice is created.
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Editing a customer invoice
Edit a customer invoice to change the valid-date, address or add items.
Note: You cannot change the site of the invoice.
To edit a customer invoice:
Customers
1. Press #
2. Press Debtors > Administration > Invoicing.
T Home E Sales jﬂm Customers | [ll] Products &2 vision _j Company 45 Hi
/" Maintenance G
* Laoyalty b
; Marketing »
ﬁ Schedule [
Ji crm ’
E Layby ’
O pebtors » |/~ Administration } || ° Company Options
%! Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"gf Tipping + ﬁ New Debtor

4 Find Debtors
% New Quote

i. New Transactions

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

(XA B CDIEEGHIJKLMNOPORISTUVYWXYZ

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Invoice screen is displayed.

Debtor Invoice ( Debtor Contracts Enabled)

Customer: Appleseeds

Code: 5000

Avzilable Credit: $9,834.58
Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending

Details | Address | Items

Site Chadstone
Date: 19/08/2015
Due: 19/08/2015
Delivery: 19/08/2015
Driver: Debbie Burnes

Purchase Order:

Customer Order: |None

Freight (Inc): 0
Price Level: 5
Comment:

- Print |  Finalise | == Delete |

4. Select the invoice you want to edit in the Invoice Number drop-down field.
Edit the fields required.

See Invoice Maintenance screen on page 268.

6. Press the Items tab.
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Debtor Invoice ( Debtor Contracts Enabled)

Customer: Appleseeds

Code: 5000

Invoice Number: |2

Details | Address | Items

Item Code:

[Find Ttem | [ Add |
Description:
unit Price:

Stock On Hand:

Available Credit: $9,834.58
Invoice Total: $0.00

Invoice Status: Pending

Description Item Quantity Price Discount Total
Banana Muffin 300 20 $0.00 $0.00 $0.00 ~
[ @ Update || Delete Selected Items |
[mPrint | | Finalise | == Delete |
| Update |
7. Press Qp—_

The changes are saved.
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Adding items to invoices
Add items to invoices to include a specific quantity of that item in the invoice.

To add an item to an invoice:

Customers
1. Press L@

2. Press Debtors > Administration > Invoicing.

’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor
(=Y ABCIDIEFIGHINKLIMINIQPIORISITU[VIWIX]YZ]
Please choose a field to search on
Name: ‘
Debtor Number: |
Customer Id: ‘
Email: |
Mobile: |
Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Invoice screen is displayed.
Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds Avazilable Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Details | Address | Items
Site Chadstene v
Date: 19/08/2015 >
Due: 19/08/2015 -
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:
Customer Order: |None >
Freight (Inc): 0
Price Level: 5
Comment:
[ Print | | Finalise | == Delete |

4. Select the invoice you want in the Invoice Number drop-down field.
5. Press the Items tab.

The Items tab is displayed.
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Debtor Invoice (Debtor Contracts Enabled)
Customer:

Code:

Appleseeds
5000

Invoice Number: |2

Details | Address | Items

Item Code:

[ Find Item || 4+ Add |
Description:
Unit Price:

Stock On Hand:

Available Credit: $9,834.58

Inveoice Teotal: $0.00

Invoice Status: Pending

Description Item
Banana Muffin 300

Quantity

Price

20

Discount
$0.00

Total

$0.00 $0.00 -

| @ Update | [ Delete Selected Items |

[miPrint| [ Finalise | = Delete |
Search for the item to add in the Item Code field.
See Finding an item with a search field.
o add

Press |+,—|
The item is added to the item grid.

Debtor Invoice (Debtor Contracts Enabled)

Customer: Appleseeds Available Credit: $9,834.58

Code: 5000 Invoice Total: $0.00

Invoice Number: |2 v Invoice Status: Pending

Details | Address | Items

Item Code: -

|' Find Item ||+ Add |

Description:

unit Price:

Stock On Hand:

| Description Item Quantity Price Discount Total

Banana Muffin 300 20 $0.00 $0.00 $0.00 ~
[ Pork Steaks 369 1 $0.00 $0.00 $0.00

[ @ Update || Delete Selectad Items |

(miprint| [ Finalise | = Delete |

8. Press the Quantity field for the item.
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Debtor Invoice (Debtor Contracts Enabled)
Customer: Appleseeds Available Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: [2] [=] Invoice Status: Pending
Details | Address | Items
Item Code: -

[ Find Ttem | [+ Add |
Description: o
Unit Price:
Stock On Hand:
Description Item Quantity Discount Total
Banana Muffin 300 $0.00 $0.00 $0.00 =
Pork Steaks 369 $0.00 $0.00 $0.00

|Q Update || Delete Selected Items |

[ Print | | Finalise | == Delete |

9. Type the number of units of the item you want to include.

10. Press |M|

The item has been added to the invoice.
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Editing the discount of an item in an invoice

Edit an item's discount to change discount offered for each unit of that item.

To edit the discount of an item in an invoice:

Customers
1. Press L@

2. Press Debtors > Administration > Invoicing.

’j__‘ Home

ﬂ Sales

jﬂa Customers

I Products

el

=2 Wision

f Maintenance
W Loyalty

EJ Marketing

ﬁ Schedule

J& crm

[E Layby

3

4

_j Company

.IE Debtors

~ Administration »

= Wouchers

“La Micro Loan

:f Custorner Orders
“E Home Delivery
1Y Restaurant

“ Tipping

| ] Reports »

The Find Debtor screen is displayed.

244

...2 Company Options

"% site Options
|| Documents
% Interest Rates
| Contracts

|| Contract Report
=h New Debtor

/g Find Debtors

3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager
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Find Debtor
(=Y ABCIDIEFIGHINKLIMINIQPIORISITU[VIWIX]YZ]
Please choose a field to search on
Name: ‘
Debtor Number: |
Customer Id: ‘
Email: |
Mobile: |
Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Invoice screen is displayed.
Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds Avazilable Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Details | Address | Items
Site Chadstene v
Date: 19/08/2015 >
Due: 19/08/2015 -
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:
Customer Order: |None >
Freight (Inc): 0
Price Level: 5
Comment:
[ Print | | Finalise | == Delete |

4. Select the invoice you want in the Invoice Number drop-down field.
5. Press the Items tab.

The items tab is displayed.
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Debtor Invoice (Debtor Contracts Enabled)
Customer: Appleseeds
Code: 5000

Invoice Number: |2

Details | Address | Items

Item Code: -
“Find Ttem | (4 Add |

Description:

Unit Price:

Stock On Hand:

Available Credit: $9,834.58

Invoice Total: $0.00

Invoice Status: Pending

Description Item Quantity

Banana Muffin 300 20

Price

Discount
$0.00

Total

$0.00 $0.00 -

[ @ Undate || Delete Selected Ttems |

[ print ] [« Finalise l = Delete |

6. Select the item you want to edit the discount of in the item grid.

Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds
Code: 5000
Invoice Number; |2

Details | Address | Items

Item Code:

[Find Ttem |4+ Add |
Description: . -
unit Price:

Stock On Hand:

Available Credit: $9,834.58

Invoice Total: $0.00

Invoice Status: Pending

Description Item Quantity Price Discount Total |
Banana Muffin 300 20 £0.00 $0.00 $0.00 ~
Pork Steaks 369 1 £0.00 $0.00 so‘oc-]

[ Update || Delete Selected Ttems |

[ Print |

|+ Finalise | = Delete |

7. Press the Discount field for the item.
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Debtor Invoice (Debtor Contracts Enabled)

Customer: Appleseeds Available Credit: $9,834.58

Code: 5000 Invoice Total: $0.00
Invoice Number: 2| Invoice Status: Pending

Details | Address | Items

Item Code: \

Description:

Unit Price:

Stock On Hand:

Description Item Price ]Disoount [Tota! |
Banana Muffin 300 20 $0.00 $£0.00 $0.00 ~
Pork Steaks 369 1 $0.00 $0.00

@ Update | | Delete Selected Ttems |

et

[+ Finalise | = Delete |

8. Type the dollar amount discount you want to offer per unit for this item. For example,

to offer a $2 per item discount, type 2.

9. Press| 't Update |

The item has been edited.
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Editing the price of item in invoices

Edit an item's price to change the per-unit price of an item in the invoice.

Note: You can only edit prices if the Enable Price Edit configuration is set to True in
the Debtors area of Company Options. See Configuring debtors for your company on
page 20.

To edit the price of an item in an invoice:

Customers
1. Press # .

2. Press Debtors > Administration > Invoicing.

T Home E Sales d'ﬁm Customers | [ll] Products &2 vision uj Company 45 Hi
/" Maintenance G
* Laoyalty »
; Marketing »
m Schedule [
Ji crm ’
E Layby ’
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"E’ Tipping 3 -h MNew Debtor

4 Find Debtors

) New Quote

. New Transactions
Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor
(=Y ABCIDIEFIGHINKLIMINIQPIORISITU[VIWIX]YZ]
Please choose a field to search on
Name: ‘
Debtor Number: |
Customer Id: ‘
Email: |
Mobile: |
Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Invoice screen is displayed.
Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds Avazilable Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Details | Address | Items
Site Chadstene v
Date: 19/08/2015 >
Due: 19/08/2015 -
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:
Customer Order: |None >
Freight (Inc): 0
Price Level: 5
Comment:
[ Print | | Finalise | == Delete |

4. Select the invoice you want in the Invoice Number drop-down field.
5. Press the Items tab.

The items tab is displayed.
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Customer:
Code:

Item Code:

Description:

Unit Price:

Debtor Invoice (Debtor Contracts Enabled)

Appleseeds
5000

Invoice Number: |2

Details | Address | Items

Find Ttem || 4 Add |

Stock On Hand:

Available Credit: $9,834.58
Invoice Total: $0.00

Invoice Status: Pending

Description
Banana Muffin

Item
300

Quantity

Price Discount Total
20 $0.00 $0.00 $0.00 ~

[ @ Undate || Delete Selected Ttems |

[ Print | | Finalise | = Delete |

6. Select the item you want to edit the price of in the item grid.

Customer:
Code:

Invoice Number:

Item Code:

Description:

unit Price:

Stock On Hand:

Details | Address

Debtor Invoice ( Debtor Contracts Enabled)

Appleseeds
5000
2

Items

[ Find Ttem |4 Add |

Available Credit: $9,834.58

Invoice Total: $0.00

Invoice Status: Pending

Description Item Quantity Price Discount Total |
Banana Muffin 300 20 £0.00 $0.00 $0.00 ~
Pork Steaks 369 1 £0.00 $0.00 so‘oo]

[ Update || Delete Selected Ttems |

[ Print | | Finalise | = Delete |

7. Press the Price field for the item.
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Debtor Invoice (Debtor Contracts Enabled)

Customer: Appleseeds
Code: 5000
Invoice Number: [2] [=]

Details | Address | Items

Item Code:

[Find Ttem | (4 Add |
Description: -
Unit Price:
Stock On Hand:

Description Item Quantity
Banana Muffin 300
Pork Steaks 369

Available Credit: $9,834.58
Invoice Total: $0.00

Inveice Status: Pending

Price Discount Total
20 $0.00 $0.00 $0.00 =

| @2 Update || Delete Selected Items |

(miPrint | [ Finalise | = Delete |

8. Type the new price of the item.
9. Press|  Update |

The item has been edited.
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Editing the quantity of an item in an invoice

Edit an item's quantity to change the number of units of that item in the invoice.

To edit the quantity of an item in an invoice:

Customers
1. Press L@

2. Press Debtors > Administration > Invoicing.

’j__‘ Home

ﬂ Sales

jﬂa Customers

I Products

el

=2 Wision

f Maintenance
W Loyalty

EJ Marketing

ﬁ Schedule

J& crm

[E Layby

3

4

_j Company

.IE Debtors

~ Administration »

= Wouchers

“La Micro Loan

:f Custorner Orders
“E Home Delivery
1Y Restaurant

“ Tipping

| ] Reports »

The Find Debtor screen is displayed.
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...2 Company Options

"% site Options
|| Documents
% Interest Rates
| Contracts

|| Contract Report
=h New Debtor

/g Find Debtors

3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager
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Find Debtor
(=Y ABCIDIEFIGHINKLIMINIQPIORISITU[VIWIX]YZ]
Please choose a field to search on
Name: ‘
Debtor Number: |
Customer Id: ‘
Email: |
Mobile: |
Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Invoice screen is displayed.
Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds Avazilable Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Details | Address | Items
Site Chadstene
Date: 19/08/2015 >
Due: 19/08/2015
Delivery: 19/08/2015 -
Driver: Debbie Burnes
Purchase Order:
Customer Order: |None
Freight (Inc): 0
Price Level: 5
Comment:
[mPrint | |« Finalise | == Delete |

4. Select the invoice you want in the Invoice Number drop-down field.
5. Press the Items tab.

The Items tab is displayed.
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Debtor Invoice (Debtor Contracts Enabled)
Customer: Appleseeds
Code: 5000

Invoice Number: |2

Details | Address | Items

Item Code: -
“Find Ttem | (4 Add |

Description:

Unit Price:

Stock On Hand:

Available Credit: $9,834.58

Invoice Total: $0.00

Invoice Status: Pending

Description Item Quantity
Banana Muffin 300

Price
20

Discount
$0.00

Total

$0.00 $0.00 -

[ @ Undate || Delete Selected Ttems |

[ print ] [« Finalise l = Delete |

6. Select the item you want to edit the quantity of in the item grid.

Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds
Code: 5000
Invoice Number; |2

Details | Address | Items

Item Code:

[Find Ttem |4+ Add |
Description: . -
unit Price:

Stock On Hand:

Available Credit: $9,834.58

Invoice Total: $0.00

Invoice Status: Pending

Description Item Quantity Price Discount Total |
Banana Muffin 300 20 £0.00 $0.00 $0.00 ~
Pork Steaks 369 1 £0.00 $0.00 so‘oc-]

[ Update || Delete Selected Ttems |

[ Print |

|+ Finalise | = Delete |

7. Press the Quantity field for the item.
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Debtor Invoice (Debtor Contracts Enabled)
Customer: Appleseeds
Code: 5000

Invoice Number: [2] =

Details | Address | Items

Item Code:

[ Find Ttem | |4+ Add |
Description: -
Unit Price:
Stock On Hand:
Description Item Quantity
Banana Muffin 300
Pork Steaks 369

Price
20

Available Credit: $9,834.58
Invoice Total: $0.00

Inveice Status: Pending

Discount Total
$0.00 $0.00 $0.00 =
$0.00 $0.00 $0.00

| @2 Update || Delete Selected Items |

[ Print | | Finalise | == Delete |

8. Type the number of units of the item you want to include.

9. Press |M|

The item has been edited.
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Removing an item from an invoice
Remove an item from an invoice if you do not want to include it in the invoice.

To remove an item from an invoice:

Customers
1. Press L@

2. Press Debtors > Administration > Invoicing.

’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor
(=Y ABCIDIEFIGHINKLIMINIQPIORISITU[VIWIX]YZ]
Please choose a field to search on
Name: ‘
Debtor Number: |
Customer Id: ‘
Email: |
Mobile: |
Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Invoice screen is displayed.
Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds Avazilable Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Details | Address | Items
Site Chadstene v
Date: 19/08/2015 >
Due: 19/08/2015 -
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:
Customer Order: |None >
Freight (Inc): 0
Price Level: 5
Comment:
[ Print | | Finalise | == Delete |

4. Select the invoice you want in the invoice Number drop-down field.
5. Press the Items tab.

The Items tab is displayed.
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Debtor Invoice (Debtor Contracts Enabled)
Customer: Appleseeds
Code: 5000

Invoice Number: |2

Details | Address | Items

Item Code: -
“Find Ttem | (4 Add |

Description: . .

Unit Price:

Stock On Hand:

Available Credit: $9,834.58
Invoice Total: $0.00

Invoice Status: Pending

Banana Muffin 300

Description Item Quantity

Price Discount Total
20 $0.00 $0.00 $0.00 ~

[ @ Undate || Delete Selected Ttems |

[ Print | | Finalise | = Delete |

6. Select the item you want to delete in the item grid.

Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds
Code: 5000
Invoice Number; |2

Details | Address | Items

Item Code:

[Find Ttem | [ Add |
Description: -
unit Price:

Stock On Hand:

Available Credit: $9,834.58

Invoice Total: $0.00

Invoice Status: Pending

Description Item Quantity Price Discount Total |
Banana Muffin 300 20 £0.00 $0.00 $0.00 ~
Pork Steaks 369 1 £0.00 $0.00 so‘oo]

[ Update || Delete Selected Ttems |

[ Print | | Finalise | = Delete |

7 Pregs| Delete Selected Items |

The item has been deleted.
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Printing an invoice

Print an invoice to make a hard copy for the customer or your own records.

To print an invoice:

Customers
1. Press L@
2. Press Debtors > Administration > Invoicing.
’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi

f Maintenance 4
W Loyalty »
EJ Marketing r
ﬁ Schedule ]
J& crm v
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

SESABCD/EIEIGIHINIKILININIG RIORISIT UV wWiXx]y|Z]
Please choose a field to search on
Name:

|
Debtor Number: |
Customer Id: |
|
|

Email:

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Invoice screen is displayed.

Debtor Invoice ( Debtor Contracts Enabled)

Customer: Appleseeds Avazilable Credit: $9,834.58

Code: 5000 Invoice Total: $0.00

Invoice Number: |2 Invoice Status: Pending

Details | Address | Items

Site Chadstone v
Date: 19/08/2015 >
Due: 19/08/2015 -
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:

Customer Order: |None >
Freight (Inc): 0

Price Level: 5

Comment:

[ Print | | Finalise | == Delete |

4. Select the invoice you want to print in the Invoice Number drop-down field.
5. Press PNt |

The invoice is printed.
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Finalising an invoice

Finalise an invoice when you're ready to send it to the debtor.

To finalise an invoice:

Customers
1. Press L@
2. Press Debtors > Administration > Invoicing.
’j__‘ Home ﬂ Sales jﬂa Customers | [l Products & vision _j Company 45 Hi

f Maintenance L4
W Loyalty r
EJ Marketing r
ﬁ Schedule »
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Custormer Orders # [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping 3 =h New Debtor

/g Find Debtors
%' New Quote
|5, New Transactions
|7 Invoicing
= Payments
|=] Statements
=5 New Consignment
= New RA
g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

SESABCD/EIEIGIHINIKILININIG RIORISIT UV wWiXx]y|Z]
Please choose a field to search on
Name:

|
Debtor Number: |
Customer Id: |
|
|

Email:

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Invoice screen is displayed.

Debtor Invoice ( Debtor Contracts Enabled)

Customer: Appleseeds Avazilable Credit: $9,834.58

Code: 5000 Invoice Total: $0.00

Invoice Number: |2 Invoice Status: Pending

Details | Address | Items

Site Chadstone v
Date: 19/08/2015 >
Due: 19/08/2015 -
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:

Customer Order: |None >
Freight (Inc): 0

Price Level: 5

Comment:

[ Print | | Finalise | == Delete |

4. Select the invoice you want to finalise in the Invoice Number drop-down field.
5. Ppress| ¥ Finalise |

The invoice is finalised.
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Reprint an invoice if you want a hard copy for your records, or to send the customer another

copy.

To reprint an invoice:

ﬂa Customers

1. Press from the menu bar.

2. Press Debtors > Reports > Invoice Reprint.

M Home ™ sales I 2 customers | W Products & vision

&l company 45 Histor

3. Name [ Address

# Maintenance ¥
W Lovalty b
EZ Marketing »
: Schedule L4
S crm b
& Layby [
[ Debtors b/ Administration »
# Vouchers b || Reports »
&4 Micro Loan ¥

7 Customer Orders »
AN Home Delivery  »
i Restaurant ¥

fTipping L]

The Customer Invoice report is displayed.
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% Quotes
&[5 Balances
:-'_E Specific Pericd Balance
|| Statements
2| Transachons
All Transactions
#5 Sales Statistics
I Invoice Reprint
[ Fayment Reprint
&g Email Reports
|l Consignment Reports
"'_=] R& Reports
B8 Serial Number

E& Transacbon Extraction

|| PDI Report
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Account Customer Invoice Report - All »
Invoices site
Lhadsione
Imvpice  Custome Monday Tuwesday ‘Wednesd Thursday Friday  Saturday Sunday  Total
iTAug- 18-Aug- 19-bwug- 20-Aug- 2i-Aug- |23-Aug- | XiAug- By
) 19 2015 2015 2018 2015 s 15 Dav
2z Applese $0.00 £0.00 '
3 Applesee §135.48 13645 | Type
Tolal: $136.49 $136.43 All
Date
1082015
Add to Favourfes
3. Press the Invoice field of the invoice you want to reprint.
Account Customer Invoice Report - All »
Invoices site
Chadsione
Irvpice | Custome Mondsy | Tuesday Wednesd Thursday Friday | Saburday Sunday | Total
1T-Aug- 18-8ug- 19-8ug- 20-Aug- 21-8ug- 2-Aug- 23-Aug- By
15 s 2 2015 s s 2018 Day
z Appleser 50.00 £0.00 -
Applesee $136.49 $136.40  Type
Total: £136.49 §136.40 Al
Date
10825
Add o Favountes
A popup menu is displayed.
Account Customer Invoice Report - All 2
Invoices site
Chadsione
Invoice | Custorne Monday  Tuesday | Wednesd Thrsday Friday | Saturday| Sunday | Total
1T8ug- 18-Aug- 19-4ug- D0-Aug- | 2M-Aug- |12-Aug | 23Aug By
N5 2015 25 16 15 i i) 1 oay
2 Applesee $0.00 50.00 -
Edit Customer SiE S164  Type
Print [rvoice: §136.49 513649 Al
Edit Imvioics
Ewport GSM 2015-0B-19 Cate
190E2015

4. Press Print Invoice.
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The invoice is printed.
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Deleting an invoice
Delete a customer invoice if you want to remove it from the Portal.

To delete a customer invoice:

Customers
1. Press L@

2. Press Debtors > Administration > Invoicing.

’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
%' New Quote
|5, New Transactions
|7 Invoicing
= Payments
|=] Statements
=5 New Consignment
= New RA
g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor
(=Y ABCIDIEFIGHINKLIMINIQPIORISITU[VIWIX]YZ]
Please choose a field to search on
Name: ‘
Debtor Number: |
Customer Id: ‘
Email: |
Mobile: |
Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Invoice screen is displayed.
Debtor Invoice ( Debtor Contracts Enabled)
Customer: Appleseeds Avazilable Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Details | Address | Items
Site Chadstene v
Date: 19/08/2015 >
Due: 19/08/2015 -
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:
Customer Order: |None >
Freight (Inc): 0
Price Level: 5
Comment:
[ Print | | Finalise | == Delete |

4. Select the invoice you want to delete in the Invoice Number drop-down field.

5. Press |L”|Ete|

The invoice is deleted.
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Invoice Maintenance screen

Use the Invoice Maintenance screen to create an invoice for a customer, recording their
billing and shipping address, and the items and quantities.

Opening the Debtor Invoice screen

To open the Debtor Invoice screen:

Customers
1. Press # .

2. Press Debtors > Administration > Invoicing.

T Home E Sales jﬁm Customers | [ll] Products B2 vision mj Company 45 Hi
/' Maintenance C
* Laoyalty b
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
,ji Debtors » _~ Administration » [/ Company Options
= Vouchers ¥ ||| Reports » '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬂ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors

%' New Quote

)

L. New Transactions

Loasina

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Name:

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWX]YZ]

Please choose a field to search on

Debtor Number:

Customer Id:

Email:

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Invoice screen is displayed.

Debtor Invoice ( Debtor Contracts Enabled)

Customer: Appleseeds
Code: 5000

Invoice Number: |2 v

Details | Address || Items

Site Chadstone v
Date: 19/08/2015 -
Due: 19/08/2015 v
Delivery: 19/08/2015 -
Driver: Debbie Burnes v
Purchase Order:

Customer Order: |None >

Freight (Inc): 0
Price Level: 5
Comment:

Available Credit: $9,834.58
Invoice Total: $0.00

Invoice Status: Pending

[ Print |

| Finalise | == Delete |
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Debtor Invoice screen key fields and buttons

Common fields

Field

Description

Customer

Name of the customer the Invoice is for.

Code

Code identifying the customer.

Invoice Number

Unique number identifying the invoice.

Select an open invoice to view or edit, or select New Invoice to
create a new invoice.

Available Credit

Amount of credit the customer currently has with your
company.

Invoice Total

Total price of the invoice.

Invoice Status

Status of the invoice, either Pending or Finalised.

Note: Finalised invoices cannot be edited.

[k Print | Press to print this invoice.

|m| Press to finalise this invoice and send it to the customer.

| = Delete | Press to delete this invoice.

Details tab
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Use this area to maintain the date the invoice is valid to, and the site the Invoice is related
to.

Debtor Invoice ( Debtor Contracts Enabled)

Customer: Appleseeds Available Credit: $9,834.58
Code: 5000 Invoice Total: $0.00
Inveoice Number: |2 Inveoice Status: Pending

Details | Address | Items

Site Chadsteone
Date: 19/08/2015
Due: 19/08/2015
Delivery: 19/08/2015
Driver: Debbie Burnes

Purchase Order:

Customer Order: | MNone

Freight (Inc): v}
Price Level: 5
Comment:
| = Print | | o Finalise | == Delete |
Field Description
Site Select the site the invoice relates to.
Date Select the date this invoice was created.
Due Select the date this invoice must be paid by.
Delivery Select the date the order is to be delivered.
Driver Select the driver to deliver the order.
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Field Description
Purchase Order Type the customer's purchase order number, for their records.

Customer Order Select the customer order this invoice relates to.

Freight (Inc) Type the freight cost to include in the invoice.

Price Level Price level this customer is eligible for.

Comment Add a comment to the invoice.
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Address tab
Use this tab to define the billing and shipping address of the customer.
Debtor Invoice (Debtor Contracts Enabled)
Customer: Appleseeds Available Credit: £9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending
Details | Address | Items
Shipping Address Billing Address
Address: 1 Appleseed Way Address: 1 Appleseed Way
Orchard Grove Orchard Grove
Victoria Victoria
Post Code: (34, Post Code: [3,4¢
| i Print | | # Finalise | == Delete |
Field Description
Shipping Address Address the customer has nominated to receive the goods or
Services.
Post code Post code for the shipping address.
Billing Address Address the customer has nominated to receive invoices and
statements.
Post code Post code for the billing address.
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Items tab

Use this tab to add items to the invoice.

Debtor Invoice (Debtor Contracts Enabled)

Customer: Appleseeds Available Credit: £9,834.58
Code: 5000 Invoice Total: $0.00
Invoice Number: |2 Invoice Status: Pending

Details | Address | Items

Item Code:
[ Find Ttem | |4 Add |
Description:
Unit Price:
Stock On Hand:

Description Item Quantity Price

Discount Total
Banana Muffin 300 20 £0.00 £0.00 £0.00 =
|Q Update | | Delete Selected Items |
[mPrint | | Finalise | = Delete |
Field Description
Item Code Search for items to add to the invoice.
See Finding an item with a search field.
Description Description of the selected item.
Unit Price

Unit price of the selected item.

Stock On Hand Number of units in stock at the selected site.

i Update | Press to save any changes to the item grid.
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Field Description

Delete Selected Items ) ) .
| | Press to remove the selected items from the invoice.

Item grid

Use the grid to modify the quantity of items offered in the invoice.

Field Description

Description Description of the item.

Item Unique code identifying the item.

Quantity Number of units included in the invoice.

Price Price the items are offered for in the invoice.

Discount _Flat-rate discount offered to the customer on each unit of the

item.
Total Total cost for this quantity of the item.
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Customer Invoice report

Use the Customer Invoice report to print, edit or export customer invoices.

Opening the Customer Invoice report

To open the Customer Invoice report:

Customers
1. Press & from the menu bar.

2. Press Debtors > Reports > Invoice Reprint.

M Home ™ sales | B customers | Bl Products B vision [ Company 44 Histor
& Maintenance »
W Lovalty »
5= Marketing k
=
[ Schedule L]
5o crm »
& Layby »
I:-E- Debtors I‘J'f Administration »
# Vouchers » .-—- Reports k(5. Name [ Address
&4 Micro Loan v % Quotes
"__f Customer Orders .:d:.. Balances
‘ﬁ Home Delivery  » :._H: Specific Period Balance
I Restaurant » 7 Statements
i Tipping b & Transactions

+ All Transactions
ﬂ Sales Statistics
I, Invoice Reprint
W Fayment Reprint
k&) Email Reports
|l Consignment Reports
) RA Reports
B4 Serial Number
=a Transachon Extraction

|| POI Report

The Customer Invoice report is displayed.
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Account Customer Invoice Report - All »
Invoices site
Lhadsione
Imvpice  Custome Monday Tuwesday ‘Wednesd Thursday Friday  Saturday Sunday  Total
1T-Aug- 18-Aug- 194ug- 20-8ug- 2-dug |JhAug Fidug- By
) 19 2015 2015 2018 2015 s 15 Dav
2z Applese $0.00 £0.00 '
3 Applesee §135.48 13645 | Type
Tolal: $136.49 $136.43 All
Date
1082015

Add to Favourfes
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Customer Invoice report key fields

Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.

Sites

By Select to display the report for a specific day, week or
month.
Select the date or date period to report on.

Date / P P

Date From and Date To /
As of /
Start Date and End Date

Type Select the type of invoice to report on:
All Display all invoices.
Pending  Display invoice that have not yet been
finalised.
Finalised Display invoices that have been
finalised.
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Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.
Field Description
Invoice Unique code identifying the
invoice.
Name / Name of the debtor or customer.
Customer /

Customer Name /

Debtor

Day Total dollar amount of stock
invoiced to this customer on the

Week End selected day, week or month.

Month End

Total Total dollar amount of stock

invoiced to this customer for the
displayed period.

AMC Convergent IT Portal Documentation

279




Managing transactions,
payments and statements

Managing transactions, payments and statements

You can track all payments, invoices, credit and debit adjustments relating to a debtor,
create and send statements to remind them of payments due, and allocate payments to
invoices either manually or automatically. The Portal also provides a wide variety of reports
to view debtor transactions, balances, invoices, payments and sales statistics.

Also see:

= Debtor Transaction screen on page 338.

= Debtor Payments screen on page 342.

= Debtor Statements screen on page 349.

= Debtor All Transactions report on page 353.
= Debtor Balances report on page 359.

= Debtor Balance Totals report on page 363
= Debtor Transaction report on page 370.

= Customer Invoice report on page 276.

= Payment Reprint report on page 375.

= Sales Statistics report on page 380.

= Transaction Extraction report on page 387.

What you can do:

= Creating an invoice via the transaction screen on page 282.

= Creating a debtor invoice via the debtor payments screen on page 284.

= Creating a debtor credit adjustment via the transaction screen on page 287.

= Creating a debtor credit adjustment via the debtor payments screen on page 289.
= Creating a debtor debit adjustment via the transaction screen on page 294.

= Creating a debtor debit adjustment via the debtor payments screen on page 296.
= Creating a debtor credit note via the transaction screen on page 292.

= Creating a debtor credit note via the debtor payments screen on page 299.

= Creating a debtor payment via the transaction screen on page 303.

= Creating a debtor payment via the debtor payments screen on page 305.

= Creating a debtor payment refund via the transaction screen on page 308.

= Creating a debtor payment refund via the debtor payments screen on page 310.
= Marking a debtor invoice as paid on page 313.
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= Allocating payments to invoices on page 317.

= Automatically allocating payments to invoices on page 322.
= Creating a statement of all open transactions on page 330.
= Creating a statement for a period on page 325.

= Creating a statement for a specific customer on page 335.
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Creating an invoice via the transaction screen

Create an invoice transaction if you need to record an invoice that has not been itemised in
the Portal.

To create an invoice transaction:

Customers
1. Press #

2. Press Debtors > Administration > New Transactions.

’j} Home ﬁ Sales j&m Customers | [ll] Products B2 vision _J Company 45 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors
%' New Quote

. New Transactions

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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<Te§A B CDIEEGHI)KLMINQGPROQRISTUVWXY?Z

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Transaction screen is displayed.

Managing transactions,
payments and statements

Debtor Transactions
Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |
4. Select Invoice in the Type drop-down field.
Debtor Transactions
Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |

Type the amount in the Amount field.

O N o O

Select the site in the Site drop-down field.

Type the tax included in the amount in the Inclusive Tax field.
Add any required comment or description in the Description field.

tax, description and transaction type are correct.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,

9. Press| ¥ Finalise |

The invoice is created.
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Creating a debtor invoice via the debtor payments screen

Create an invoice if you need to record a non-itemised invoice for the debtor.

Note: You must have the Allow Transaction Tab configuration set to True in order to
use the Transaction tab of the Debtor Payments screen. See Configuring debtors for your
company on page 20. If this tab is unavailable, you must use the Debtor Transaction
screen. See Creating an invoice via the transaction screen on page 282.

To create an invoice:

Customers
1. Press i .

2. Press Debtors > Administration > Payments.

"j_" Home E Sales d'ﬁ‘a Customers | [l Products & visjon mj Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
m Schedule ]
J& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » '}E‘Site Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
ﬁ Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“F Tipping k =h New Debtor
.ré'i. Find Debtors

' New Quote

£,

I, New Transactions

Lo

Invaoicing

E'I

s Payments

|Z] Statements

-E New Consignment
= New RA

@4 Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

(XA B CDIEEGHIJKLMNOPORISTUVYWXYZ

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Payments screen is displayed.

Debtor Payments - Appleseeds
Debtor: Appleseeds Outstanding: $258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Detailg | Transactions

Payment Date: 19/08/2015

Payment Id / Chegue:

Amount Paid

Payment Type: Cash

Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select Original Paid Owing / Allocatt To Pay / Allocats Total

04-Feb-2014 POS Invoices 29:45 30.13 30.00 3$0.13 $0.13 30.00
17-Feb-2014 POS Invoices  29:95 $165.29 $0.00 $165.29 £165.29 $0.00
19-Aug-2015 Invoices 2 £93.00 $0.00 $93.00 $93.00 $0.00

| Auto Assign Payments | |ug Pay Selected

4. Select the site you want to create a transaction for in the Site drop-down field.
5. Press the Transactions tab.

The Transactions tab is displayed.
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Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details || [Transactions

Select Transaction Type: Payment Date: |19/08/2015

Amount: 30.00 GST: |$0.00 Total: |$0.00

4 GST Inclusive

GST Level: 0% (Rate 0)

Description

| o Finalise |

Select Invoice in the Select Transaction Type drop-down field.
Type the amount in the Amount field.

If the amount includes government taxes such as Goods and Services Tax (GST),
select the GST Inclusive field.

Note: If this is a GST-free transaction, you can ignore this field.

Select the level of GST in the GST Level field.

Check that the Total is correct. If not, adjust the GST Inclusive and GST Level
fields.

Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

Press | o Finalise |

The invoice is created.
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Creating a debtor credit adjustment via the transaction
screen

Create a credit adjustment if you need to decrease the amount that the debtor owes you.

To create a credit adjustment:

Customers
1. Press #

2. Press Debtors > Administration > New Transactions.

"jr} Home ﬂ Sales ‘,@ Customers | [l Products ¥ vision _J Company 45 Hi
/" Maintenance G
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders ¥ % Interest Rates
ﬁ Home Delivery  # |- | Contracts
1Y Restaurant ] || Contract Report
“F Tipping » =k New Debtor

4 Find Debtors
% New Quote

|, New Transactions

Invoicing

= Payments

|| Statements

-@ New Consignment
= New RA

% Drivers

@ Image Manager

The Find Debtor screen is displayed.
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Find Debtor

EryaleclolE ElGHIDIKILIMINIOPIOIRISITIUVIWIX]YZ]

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

3. Search for the debtor.

Please choose a field to search on

Search

See Finding a debtor on page 103.

The Debtor Transaction screen is displayed.

Debtor Transactions

Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |
4. Select Credit Adjustment in the Select Transaction Type drop-down field.
Debtor Transactions
Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |

O N o O

Type the amount in the Amount field.

Select the site in the Site drop-down field.

Type the tax included in the amount in the Inclusive Tax field.
Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

9. Press

The credit adjustment is created.

288

| o Finalise |
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Creating a debtor credit adjustment via the debtor

payments screen

Create a credit adjustment if you need to decrease the amount that the debtor owes you.

Note: You must have the Allow Transaction Tab configuration set to True in order to
use the Transaction tab of the Debtor Payments screen. See Configuring debtors for your
company on page 20. If this tab is unavailable, you must use the Debtor Transaction
screen. See Creating a debtor credit adjustment via the transaction screen on page 287.

To create a credit adjustment:

Customers
1. Press # .

2. Press Debtors > Administration > Payments.

£

g Home E Sales d@m Custormers

I Products

/" Maintenance
W Lovalty
EJ Marketing

ﬁ Schedule

Jo crm

E Layby

k

k

7

==l Wision

uﬂ Company 45 Hi

i Debtors

~ Administration »

L_," Company Options

=1 Vouchers

La Micro Loan

:f Customer Orders
ﬁ Home Delivery
1Y Restaurant

'"ﬁ' Tipping

| ] Reparts »

'}E‘ Site Options
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|=| Documents
ﬁ Interest Rates
[=| Contracts

|} Contract Report
-h MNew Debtor
/4 Find Debtors

%' New Quote

I. New Transactions

Lonsics

Invoicing
= Payments
|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager
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The Find Debtor screen is displayed.

Find Debtor

sty alecloE ElG[HIIKIL[MIN[OR0RIS|TIulv WXy Z!

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Payments screen is displayed.

Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details | Transactions

Payment Date: 19/08/2015

Payment Id / Chegue:

Amount Paid

Payment Type: Cash

Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total

04-Feb-2014 POS Invoices 29:45 30.13 30.00 $0.13 $0.13 30.00
17-Feb-2014 POS Invoices  29:95 £165.29 $0.00 £165.29 £165.29 $0.00
19-Aug-2015 Invoices 2 $93.00 $0.00 $93.00 $93.00 3$0.00

| Auto Assign Payments | ||.¢ Pay Selected |

4. Select the site you want to create a transaction for in the Site drop-down field.
5. Press the Transactions tab.

The Transactions tab is displayed.
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Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details || [Transactions

Select Transaction Type: Payment Date: |19/08/2015

Amount: 30.00 GST: |$0.00 Total: |$0.00

4 GST Inclusive

GST Level: 0% (Rate 0)

Description

| o Finalise |

Select Credit Adjustment in the Select Transaction Type drop-down field.
Type the amount in the Amount field.

If the amount includes government taxes such as Goods and Services Tax (GST),
select the GST Inclusive field.

Note: If this is a GST-free transaction, you can ignore this field.

Select the level of GST in the GST Level field.

Check that the Total is correct. If not, adjust the GST Inclusive and GST Level
fields.

Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

Press |+ Finalise |

The credit adjustment is created.
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Creating a debtor credit note via the transaction screen

Create a credit note if you need to hold a payment refund in reserve for the debtor to use on
their next purchase, instead of refunding them the amount in full.

To create a credit note:

Customers
1. Press # .

2. Press Debtors > Administration > New Transactions.

T Home E Sales jﬁm Customers | [ll] Products B2 vision mj Company 45 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
,ji Debtors » _~ Administration » [/ Company Options
= Vouchers ¥ ||| Reports » '}E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬂ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors

%' New Quote

)

. New Transactions

Lot

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Name:

Debtor Number:
Customer Id:
Email:

Mobile:

3. Search for the debtor.

Please choose a field to search on

Search

See Finding a debtor on page 103.

The Debtor Transaction screen is displayed.

Managing transactions,
payments and statements

Debtor Transactions

Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |
4. Select Credit Note in the Select Transaction Type drop-down field.
Debtor Transactions
Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |

O N o O

Type the amount in the Amount field.

Select the site in the Site drop-down field.

Type the tax included in the amount in the Inclusive Tax field.
Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

Press | o Finalise |

The credit note is created.
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Creating a debtor debit adjustment via the transaction
screen

Create a debit adjustment if you need to increase the amount that the debtor owes you.

To create a debit adjustment:

Customers
1. Press # .

2. Press Debtors > Administration > New Transactions.

"jr} Home ﬂ Sales ‘,@ Customers | [l Products ¥ vision _J Company 45 Hi
/" Maintenance G
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders ¥ % Interest Rates
ﬁ Home Delivery  # |- | Contracts
1Y Restaurant ] || Contract Report
“F Tipping » =k New Debtor

4 Find Debtors
% New Quote

|, New Transactions

Invoicing
= Payments
|| Statements

-@ New Consignment
= New RA

% Drivers

@ Image Manager

The Find Debtor screen is displayed.
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Name:

Debtor Number:
Customer Id:
Email:

Mobile:

3. Search for the debtor.

Please choose a field to search on

Search

See Finding a debtor on page 103.

The Debtor Transaction screen is displayed.

Managing transactions,
payments and statements

Debtor Transactions

Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |
4. Select Debit Adjustment in the Select Transaction Type drop-down field.
Debtor Transactions
Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |

O N o O

Type the amount in the Amount field.

Select the site in the Site drop-down field.

Type the tax included in the amount in the Inclusive Tax field.
Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

9. Press

The debit adjustment is created.

| o Finalise |
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Creating a debtor debit adjustment via the debtor

payments screen

Create a debit adjustment if you need to increase the amount that the debtor owes you.

Note: You must have the Allow Transaction Tab configuration set to True in order to
use the Transaction tab of the Debtor Payments screen. See Configuring debtors for your
company on page 20. If this tab is unavailable, you must use the Debtor Transaction
screen. See Creating a debtor debit adjustment via the transaction screen on page 294.

To create a debit adjustment:

Customers
1. Press # .

2. Press Debtors > Administration > Payments.

£

i Home E Sales d@m Customers | [l Products Bl vision uj Company 45 Hi
/" Maintenance G
W Lovalty »
; Marketing »
m Schedule [
Ji crm ’
E Layby ’
O pebtors » |~ Administration » |} Company Options
%= Vouchers } ||| Reports L4 '}E‘Site Options
g Micro Loan L4 |=| Documents

:f Customer Orders ¥
ﬁ Home Delivery  F
1Y Restaurant ]

'"ﬁ' Tipping 3
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ﬁ Interest Rates
[=| Contracts

|} Contract Report
-h MNew Debtor
/4 Find Debtors

%' New Quote
|5k New Transactions
|=] Invoicing
= Payments

|=] Statements

-E New Consignment
= New RA
g%l Drivers

Q_ Image Manager
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The Find Debtor screen is displayed.

Find Debtor

sty alecloE ElG[HIIKIL[MIN[OR0RIS|TIulv WXy Z!

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Payments screen is displayed.

Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details | Transactions

Payment Date: 19/08/2015

Payment Id / Chegue:

Amount Paid

Payment Type: Cash

Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total

04-Feb-2014 POS Invoices 29:45 30.13 30.00 $0.13 $0.13 30.00
17-Feb-2014 POS Invoices  29:95 £165.29 $0.00 £165.29 £165.29 $0.00
19-Aug-2015 Invoices 2 $93.00 $0.00 $93.00 $93.00 3$0.00

| Auto Assign Payments | ||.¢ Pay Selected |

4. Select the site you want to create a transaction for in the Site drop-down field.
5. Press the Transactions tab.

The Transactions tab is displayed.
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Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details || [Transactions

Select Transaction Type: Payment Date: |19/08/2015

Amount: 30.00 GST: |$0.00 Total: |$0.00

4 GST Inclusive

GST Level: 0% (Rate 0)

Description

| o Finalise |

Select Debit Adjustment in the Select Transaction Type drop-down field.
Type the amount in the Amount field.

If the amount includes government taxes such as Goods and Services Tax (GST),
select the GST Inclusive field.

Note: If this is a GST-free transaction, you can ignore this field.

Select the level of GST in the GST Level field.

Check that the Total is correct. If not, adjust the GST Inclusive and GST Level
fields.

Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

Press | o Finalise |

The debit adjustment is created.
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Creating a debtor credit note via the debtor payments

screen

Create a credit note if you need to hold a payment refund in reserve for the debtor to use on
their next purchase, instead of refunding them the amount in full.

Note: You must have the Allow Transaction Tab configuration set to True in order to
use the Transaction tab of the Debtor Payments screen. See Configuring debtors for your
company on page 20. If this tab is unavailable, you must use the Debtor Transaction
screen. See Creating a debtor credit note via the transaction screen on page 292.

To create a credit note:

A Customers
1. Press

2. Press Debtors > Administration > Payments.

AMC Convergent IT Portal Documentation 299



Managing transactions,
payments and statements

’j__‘ Home ﬂ Sales ﬂa Customers i Products B2 vision L.H Company #H Hi
ﬁ Maintenance 4
W Loyalty »
EJ Marketing r
E Schedule ]
S& crm ’
[E= Layby »
M Debtors » |~ Administration » |} Company Options
& vouchers ¥ ||| Reports * ﬂ Site Options
g Micro Loan [ || Documents
=% Customer Orders » [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant r || Contract Report
“F Tipping k =h New Debtor

_;ﬁ Find Debtors

%' New Quote

|5, New Transactions
|Z] Invoicing

= Payments

|Z| Statements

=5 New Consignment
= New RA

g% Drivers

Q Image Manager

The Find Debtor screen is displayed.

Find Debtor

(4B CDIEEGHIJKLMINGPORISTUVYWXIYZ

Please choose a field to search on

Name:

Debtor Number:

Email:

\
\
Customer Id: |
|
|

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Payments screen is displayed.
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Debtor Payments - Appleseeds

Details | Transactions

Payment Date: 19/08/2013

Payment Id / Cheque:

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Amount Paid
Payment Type: Cash
Payment Sub Type: Cash
Comment:

Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total
04-Feb-2014 POS Invoices 29:45 30.13 30.00 $0.13 $0.13 $0.00 =
17-Feb-2014 POS Invoices  29:95 £165.29 30.00 £165.29 £165.29 30.00
19-Aug-2015 Invoices 2 $93.00 $0.00 $93.00 $93.00 3$0.00

| Auto Assign Payments | |1.,§; Pay Selected

4. Select the site you want to create a transaction for in the Site drop-down field.

5. Press the Transactions tab.

The Transactions tab is displayed.

Debtor Payments - Appleseeds

Debtor: Appleseeds Outstanding: $258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone
Details | [Transactions
Select Transaction Type: |Payment Date: |19/08/2015
Amount: £0.00 GS5T: |$0.00 Total: |$0.00
24| GST Inclusive
GST Level: 0% (Rate 0)
Description

6. Select Credit Note in the Select Transaction Type drop-down field.
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7. Type the amount in the Amount field.

8. If the amount includes government taxes such as Goods and Services Tax (GST),
select the GST Inclusive field.

Note: If this is a GST-free transaction, you can ignore this field.

9. Select the level of GST in the GST Level field.

10. Check that the Total is correct. If not, adjust the GST Inclusive and GST Level
fields.

11. Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

12 Presslw Finalise |

The credit note is created.
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Creating a debtor payment via the transaction screen

Create a payment transaction if you need to record a payment that has not been itemised in
the Portal.

To create a payment transaction:

Customers
1. Press #

2. Press Debtors > Administration > New Transactions.

’j} Home ﬁ Sales j&m Customers | [ll] Products B2 vision _J Company 45 Hi
/' Maintenance C
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors
%' New Quote

. New Transactions

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

custom Y EYEIRIEIE

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

3. Search for the debtor.

See Finding a debtor on page 103.

Search

The Debtor Transaction screen is displayed.

Debtor Transactions

Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |
4. Select Payment in the Select Transaction Type drop-down field.
Debtor Transactions
Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |

O N o O

Type the amount in the Amount field.

Select the site in the Site drop-down field.

Type the tax included in the amount in the Inclusive Tax field.
Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

9. Press ¥ finalise |

The payment is created.
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Creating a debtor payment via the debtor payments

screen

Create a payment if you need to record a payment made by a debtor.

Note: You must have the Allow Transaction Tab configuration set to True in order to
use the Transaction tab of the Debtor Payments screen. See Configuring debtors for your
company on page 20. If this tab is unavailable, you must use the Debtor Transaction
screen. See Creating a debtor payment via the transaction screen on page 303.

To create a payment:

Customers
1. Press # .

2. Press Debtors > Administration > Payments.

£

g Home E Sales d@m Custormers

I Products

7

==l Wision

/" Maintenance
W Lovalty
EJ Marketing

ﬁ Schedule

Jo crm

E Layby

k

k

uﬂ Company 45 Hi

i Debtors

~ Administration »

L_," Company Options

=1 Vouchers

La Micro Loan

:f Customer Orders
ﬁ Home Delivery
1Y Restaurant

'"ﬁ' Tipping

| ] Reparts »

'}E‘ Site Options
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The Find Debtor screen is displayed.

Find Debtor

sty alecloE ElG[HIIKIL[MIN[OR0RIS|TIulv WXy Z!

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Payments screen is displayed.

Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details | Transactions

Payment Date: 19/08/2015

Payment Id / Chegue:

Amount Paid

Payment Type: Cash

Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total

04-Feb-2014 POS Invoices 29:45 30.13 30.00 $0.13 $0.13 30.00
17-Feb-2014 POS Invoices  29:95 £165.29 $0.00 £165.29 £165.29 $0.00
19-Aug-2015 Invoices 2 $93.00 $0.00 $93.00 $93.00 3$0.00

| Auto Assign Payments | ||.¢ Pay Selected |

4. Select the site you want to create a transaction for in the Site drop-down field.
5. Press the Transactions tab.

The Transactions tab is displayed.
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Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details || [Transactions

Select Transaction Type: Payment Date: |19/08/2015

Amount: 30.00 GST: |$0.00 Total: |$0.00

4 GST Inclusive

GST Level: 0% (Rate 0)

Description

| o Finalise |

Select Payment in the Select Transaction Type drop-down field.
Type the amount in the Amount field.

If the amount includes government taxes such as Goods and Services Tax (GST),
select the GST Inclusive field.

Note: If this is a GST-free transaction, you can ignore this field.

Select the level of GST in the GST Level field.

Check that the Total is correct. If not, adjust the GST Inclusive and GST Level
fields.

Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

Press |+ Finalise |

The payment is created.
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Creating a debtor payment refund via the transaction
screen

Create a payment refund transaction if you need to refund a debtor payment in the Portal.

To create a payment refund:

Customers
1. Press #

2. Press Debtors > Administration > New Transactions.

"jr} Home ﬂ Sales ‘,@ Customers | [l Products ¥ vision _J Company 45 Hi
/" Maintenance G
* Laoyalty »
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby ¢
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders ¥ % Interest Rates
ﬁ Home Delivery  # |- | Contracts
1Y Restaurant ] || Contract Report
“F Tipping » =k New Debtor

4 Find Debtors
% New Quote

|, New Transactions

Invoicing

= Payments

|| Statements

-@ New Consignment
= New RA

% Drivers

@ Image Manager

The Find Debtor screen is displayed.
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Name:

Debtor Number:
Customer Id:
Email:

Mobile:

3. Search for the debtor.

Please choose a field to search on

Search

See Finding a debtor on page 103.

The Debtor Transaction screen is displayed.

Managing transactions,
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Debtor Transactions

Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |
4. Select Payment Refund in the Select Transaction Type drop-down field.
Debtor Transactions
Debtor Number: 5000 Current Balance: $258.42
Name: Appleseeds Available Credit: $9,741.58
Type: Select One Date: 19/08/2015
Amount: £0.00 User: bob
Inclusive Tax: £0.00 Site: Chadstone
Description
[ Finalise |

O N o O

Type the amount in the Amount field.

Select the site in the Site drop-down field.

Type the tax included in the amount in the Inclusive Tax field.
Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

Press | o Finalise |

The payment is refunded.
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Creating a debtor payment refund via the debtor

payments screen

Create a payment refund if you need to refund a debtor payment you have recorded.

Note: You must have the Allow Transaction Tab configuration set to True in order to
use the Transaction tab of the Debtor Payments screen. See Configuring debtors for your
company on page 20. If this tab is unavailable, you must use the Debtor Transaction
screen. See Creating a debtor payment refund via the transaction screen on page 308.

To create a payment refund:

Customers
1. Press # .

2. Press Debtors > Administration > Payments.

£

g Home E Sales d@m Custormers

I Products

7

==l Wision

/" Maintenance
W Lovalty
EJ Marketing

ﬁ Schedule

Jo crm

E Layby

k

k

uﬂ Company 45 Hi

i Debtors

~ Administration »

L_," Company Options

=1 Vouchers

La Micro Loan

:f Customer Orders
ﬁ Home Delivery
1Y Restaurant

'"ﬁ' Tipping

| ] Reparts »

'}E‘ Site Options

310

|=| Documents
ﬁ Interest Rates
[=| Contracts

|} Contract Report
-h MNew Debtor
/4 Find Debtors

%' New Quote

I. New Transactions

Lonsics

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q_ Image Manager
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The Find Debtor screen is displayed.

Find Debtor

sty alecloE ElG[HIIKIL[MIN[OR0RIS|TIulv WXy Z!

Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Payments screen is displayed.

Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details | Transactions

Payment Date: 19/08/2015

Payment Id / Chegue:

Amount Paid

Payment Type: Cash

Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total

04-Feb-2014 POS Invoices 29:45 30.13 30.00 $0.13 $0.13 30.00
17-Feb-2014 POS Invoices  29:95 £165.29 $0.00 £165.29 £165.29 $0.00
19-Aug-2015 Invoices 2 $93.00 $0.00 $93.00 $93.00 3$0.00

| Auto Assign Payments | ||.¢ Pay Selected |

4. Select the site you want to create a transaction for in the Site drop-down field.
5. Press the Transactions tab.

The Transactions tab is displayed.
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10.

11.

12.
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Debtor Payments - Appleseeds

Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone

Details || [Transactions

Select Transaction Type: Payment Date: |19/08/2015

Amount: 30.00 GST: |$0.00 Total: |$0.00

4 GST Inclusive

GST Level: 0% (Rate 0)

Description

| o Finalise |

Select Payment Refund in the Select Transaction Type drop-down field.
Type the amount in the Amount field.

If the amount includes government taxes such as Goods and Services Tax (GST),
select the GST Inclusive field.

Note: If this is a GST-free transaction, you can ignore this field.

Select the level of GST in the GST Level field.

Check that the Total is correct. If not, adjust the GST Inclusive and GST Level
fields.

Add any required comment or description in the Description field.

Note: You cannot edit a transaction after it has been finalised. Ensure the amount,
tax, description and transaction type are correct.

Press | o Finalise |

The payment refund is created.
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Marking a debtor invoice as paid

Mark an invoice as paid when you have received payment from a debtor. You can mark
multiple invoices as fully or partially paid by the same payment.

Tip: If you have already recorded payments, you can match them against existing
invoices to mark the invoices as paid. See Automatically allocating payments to invoices
on page 322. Also see Allocating payments to invoices on page 317.

To mark an invoice as paid:

Customers
1. Press i .

2. Press Debtors > Administration > Payments.

’j__‘ Home ﬂ Sales jﬁa Customers | [l Products & yision _j Company #H Hi
f Maintenance 4
W Loyalty »
EJ Marketing r
ﬁ Schedule ]
J& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » E'Site Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“F Tipping k =h New Debtor

/gi Find Debtors
% New Quote

4. New Transactions

Invaoicing

E'I ;

s Payments

|Z] Statements

=5 New Consignment
= New RA

@4 Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

Custom
Please choose a field to search on

Name:

Debtor Number:
Customer Id:
Email:

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Payments screen is displayed.

Debtor Payments - Appleseeds

Debtor: Appleseeds Outstanding: $258.42

Cede: 5000 Payment Total: £0.00

Site: Chadstone

Detailg | Transactions

Payment Date: 19/08/2015
Payment Id / Chegue:

Amount Paid

Payment Type: Cash
Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select Original Paid Owing / Allocatt To Pay / Allocats Total
04-Feb-2014 POS Invoices 29:45 30.13 30.00 3$0.13 $0.13 30.00
17-Feb-2014 POS Invoices  29:95 $165.29 $0.00 $165.29 £165.29 $0.00
19-Aug-2015 Invoices 2 £93.00 $0.00 $93.00 $93.00 $0.00

Auto Assign Payments 4 Pay Selected

4. Select the site you want to pay invoices for in the Site drop-down field.
5. Select the date you received the payment in the Payment Date field.

6. Type the transaction reference number or cheque number in the Payment 1d /
Cheque field.

7. Type the amount of the payment in the Amount Paid field.
8. Select the type of payment in the Payment Type drop-down field.
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Debtor Payments - Appleseeds

Debtor: Appleseeds

QOutstanding: £258.42
Code: 5000

Payment Total: $0.00
Site: Chadstone A

Details | Transactions

Payment Date: 19/08/2013 -
Payment Id / Cheque:
Amount Paid

Payment Type: Cash

Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select
04-Feb-2014 POS Invoices 29:45

17-Feb-2014 POS Invoices  289:95

19-Aug-2015 Invoices 2

Criginal Paid Owing / Allocate To Pay / Allocate Total
$0.13 $0.00 $0.13 $0.13 $0.00 ~
$165.20 $0.00 $165.20 $165.29 $0.00
$93.00 £0.00 £93.00 £093.00 £0.00

|' Auto Assign Payments | ||;§ Pay Selected |

9. Select the invoices you want to mark as paid with this payment.

Debtor Payments - Appleseeds

Debtor: Appleseeds

Qutstanding: $258.42
Code: 5000

Payment Total: £0.00
Site: Chadstone A

Details | Transactions

Payment Date: 19/08/2013 -

Payment Id / Cheque:

Amount Paid

Payment Type: Cash -

Payment Sub Type: Cash

Comment:

Trans Date Description Invoice Select
04-Feb-2014 POS Invoices 29:45

17-Feb-2014 POS Invoices 29:95 4
19-Aug-2015 Invoices 2 [#]

Criginal Paid Owing / Allocate To Pay / Allocate Total
$0.13 $0.00 $0.13 $0.13 $0.00 ~
$165.29 $0.00 £165.29 £165.29 $0.00
£93.00 £0.00 £93.00 £03.00 £0.00

|' Auto Assign Payments | |u.—§ Pay Selected |

10. If you want to partially pay an invoice, select the To Pay field and type the amount

you want to pay.
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Debtor Payments - Appleseeds
Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: |Chad5t0ne | A |

Detaild | Transactions

Payment Date: |15/08/2015 [~]

Payment Id / Cheque: | |

Amount Paid | |

Payment Type: |Cash | - |

Payment Sub Type: |Cash | - |
Comment: | |
Trans Date | Description |Inv0\'oe |Se|ect |0r|'g|'na| | Paid |Owing ! Allocat4 To Pay / Allocat4 Total |
04-Feb-2014 POS Invoices  29:45 1 $0.13 £0.00 £0.13 £0.13 £0.00 ~
17-Feb-2014 POS Invoices  29:95 §165.29 $0.00 §165.29 $0.00
19-Aug-2015 Invoices 2 £93.00 £0.00 £93.00 £93.00 £0.00

[ Auto Assign Payments ] [;ﬁ Pay Selected ]

11. Press ['ﬂ Pay Selected ]

The invoices are paid.
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Allocating payments to invoices

Allocate payments to invoices when you have already recorded payment transactions for a
debtor, and want to use them to mark invoices as paid.

To allocate all existing payments to invoices automatically, see Automatically allocating
payments to invoices on page 322.

Tip: If you do not have existing payments to allocate, you can create them as you mark
invoices paid. See Marking a debtor invoice as paid on page 313. Also see Creating a
debtor payment via the debtor payments screen on page 305.

To allocate payments to invoices:
A Customers
1. Press B .

2. Press Debtors > Administration > Payments.
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’j__‘ Home ﬂ Sales ﬂa Customers i Products B2 vision L.H Company #H Hi
ﬁ Maintenance 4
W Loyalty »
EJ Marketing r
E Schedule ]
S& crm ’
[E= Layby »
M Debtors » |~ Administration » |} Company Options
& vouchers ¥ ||| Reports * ﬂ Site Options
g Micro Loan [ || Documents
=% Customer Orders » [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant r || Contract Report
“F Tipping k =h New Debtor

_;ﬁ Find Debtors

%' New Quote

|5, New Transactions
|Z] Invoicing

= Payments

|Z| Statements

=5 New Consignment
= New RA

g% Drivers

Q Image Manager

The Find Debtor screen is displayed.

Find Debtor

(4B CDIEEGHIJKLMINGPORISTUVYWXIYZ

Please choose a field to search on

Name:

Debtor Number:

Email:

\
\
Customer Id: |
|
|

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Payments screen is displayed.

318 AMC Convergent IT Portal Documentation



Managing transactions,
payments and statements

Debtor Payments - Appleseeds
Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone A
Details | Transactions
Payment Date: 19/08/2013 -
Payment Id / Cheque:
Amount Paid
Payment Type: Cash -
Payment Sub Type: Cash -
Comment:
Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total
04-Feb-2014 POS Invoices 29:45 30.13 $0.00 $0.13 $0.13 $0.00 =
17-Feb-2014 POS Invoices  29:95 £165.29 $0.00 §165.29 §165.29 $0.00
19-Aug-2015 Invoices 2 $93.00 £0.00 £93.00 £093.00 £0.00
| Auto Assign Payments | ||;§ Pay Selected

4. Select the site you want to pay invoices for in the Site drop-down field.
5. Select the invoices you want to mark as paid with the payments.

Debtor Payments - Appleseeds
Debtor: Appleseeds Outstanding: $258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone -
Details | Transactions
Payment Date: 19/08/2015 A
Payment Id / Chegue:
Amount Paid
Payment Type: Cash -
Payment Sub Type: Cash A
Comment:
Trans Date Description Invoice Select Original Paid Owing / Allocatt To Pay / Allocats Total
04-Feb-2014 POS Invoices 29:45 30.13 $0.00 $0.13 $0.13 $0.00 ~
17-Feb-2014 POS Invoices  29:95 ] $165.29 $0.00 $165.29 $165.29 $0.00
19-Aug-2015 Invoices 2 E $93.00 $0.00 $93.00 $93.00 $0.00
26-Aug-2015 Payments 500-4 £5.00 £0.00 £5.00 £5.00 £0.00
26-Aug-2015 Payments 500-5 £200.00 £0.00 £200.00 £200.00 £0.00
-
|' Auto Assign Payments | ||;§ Pay Selected |

6. Select the payments you want to allocate to the invoices.
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Debtor Payments - Appleseeds

Debtor: Appleseeds
Code: 5000
Site: Chadstone

Details | Transactions

QOutstanding: £258.42
Payment Total: $0.00

Payment Date: 19/08/2013 -

Payment Id / Cheque:

Amount Paid
Payment Type: Cash -

Payment Sub Type: Cash -

Comment:

Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total
04-Feb-2014 POS Invoices 29:45 30.13 $0.00 $0.13 $0.13 $0.00 =
17-Feb-2014 POS Invoices  29:95 E £165.29 $0.00 §165.29 §165.29 $0.00
19-Aug-2015 Inveices 2 & £93.00 £0.00 £93.00 £93.00 £0.00
26-AUg-2015 Payments 500-4 & £5.00 $0.00 £5.00 £5.00 £0.00
26-Aug-2015 Payments 500-5 ] £200.00 £0.00 £200.00 £200.00 £0.00

|' Auto Assign Payments | ||;§ Pay Selected |

7. If you want to partially pay an invoice, or partially allocate a payment, select the To
Pay field and type the amount you want to pay or allocate.

Debtor Payments - Appleseeds

Debtor: Appleseeds
Code: 5000
Site: Chadstone

Details | Transactions

Outstanding: $258.42
Payment Total: $0.00

Payment Date: 19/08/2015 A
Payment Id / Chegue:

Amount Paid
Payment Type: Cash -

Payment Sub Type: Cash A
Comment:

Trans Date Description Invoice Select Original Paid Owing / Allocatt To Pay / Allocats Total
04-Feb-2014 POS Invoices 29:45 30.13 $0.00 $0.13 $0.13 $0.00 ~
17-Feb-2014 POS Invoices  29:95 ] $165.29 $0.00 $165.29 $165.29 $0.00
19-Aug-2015 Invoices 2 E $93.00 $0.00 $93.00 $93.00 $0.00
26-Aug-2015 Payments 500-4 B £5.00 £0.00 £5.00 £5.00 £0.00
26-Aug-2015 Payments 500-5 & $200.00 $0.00 $200.00 £200.00 $0.00

| Auto Assign Payments | ||;§ Pay Selected |
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8. Press ['ﬂ Pay Selected ]

The payments are allocated to the invoices.
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Automatically allocating payments to invoices

Automatically allocate payments to invoices when you have already recorded payment
transactions for a debtor, and want to allocate all payments in full to existing invoices
quickly. The Portal allocates payments to the oldest invoices first and continues until all
payments have been allocated. Any invoice not fully paid, or payment not fully allocated
remains in the payment screen.

Note: You must have the Auto Allocation configuration setting set to True in the
Debtors area of Company Options to be able to use the automatic allocation feature. See
Configuring debtors for your company on page 20.

To allocate payments to invoices manually, see Allocating payments to invoices on page
317.

Tip: If you do not have existing payments to allocate, you can create them as you mark
invoices paid. See Marking a debtor invoice as paid on page 313. Also see Creating a
debtor payment via the debtor payments screen on page 305.

To automatically allocate payments to invoices:
A Customers

1. Press
2. Press Debtors > Administration > Payments.
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’j__‘ Home ﬂ Sales ﬂa Customers i Products B2 vision L.H Company #H Hi
ﬁ Maintenance 4
W Loyalty »
EJ Marketing r
E Schedule ]
S& crm ’
[E= Layby »
M Debtors » |~ Administration » |} Company Options
& vouchers ¥ ||| Reports * ﬂ Site Options
g Micro Loan [ || Documents
=% Customer Orders » [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant r || Contract Report
“F Tipping k =h New Debtor

_;ﬁ Find Debtors

%' New Quote

|5, New Transactions
|Z] Invoicing

= Payments

|Z| Statements

=5 New Consignment
= New RA

g% Drivers

Q Image Manager

The Find Debtor screen is displayed.

Find Debtor

(4B CDIEEGHIJKLMINGPORISTUVYWXIYZ

Please choose a field to search on

Name:

Debtor Number:

Email:

\
\
Customer Id: |
|
|

Mobile:

Search

3. Search for the debtor.
See Finding a debtor on page 103.

The Debtor Payments screen is displayed.
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Debtor Payments - Appleseeds
Debtor: Appleseeds QOutstanding: £258.42
Code: 5000 Payment Total: $0.00
Site: Chadstone
Details | Transactions
Payment Date: 19/08/2013
Payment Id / Cheque:
Amount Paid
Payment Type: Cash
Payment Sub Type: Cash
Comment:
Trans Date Description Invoice Select Criginal Paid Owing / Allocate To Pay / Allocate Total
04-Feb-2014 POS Invoices 29:45 30.13 30.00 $0.13 $0.13 $0.00 =
17-Feb-2014 POS Invoices  29:95 £165.29 30.00 £165.29 £165.29 30.00
19-Aug-2015 Invoices 2 $93.00 $0.00 $93.00 $93.00 3$0.00
| Auto Assign Payments | |1.,§; Pay Selected

4. Select the site you want to pay invoices for in the Site drop-down field.

5 Pressl Auto Assign Payments |

The existing payments are automatically matched to invoices.
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Creating a statement for a period

Create a statement run for a period to print or email statements to your customers for any
transactions that occurred during that period. Any new transactions that occurred after the

end of the period are not included.

Tip: This type of statement run is useful if your statement date is very different to the
statement period you want to run.

Note: You can also include overdue transactions that occurred before the transaction
period.

To create a statement run for a period:
1. Press ﬂ'ﬁ» Customers .
2. Press Debtors > Administration > Statements.
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Q Home s Sales ﬂ Customers I i Products @ Vision ;_] Company 44 Hi
/" Maintenance  »
¥ Loyalty »
E Marketing 4
[ schedule »
& crM ’
& Layby ’
_& Debtors » _ Administration » ’ Company Options
# Vouchers » | | Reports » i site Options
‘L Micro Loan 4 | Documents
=* Customer Orders » @8 Interest Rates
4 Home Delivery  » | Contracts
14 Restaurant ’ | Contract Report
P Tipping ’ “k New Debtor
Ii Find Debtors
% New Quote
., New Transactions
| Invoicing
s Payments
| Statements
=3 New Consignment
<y New RA
§% Drivers

Q Image Manager

The Debtor Statements screen is displayed.
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| Report options

Enter Statement Date and Type
Statement Date18 Aug 2015
® Statement pericd From 20Jul2015 | To[19Aug 2015 |
¥ &l Open Transactions as of Statemant Date
0 Indude Transactions over |30 | Dars Past Dus Date

Salact Clestomer

0 Salert ANl

1 applesaads

L Burbsmy ainsville
U pearson amcls

Focter Taxt

vt Sme o

Type the date of the statement in the Statement Date field.
Select the Statement Period From To field.

o g &~ w

Type the date you want the period to stop in the To field.

Type the date you want the period to start in the From field.

| Raport options

Enter Statement Diate and Type
Stater ent Date/19 Aup 2015
[iﬂ' Statement pericd From 20 Jul 2015 | Te 19 Aug 2015 |]
12 &l Open Transactions as of Statement Date
O Indute Transactions over [30 | Days Past Dus Date

Sedect Customer

) appleseads
L Burbsmy ainsville
U pearson amcld

Focter Taxt

| S rover
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7. If you want to include overdue transactions:
1. Select the Include Transactions Over Days Past Due Date field.

Report Ophions

r— Enter Statement Dabe and Type

Statement Date 19 Aug 2015
Tos 719 Aug 2015

-

Sratement pericd From 20 Jul 2018
&l Cpeen Trangactions as of Statement Date

Inchage Transactions ower 30 | Dys Past Due Date

— Sekect CusToi e

Saleuct Al
Appleseats
Barbsimy A gvile

Prasarsry Armsld

r— Fooker Text

Primi, Email Sawe Foolkar

2. Type the number of days overdue a transaction must be to be included in the
Days Past Due Date field.

8. Select the customers you want to create the statement for in the Select Customer area,
or Select All to run statements for all customers.

Report Options

Enter Statement Date and Typs
Statement Dale 18 Aug 2015
® Statement pericd From 20 Jul 2015 To 19 Aug 2005
&l Open Transactions as of Statemant Date

Induge Transadoons over |30 | Days Past Dus Dabe

Select Clstomer

Select Al
Applesaads
Burbsmy Ainelle

Pearson Amcld

Footer Taxt

Print Emal| Save Fooler

9. Type any footer text that you want to appear at the bottom of the statements in the
Footer Text field.
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Report Options
—Enter Skakerment Date and Type

Statement Datel18 A 2015 |
® Statement pericd From 20 Jul 2015 To 18 Aug 2015
- Al Open Transactions as of Stabement Date

H Ingluge Transacoons over |30 | Days Past Dus Date

= Salect Customr

U Sglect Al

1) Applesaads

o Burbermy Aingille
—! Pearson Ameld

—Footer Taxt

Pt e Sove oo

10. Press either m or ﬂl to create printed or emailed statements.
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Creating a statement of all open transactions

Create a statement run for all open transactions to include all transactions that were open on
the specified statement date. This does not include any transactions that occurred after the
statement date.

Tip: This kind of statement run is useful to quickly create statements if the statement
period you want to work with is the same as your statement date.

Note: You can also include overdue transactions.

To create a statement run for all open transactions:
Customers
1. Press s .

2. Press Debtors > Administration > Statements.
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Q Home s Sales ﬂ Customers I i Products @ Vision ;_] Company 44 Hi
/" Maintenance  »
¥ Loyalty »
E Marketing 4
[ schedule »
& crM ’
& Layby ’
_& Debtors » _ Administration » .. Company Options
# Vouchers » | | Reports » i site Options
‘L Micro Loan 4 | Documents
=* Customer Orders » @8 Interest Rates
4 Home Delivery  » | Contracts
14 Restaurant ’ | Contract Report
P Tipping ’ “k New Debtor

The Debtor Statements screen is displayed.
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4 Find Debtors

% New Quote

., New Transactions
| Invoicing

s Payments

| Statements

=3 New Consignment
= New RA

§% Drivers

Q Image Manager
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Report Options
—Enter Skakerment Date and Type

Statement Dets 10 Aug 2015 |
= Statement pencd From 30 Jul 2015 T 19 Aug 2005

Al Open Transactions as of Stabemant Date
S Incluge Transacions over |30 | Days Past Dus Dabe

= Salect Customr

Select All
Applesaads
Burbermy Ainsalle
Pearson Amcld

— Footer Taxt

Print. Emal| Save Fouier|

3. Type the date of the statement in the Statement Date field.
4. Select the All Open Transactions as of Statement Date field.

Report Options

r— Enter Statement Date and Type
Statement Da-ue_1 B Aug 2015 |
® Statement pericd From 20 Jul 2015 To 19 Aug 2075

|2 a1 oper Transactions as of Statement Date |
O Indlute Transactions sver |30 | Davs Past Dus Date

r Select Customer

Select All
Applesaads
Burberry Ainsville
Paarson, Amiold

— Footer Text

Print Emad| Save Fooer|

5. If you want to include overdue transactions:
1. Select the Include Transactions Over Days Past Due Date field.
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-Ilnportnpﬁnnl

—Erter Statement Date and Trpe
Statement Date 19 Aug 2015

& Suatement perod From 20 Jul 2015 To 18 Aug 2015
& Qpen Trangactione as of Statement Dats
[ Inchude Transations ver 30 | Dires Past Due Dme]

- Salect Customer
Salact Al
Appleseads
[N S TR MY
Paarson, drmold

r— Focker Text

2. Type the number of days overdue a transaction must be to be included in the
Days Past Due Date field.

6. Select the customers you want to create the statement for in the Select Customer area,

or Select All to run statements for all customers.

.mms

r— Enter Statement Date and Type
Statement Dabe 18 Aug 2015
® Statement pericd From 20 Jul 2015 To 18 Aug 2045
&l Open Transactions as of Statemant Date
Include Transactons over |30 | Deys Past Dus Date

[~ Select Customer

Select All
Appibesaats
Burbemy Aingalle
Peareon Ameld

r—Foeter Taxt

Print Emal Save Fooker

7. Type any footer text that you want to appear at the bottom of the statements in the
Footer Text field.
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Report Options

—Enter Statemant Date and Type
Statement Datel18 A 2015 |

® Statement pericd From 20 Jul 2015 To 18 Aug 2015

- Al Open Transactions as of Stabement Date
H Ingluge Transacoons over |30 | Days Past Dus Date

= Salect Customr

U Sglect Al

1) Applesaads

o Burbermy Aingille
—! Pearson Ameld

—Footer Taxt

Pt e Sove oo

8. Press either m or ﬂl to create printed or emailed statements.
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Creating a statement for a specific customer
You can create a special statement run for a specific customer or list of customers.

To create a statement run for a specific customer:

Customers
1. Press L@

2. Press Debtors > Administration > Statements.

’j__‘ Home ﬁ Sales 5&1 Customers | [l Products & vision _j Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
S& crm ’
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » ﬂ'ﬁite Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
“E Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

/g Find Debtors
3 New Quote

|5, New Transactions
|7 Invoicing

= Payments

|=] Statements

=5 New Consignment
= New RA

g%l Drivers

Q Image Manager

The Debtor Statements screen is displayed.
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Report Options

—Enter Statement Date and Type

Statement Date 18 Aug 2015

@ Statement period From [20 Jul 2015 | To |18 Aug 2015

‘= All Open Transactions as of Statement Date
) Include Transactions over Days Past Due Date

—Select Customer

) Select All
| Appleseeds
L Burberry, Ainsville

! Pearson,Arnold

— Footer Text

Print. Email Save Footer

3. Type the date of the statement in the Statement Date field.
4. Select the type of statement run you want to create.

See Creating a statement of all open transactions on page 330.
Also see Creating a statement for a period on page 325.

5. If you want to include overdue transactions:
1. Select the Include Transactions Over Days Past Due Date field.

Report Options

—Enter Statement Date and Type
Statement Date 19 Aug 2015
® Statement period From 20 Jul 2015 To |19 Aug 2015

All Open Transactions as of Statement Date
[_ Include Transactions over 30 | Days Past Due Date]

—Select Customer

L Select all

| appleseeds

) Burberry Ainsville
! Pearson,Arnold

r—Footer Text:

Print. Email, Save Footer
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2. Type the number of days overdue a transaction must be to be included in the
Days Past Due Date field.

6. Select the customers you want to create the statement for in the Select Customer area.

Report Options

—Enter Statement Date and Type

Statement Date/ 18 Aug 2015

@ Statement period From [20 Jul 2015 | To |18 Aug 2015

‘= All Open Transactions as of Statement Date
) Include Transactions over Days Past Due Date

Select Customer

) Select All
! Appleseeds
] Burberry, Ainsville

! Pearson,Arnold

— Footer Text

Print. Email Save Footer

7. Type any footer text that you want to appear at the bottom of the statements in the
Footer Text field.

Report Options

—Enter Statement Date and Type

Statement Date{18 Aug 2015

@ Statement period From [20Jul2015 | To[19 Aug 2015

=/ All Open Transactions as of Statement Date

0 Include Transacticns over Days Past Due Date

—Select Customer

) Select All
) Appleseeds
L Burberry, Ainsville

"l Pearson,Arnold

Footer Text

Print. Email Save Footer

Print

8. Press either or EMall’ 1o create printed or emailed statements.
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Debtor Transaction screen

Use the Debtor Transaction screen to create transactions for debtors such as invoices, credit
notes and adjustments.

Opening the Debtor Transaction screen

To open the Debtor Transaction screen:

Customers
1. Press # .

2. Press Debtors > Administration > New Transactions.

’j} Home ﬁ Sales j&m Customers | [ll] Products B2 vision _J Company 45 Hi
/' Maintenance C
* Laoyalty b
¥ Marketing »
ﬁ Schedule [
J& crm ’
[ES Layby »
O pebtors » |/~ Administration } || ° Company Options
= Vouchers ¥ ||| Reports » E‘Site Options
g Micro Loan L4 |=] Documents
:f Customer Orders » [ Interest Rates
ﬁ Home Delivery  # || Contracts
1Y Restaurant ’ || Contract Report
"ﬁ’ Tipping » ﬁ New Debtor

/4 Find Debtors
%' New Quote

. New Transactions

Invoicing

= Payments

|=] Statements

-E New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Name:

Debtor Number:

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWX]YZ]

Please choose a field to search on

Customer Id:

Email:

Mobile:

J
\
|
|
|

Search

3. Search for the debtor.

See Finding a debtor on page 103.

The Debtor Transaction screen is displayed.

Debtor Transactions

Debtor Number: 5000 Current Balance: $258.42

Name: Appleseeds Available Credit: $9,741.58

Type: Select One - Date: 19/08/2015 -
Amount: £0.00 User: bob

Inclusive Tax: £0.00 Site: Chadstone A
Description
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Debtor Transaction screen key fields and buttons

Field Description
Debtor Number Unique code identifying the debtor the transaction is for.
Name Name of the debtor the transaction is for.
Type Select the type of transaction:

Invoice  Create an invoice to record money owed for
goods or services.

Credit Create a credit note to send to the debtor.
Note

Payment Record a payment by the debtor.

Debit Record a debit adjustment if you need to
Adjustm increase the amount of money the debtor
ent OWes you.

Credit Record a credit adjustment if you need to
Adjustm decrease the amount of money the debtor
ent OWeS you.

Refund  Record the refund of a debtor's payment.

Payment
Amount Amount of the transaction.
Inclusive Tax Tax included in the transaction amount.

340 AMC Convergent IT Portal Documentation



Managing transactions,
payments and statements

Field Description
Description Description or comment for the transaction.
Current Balance Current balance owed to you by this debtor.
Available Credit Additional amount the debtor may owe you, up to their
credit limit.
Date Date of the transaction.
User Name of the Portal operator who created the transaction.
Site Site the transaction relates to.
| Finalise |

Press to complete the transaction.
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Debtor Payments screen

Use the Debtor Payments screen to process payments from debtors and match them to
invoices. You can also create new transactions if you need to record payments or
adjustments.

Opening the Debtor Payments screen

To open the Debtor Payments screen:

Customers
1. Press i .

2. Press Debtors > Administration > Payments.

"j_" Home E Sales d'ﬁ‘a Customers | [l Products & vision mj Company 45 Hi
f Maintenance 4
W Loyalty r
EJ Marketing r
ﬁ Schedule ]
J& crm v
[E Layby *
M pebtors » |~ Administration » |} Company Options
% Vouchers * ||| Reports » '}E‘Site Options
L Micro Loan L4 || Documents
:f Customer Orders ¢ [ Interest Rates
ﬁ Home Delivery  F |- | Contracts
1Y Restaurant [ || Contract Report
“ Tipping k =h New Debtor

)4*; Find Debtors

3 New Quote

i, New Transactions
Invaoicing

= Payments
Statements

-ﬁ New Consignment
= New RA

g%l Drivers

Q Image Manager

The Find Debtor screen is displayed.
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Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWX]YZ]

Please choose a field to search on

Name:

Debtor Number:

Email:

|
|
Customer Id: |
|
Mobile: |

Search
3. Search for the debtor.
See Finding a debtor on page 103.
The Debtor Payments screen is displayed.

Debtor Payments - Appleseeds

Debtor: Appleseeds Outstanding: $258.42

Code: 5000 Payment Total: $0.00

Site: Chadstone -

Details | Transactions
Payment Date: 19/08/2015 A
Payment Id / Chegue:

Amount Paid
Payment Type: Cash -

Payment Sub Type: Cash A
Comment:

Trans Date Description Invoice Select Original Paid Owing / Allocatt To Pay / Allocats Total
04-Feb-2014 POS Invoices 29:45 30.13 $0.00 $0.13 $0.13 $0.00 ~
17-Feb-2014 POS Invoices  29:95 $165.29 $0.00 $165.29 $165.29 $0.00
19-Aug-2015 Invoices 2 £93.00 $0.00 $93.00 $93.00 $0.00

-
| Auto Assign Payments | ||;§ Pay Selected |
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Debtor Payments screen key fields and buttons

Common fields

Field Description
Debtor Name of the debtor whose payments you are processing.
Code Unique code identifying the debtor.
Site Site the invoices and payments relate to.
Outstanding Total amount the debtor owes you.
Payment Total Total amount they are paying.
Details tab

Use this area to create and match payments to invoices.

Field Description

Payment Date Date the payment occurred.

Unique code identifying the payment. For example, the cheque

Payment Id / Cheque |\ \mher or bank transaction number.

Amount Paid Amount paid in this payment.
Payment Type Select the form of payment. For example, direct deposit or
cheque.
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Field Description

Payment Sub Type Select a sub payment type, if applicable.

Comment Add any comment required about the payment.

Auto Assign Payments ] ] . ] ]
| nrey | Press to automatically assign existing payments to invoices.

(—— Press to pay the invoices you have selected in the grid using:

= The payment details in the fields.
= Any payments or other credits listed in the grid.
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Transactions tab

Use this area to record payments, refunds, invoices and adjustments.

Debtor Pay ts - Appl o
Debtor: Appleseeds Dutstanding: $258.42
Code: 5000 Payment Total: $0.00
Site: |Chad5tone | v|
Details
Select Transaction Type: |Payment |v‘ Date: |19,r‘08,r‘2015 |v|
Amount: |$0.00 | GST: |$0.00 Total: |$0.00
GST Inclusive
GST Level: |0% (Rate 0) [~]
Description | |
Field Description
346
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Field

Description

Select

Transaction Type

Select the type of transaction:

Invoice Create an invoice to record money owed for goods
or services.

Credit Create a credit note to send to the debtor.

Note

Payment  Record a payment by the debtor.

Debit Record a debit adjustment if you need to increase
Adjustme  the amount of money the debtor owes you.
nt

Credit Record a credit adjustment if you need to decrease
Adjustme  the amount of money the debtor owes you.
nt

Refund Record the refund of a debtor's payment.
Payment

Amount

Amount of the transaction.

GST Inclusive

Select if the transaction amount includes Goods and Services Tax
(GST).

Note: Not selecting this field does not exclude this transaction
from GST. If unselected, the Amount is GST-exclusive, and
GST is added on top of the Amount. If you are creating a GST-
free transaction, select the 0% GST level in the GST Level
drop-down field.

GST Level

Select the GST rate to be used.
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Field Description
Description Add a description for the transaction.
Date Date the transaction occurred.

GST GST amount for this transaction.

Note: This is calculated automatically by the Portal and cannot
be directly edited. If the GST field is incorrect, adjust the GST
Inclusive and GST Level fields.

Total The total amount of the transaction, including any GST.

Note: This is calculated automatically by the Portal and cannot
be directly edited. If GST Inclusive is selected, this is the same
as the Amount field. If this field is incorrect, adjust the GST
Inclusive and GST Level fields.

|@' Press to finalise this transaction.
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Use the Debtor Statements screen to create debtor statements to print or email.

Note: Debtor statements are created on-demand, and are not stored in the Portal. If you
need to retrieve a statement, use the same date and type selections you used to initially
create it, and select the customer. See Creating a statement for a specific customer on

page 335.

Opening the Debtor Statements screen

To open the Debtor Statements screen:

Customers
1. Press i .

2. Press Debtors > Administration > Statements.

i

(g Home E Sales d'ﬁ‘a Customers

I Products

i -
& Maintenance

W Loyalty

EJ Marketing

3

= vision

-] Company 4+ Hi

~ Administration »

ui" Company Options

Wouchers

Micro Loan

T, Customer Orders
ﬁ Home Delivery
1Y Restaurant

“F Tipping

| ] Reports »

ﬂ' Site Options
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‘| Documents
=

£ Interest Rates

=i

|| Contracts

| Contract Report

1=

=h New Debtor
)4;5 Find Debtors
' New Quote

£,

. New Transactions

|=] Invoicing
L

|Z] Statements

Payments

-E New Consignment
= New RA
@4 Drivers

Q Image Manager
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The Debtor Statements screen is displayed.

Report Options

r—Enter Statement Date and Type

Statement Date{18 Aug 2015

@ Statement period From [20Jul2015 | To[19 Aug 2015

' All Open Transactions as of Statement Date
0 Include Transacticns over Days Past Due Date

—Select Customer

) Select All
Ll Appleseeds
L Burberry, Ainsville

"l Pearson,Arnold

r— Footer Text:

Print. Email Save Footer
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Debtor Statements screen key fields and buttons

Field

Description

Statement Date

Type the date the statement is issued for.

Statement period
From/To

Select this field to create a run of statements for a specified
period, and type the period of time the statement covers.

All transactions that occurred between these dates, including the
start and end date, are processed for the statement.

Note: You must select either a statement period or All Open
Transactions.

All Open
Transactions as of
Statement Date

Select this field to create a run of statements for all open
transactions from the statement date.

Note: You must select either All Open Transactions, or
nominate a statement period for the statement run.

Include
Transactions over
___Days Past Due
Date

Select to include transactions that are more than a certain number
of days overdue in the statements.

Note: You can still select this field if you are using a statement
period.

Days Past Due
Date

Type the number of days overdue the transaction must be to be
included in the statement.

Note: This field is only used if Include Transactions over
Days Past Due Date is selected.
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Field

Description

Select Customer

Select the customers you want to include in the statement run, or
select the Select All field to create a statement run for all
customers with eligible transactions.

Footer Text

Type any footer text you want to appear at the bottom of customer
statements.

Print

Create a PDF of all statements you have selected to create.

Email

Create and email statements for customers who have selected to
receive emailed statements.

Note: Statements are not created or emailed to customers who
do not have emailed statements selected. See Debtor
Maintenance screen on page 122.

Save Footer

Save the footer text you have created for future statements.
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Debtor All Transactions report

Use the Debtor All Transactions report to view details of all transactions by a particular
debtor over a specified period.
Opening the Debtor Balances report

To open the Debtor All Transactions report:

,_,@a Customers

1. Press from the menu bar.

2. Press Debtors > Reports > Transactions.

’j} Home ﬁ Sales jﬂa Custormers | [l Products &2 visjion _j Company 45 Histor
fi Maintenance »
v Lovalty 4
EJ Marketing r
ﬁ Schedule »
J& crm ’
[E= Layby 4
™ pebtors * /° Administration »
%! Vouchers * || | Reports F |22 Name [ Address
By Micro Loan » % Quotes
:f Customer Orders » u_ﬂ? Balances
ﬁ Home Delivery I Specific Period Balance
| Restaurant [ |Z] Statements
"ﬁ" Tipping 4 || Transactions

& All Transactions

#2 sales Statistics

& Invoice Reprint

[ Payment Reprint

=) Email Reports

] Consignment Reports
@_:j RA Reports

|| PCI Report

The Find Debtor screen is displayed.
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Find Debtor

SEEJABICIOIEEIGIHINIKILIM/NIOPIORISITIUVIWX]YZ]

Please choose a field to search on

Name:

Debtor Number:

Email:

|
|
Customer Id: |
|
|

Mobile:

Search

3. Search for the debtor to report on.

See Finding a debtor on page 103.
The Debtor All Transactions report is displayed.

Customer - Owing »
Site
= Al
Report Details
Information Details By
Customer Appleseeds Quarter
Account 5000
Type
Customer - Owing All
Date Transact Site Journal Terminal Sales | Paid Owing | Quantity Lines
Type Date
26-Aug- Paymeni Chadsto 500-4  Portal -§5.00  $0.00 -$5.00 1 31/08/2015
2015
26-Aug- Paymeni Chadstol 500-5  Portal - §0.00 - 1 Debtor
2015 $200.00 $200.00
— Appleseeds
26-Aug- Paymeni Chadstol P- Portal - §0.00 1.0 1
2015 465754 $100.00 $100.00
26-Aug- Invoice Chadsto 50 Portal  $165.00 $100.00 $65.00 1 _
2015 Add to Favourites
26-Aug- Paymeni Chadstol 500-3  Portal  -$93.00 -$33.00  $0.00 1
2015 -
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Debtor All Transactions report key fields

Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for easier access.

Site /
Sites

Select the site or sites to report on.

By

Select to display the report for a specific day, week or month.

Date /

Date From and
Date To/

As of /

Start Date and
End Date

Select the date or date period to report on.
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Field Description

Type Select the type of transaction to display:

= Invoices.

= System Invoices.

= Pending System Invoices.
= Credit Notes.

= Payments.

= Debit Adjustments.
= Credit Adjustments.
= Refund Payments.

= POS Payments.

= POS Credit Notes.

= Volumes.

= Owing.

= All transactions.

Debtor / Select to restrict the report to a particular debtor or customer, or

where the debtor has not been selected.
Customer
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This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.

Field Description
Name / Name of the debtor or customer.
Customer /

Customer Name /

Debtor

Day Total dollar amount of the transaction type for this
debtor for the selected day, week, month or year.

Week End

Month End

Year End

Total Total dollar amount of the transaction type for this
debtor for the displayed periods.

Date Date the transaction occurred.

Transaction Type

Type of the transaction, for example a payment.

Site

Site the transaction relates to.
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Field

Description

Journal

Unique code linking related transactions. For example, a
payment for an invoice is linked by the journal number.

Terminal

The terminal that processed the transaction.

Sales

The debt incurred by the debtor.

Note: Payments from the debtor are shown as
negative amounts.

Paid

The amount of an invoice or other debt already paid by
the debtor.

Note: Payments show no Paid amount.

Owing

The amount of this invoice or debt still owed by the
debtor.

Note: Payments from the debtor show negative
owing amounts.

Quantity

Number of items sold in this transaction, if any.

Lines

Number of transaction lines for this transaction.

Note: This may indicate number of different items
sold. All transactions use a minimum of one
transaction line, even if no items were sold in the
transaction.
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Use the Debtor Balances report to view a summary of debtor balances displaying:

= Just the balance of each debtor.

= The balance with the debtor's email, phone number and last statement date.

Opening the Debtor Balances report

To open the Debtor Balances report:

jﬁ» Customers

1. Press from the menu bar.

2. Press Debtors > Reports > Balances.

f?,“ Home ™ Sales fﬁ‘a Customers | [l Products & vision
| |
# Maintenance L4
W Lovalty »
E= Marketing L
[B] schedule b
f.
Ji CRM b
&= Layby b
{i Debtors ’ |7 Administration »
# Vouchers b | Reports »
& Micro Loan ¥
i

Customer Orders #
4N Home Delivery »
I Restaurant »
L' Tipping »

The Debtor Balances report is displayed.
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B company 44 Histor

A

25 Name [ Address
3 Quotes
EfE Balances
_|': Specific Period Balance
|| Statements
| Transachons
All Transactions
ﬁ Sales Statistics
I, Invoice Reprint
W Fayment Reprint
(&3 Email Reports
|l Consignment Reports
) RA Reports
=8 Serial Number

=4 Transacbon Extraction

PDI Report
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360

Debtor Balances

Sae

Risz hmnd
Chadstone
Total

Balarce

;.;L

By

Tatals Only
54 87

000

S4.87 Add to Favountes
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Debtor Balances report key fields

Note: Selecting some filters may hide or display other filters.

Filters area

Use this area to filter the results shown in the report.

Field Description

Add to Favourites Press to add this report to your Portal favourites for
easier access.

Home Site Select the primary site the customer relates to.

By Select to display:

= Balance totals only.
= All non-zero balances.
= All balances.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field
selections.

Field Description

Name / Name of the debtor or customer.

Customer /

Customer Name /

Debtor

Debtor Code/ Unique code identifying the
debtor.

Customer Code /

Number /

Account

Phone Contact phone number of the
debtor.

Email Contact email of the debtor.

Statement Last statement date for the debtor.

Balance / The total balance owed by the
debtor.

Outstanding
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Debtor Balance Totals report
Use the Debtor Balance Totals report to view:

= A summary of debtor balance per site at a given date.

= A summary of debtor purchases payments and balance movement per site over a
given period.

= A balance summary per debtor at a specific date.
= A summary of debtor purchases payments and balance movement per debtor over a
given period.

Opening the Debtor Balance Totals report

To open the Debtor Balance Totals report:

A Customers
1. Press B from the menu bar.

2. Press Debtors > Reports > Specific Period Balance.

® tHome M sales | M customers | Ml Products B vision [ Company 45 Histor
# Maintenance L4
W Lovalty »
E- Marketing L
[B] schedule b
J& crm ’
& Layby »
:‘;" Debtors * / Administration »
# Vouchers b || Reports k(5. Name [ Address
&a Micro Loan L % Quotes
""‘" Customer Orders b it Balances
’E Home Delivery # _I': Specific Period Balance
[ Y| Restaurant ¥ Statements
L' Tipping ¥ Transactions

All Transactions
"[‘f Sales Statistics
I, Invoice Reprint
i Payment Reprint
(=2 Email Reports
|l Consignment Reports
S RA Reports
=8 Serial Number

PDI Report
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The Debtor Balance Totals report is displayed.

Debtor Balance Totals By Site Prior to 2015- »

08-31 as Of
31ME2015
Site Site # Balare
Chadetone 500 sgq3 | Period
Toal 013 Ealance Al Date
By
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Note: Different filters and report fields appear depending on the options you select.

Report to view

Select Period filter:

Select By filter:

Totals Onl
A summary of debtor balance Balance At Date y
per site at a given date.
A summary of debtor purchases  Day, Week, Month, Totals Only
payments and balance Quarter, Current 1/2
movement per site over a given Year, Year, Financial
period. Year
A balance summary per debtor Balance At Date Balances
at a specific date.
A summary of debtor purchases Day, Week, Month, Balances

payments and balance
movement per debtor over a
given period.

Quiarter, Current 1/2
Year, Year, Financial
Year
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Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

By Select to display:
= Balance totals only.
= All balances.
Select the date or date period to report on.
Date / P P

Date From and Date To /
As of /
Start Date and End Date

Period

Select to display a summary of the balance at a
specific date, or a summary of the purchases and
payments over a:

Day.

Week.

Month.

Quarter.

Current 1/2 Year.
Year.

Financial Year.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field
selections.

Field Description

] The name of the relevant site.
Site /
Description

. The si f the relevant site.
Site #/ e site code of the relevant site
Site
Name / Name of the debtor or customer.
Customer /

Customer Name /

Debtor

Debtor Code/ Unique code identifying the
debtor.

Customer Code /

Number /

Account

Customer ID / Unique code identifying the
customer.

Customer
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Field Description
Phone Contact phone number of the
debtor.
Email Contact email of the debtor.
Statement Last statement date for the debtor.
Balance / The total balance owed by the

Outstanding

debtor.

Purchases The total purchases made by the
debtor during this period.

Payments The total payments made by the
debtor during this period.

Movement The net movement of money

between your company and the
debtor during this period.
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Debtor Transaction report

Use the Debtor Transaction report to view a summary of transaction totals in a specific
period by site or transaction type.
Opening the Debtor Balances report

To open the Debtor Transaction report:

ﬂa Customers

1. Press from the menu bar.

2. Press Debtors > Reports > Transactions.

"'1‘ Home P’.Sales | ﬂaCustomers | W Products &3 vision ;-,:4 Company 45 Histor
& Maintenance *
W Lovalty »
EZ Marketing L
: Schedule L4
S crm »
& Layby 4
I‘i Debtors Vs Administration »
# Vouchers ¥ .-—- Reports k(B Name [ Address
& Micro Loan v # Quotes
"__f Customer Orders ¥ ..Jj;. Balances
’E Home Delivery » i Specific Period Balance
i Restaurant ¥ || Statements
'Ef‘Tipping L | Transactions

All Transactions
#5 Sales Statistics
I Invoice Reprint
[ Fayment Reprint
&g Email Reports
|l Consignment Reports
"'_1 R& Reports
B8 Serial Number
E& Transacbon Extraction

|| PDI Report

The Debtor Transaction report is displayed.
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Account Customer Report - Invoices o
Site
Cusiomer Year End Year End Yaar End Year End Year End “Yaear End Year End Total Al
IDec. | 31.0ec. |31-Dec. | MOec. IDec.  31.Dec.  31-Dec-
2009 2010 2014 m2 M3 24 206
Applesaes $16542 sa00 amaz | Doe
Tolal §I65.42  S256.00 342342 /0BG
By
Ear
Type
Invoices

Add to Favolries
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Debtor Transaction report key fields

Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.

Sites

By Select to display the report for a specific day, week or
month.
Select the date or date period to report on.

Date / P P

Date From and Date To /
As of /
Start Date and End Date
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Field

Description

Type

Select the type of transaction to display:

Invoices.

System Invoices.
Pending System Invoices.
Credit Notes.
Payments.

Debit Adjustments.
Credit Adjustments.
Refund Payments.
POS Payments.

POS Credit Notes.
Volumes.

Transaction Lines.
Unallocated Payments.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field
selections.

Field Description

Name / Name of the debtor or customer.

Customer /

Customer Name /

Debtor

Day Total dollar amount of the
transaction type for this debtor for

Week End the selected day, week, month or

Month End year.

Year End

Total Total dollar amount of the
transaction type for this debtor for
the displayed periods.
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Use the Payment Reprint report to view debtor payments and print their details.

Tip: Press the Customer field of the payment you want to reprint to open the popup

menu and reprint it.

Opening the Payment Reprint report

To open the Payment Reprint report:

Customers
1. Press & from the menu bar.

2. Press Debtors > Reports > Payment Reprint.

"_‘._h Home r‘ﬂSales— | ﬁCustomers W Products &3 yision L_j Company 44 Histor
4 Maintznance r
W Loyalty »
; Marketing »
o]
(=] Schedule 4
S crm »
& Layby 4
|{_E. Debtors 'J'f Administration »
# Vouchers ¥ II—- Reports k (®.] Name [ Address
& Micro Loan v % Quotes

"__f Customer Orders b
’E Home Delivery »
|} Restaurant b

E Tipping 3

The Payment Reprint report is displayed.
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+ All Transactions
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I, Invoice Reprint
W Payment Reprint
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Bl Consignment Reports
) RA Reports
=8 Senal Number
E& Transaction Extraction

|| PCI Report

375




Managing transactions,
payments and statements

Reprint Debtor Payments Report o
Site
Customes | Account Paymern User Payment Cheque Dale Amount -
T# MME Chadsione
Applesess Bark bob 455764 HAg2015 10000
Cheque i
Month
Date

INNE20E

Aod 1o Favouries
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Payment Reprint report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

Add to Favourites Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.

Sites

By Select to display the report for a specific day, week or
month.
Select the date or date period to report on.

Date / P P

Date From and Date To /
As of /
Start Date and End Date
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.

Field Description
Name / Name of the debtor or customer.
Customer /

Customer Name /

Debtor

Debtor Code/ Unique code identifying the
debtor.

Customer Code /

Number /

Account

Payment Type Type of payment selected for this
payment. For example, Bank
Cheque.

User Portal operator who recorded the

payment.

Payment Reference

Unique reference recording the
payment in the Portal.

Cheque Date

Date the payment was recorded.
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Field Description

Amount Amount that was paid.
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Sales Statistics report

Use the Sales Statistics report to view a variety of statistics on your company's sales
performance.

Opening the Sales Statistics report

To open the Sales Statistics report:

ﬂa Customers

1. Press from the menu bar.

2. Press Debtors > Reports > Sales Statistics.

"'1‘ Home @ Sales I ﬂaCustomers | W Products &3 vision 5-,:4 Company 45 Histor
& Maintenance *
W Lovalty »
EZ Marketing L
: Schedule L4
S crm L
& Layby 4
I‘ﬁ- Debtors Vs Administration »
# Vouchers ¥ |-—- Reports k(B Name [ Address
&4 Micro Loan k % Quotes
'__'f Customer Orders ¥ "Jilf Balances
’i Home Delivery » i Specific Period Balance
i Restaurant ¥ || Statements
fTipping b | Transactions

All Transactions
#5 Sales Statistics
I Invoice Reprint
[ Fayment Reprint
&g Email Reports
|l Consignment Reports
"'_=] R& Reports
B8 Serial Number
E& Transacbon Extraction

|| PDI Report

The Sales Statistics report is displayed.
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States

Al

Site
Al

By

Month

Type

Accounl Purchases

Date
31082015

Display As

Taibli

Add to Favaurites
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Sales Statistics report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

Add to Favourites Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.

Sites

By Select to display the report for a specific day, week or
month.
Select the date or date period to report on.

Date / P P

Date From and Date To /
As of /
Start Date and End Date
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Field Description
Type Select to display a report on:

Customer The number of customers

Counts served during the reporting
period.

Customer $ The total dollar value of

Purchase customer purchases for the
reporting period.

Average The dollar value of the average

Customer $ customer purchase for the

Purchase reporting period.

Loyalty The number of loyalty

Customer customers served during the

Counts reporting period.
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Field Description
Loyalty The total dollar value of loyalty
Purchases customer purchases for the

reporting period.

Average Loyalty The dollar value of the average
$ Purchase loyalty customer purchase for
the reporting period.

% Loyalty The percentage of customers

(Counts) served who were loyalty
customers during the reporting
period.

% Loyalty ($ The percentage of sales in dollar

Purchases) value that were made by loyalty
customers during the reporting
period.

Account The number of debtor

Customer customers served during the

Counts reporting period.

Account The total dollar value of debtor

Purchases customer purchases for the

reporting period.
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Field Description
Average The dollar value of the average debtor
Account customer purchase for the reporting
Purchases  period.
% The percentage of customers served
Accounts  who were debtor customers during the
(Counts) reporting period.
% The percentage of sales in dollar value
Accounts  that were made by debtor customers
($ during the reporting period.
Purchases)
Customer  The number of customers who came
by Post from each post code during the
Code reporting period.
Sales By The dollar value of sales made by
Post Code  customers in each post code during

the reporting period.
States Select a state or county to filter the report by.

Display As Select to display the information as a standard table, or

in a graphical format such as a bar or pie chart.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.
Field Description
. The name of the relevant site.
Site/
Description
Suburb Name of the suburb the statistic
applies to.
Stat Name of the state the statistic
ate applies to.
Country Name of the country the statistic
applies to.
Day Total amount of the statistic type
for the selected day, week or
Week End month.
Month End
Total Total amount of the statistic type
for the selected reporting period.
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Transaction Extraction report

Use the Transaction Extraction report to extract transactions into a comma-separated value

(CSV) file.

Opening the Transaction Extraction report

To open the Transaction Extraction report:

Customers
1. Press #

from the menu bar.

2. Press Debtors > Reports > Transaction Extraction.

Managing transactions,
payments and statements

M Home ™ sales | B customers | Bl Products &l vision 5] Company 4 Histor

4 Maintenance *

W Lovalty b

EZ Marketing *

: Schedule L4

S crm b

& Layby 4

[ Debtors b/ Administration »

# Vouchers ¥ .-—- Reports k(B Name [ Address

&4 Micro Loan b

7 Customer Orders »
AN Home Delivery  »
i Restaurant ¥

'Ef‘Tipping L]

The Transaction Extraction report is displayed.
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Transaction Extraction

POS Invoices

Invoices

388

[

States

Wi

Site

Chadsione

Date From
240872014
Date To

INDE20S

Add to Favourites
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Transaction Extraction report key fields

Filters area

Use this area to filter the results shown in the report.

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for
easier access.

Site / Select the site or sites to report on.
Sites

Select the date or date period to report on.
Date / P P

Date From and Date To /
As of /
Start Date and End Date

States

Select a state or county to filter the report by.

Report Area

This area displays report information.

Field

Description

Transaction  The type of transaction that you can extract. For example, Point of Sale

type transactions.
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Field Description

Count The number of transactions of this type for the selected site, state and
date range.

Press to download these transactions in a CSV file.
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Account

An account is a general ledger structure that categorises particular kinds of income or
expenditure for financial reports. Accounts may also be called Ledgers in the Portal.

Aged balance

An aged balance is an amount of money owed that has been adjusted to factor an interest
rate applied over time. For example: you owe a creditor $1000, with a 10% interest. You
pay $700, leaving $300 still to pay. After the interest period elapses, 10% interest is applied
to the remaining $300. Your aged balance is now $330.

Balance

A balance is the total amount of money owed either by yourself to a creditor, or by a debtor
to you. A balance may be:

= Positive, indicating money is owed.
= Zero, indicating no money is owed.

= Negative, indicating the party who owed money has over-paid. For example, if you
pay a creditor $1000 when you only owed $999, your balance would be -$1.

Barcode

A barcode is a string of numbers that links to an item. Items can have multiple barcodes
assigned to them. Some barcodes called Price Embedded Barcodes encode information such
as the quantity, weight or price of the item into the barcode. You can configure different
types of price embedded barcodes in the Portal.

Batch (kit manufacture)

When manufacturing kits, a batch identifies a single point in time where a specified number
of kits were manufactured together.

Batch (stock take)

When performing a continuous stock take, a batch identifies a collection of items scanned at
one time by one or more PDTSs.

Brand

A brand is a means of identifying items that belong to the same product line. Items can only
have one brand, but items from different suppliers may have the same brand.
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Company

A company represents your organisation within the Portal. A company can have one or
more sites, representing physical locations of stores, including online stores. Some Portal
configurations and features affect the entire company, other configurations can be specified
per site.

Complete Order
A customer order is complete when:

=  The order has been fulfilled on the Portal.

= The order has been marked as paid in full on the Portal or the customer has paid the
remaining amount on the Point of Sale.

= The order has been collected or delivered.
Contract

A contract is a set of rules dictating the price, quantity and incentives offered by a supplier
for a specific item, used by the Portal when calculating the best supplier to purchase a
particular quantity of that item. Each contract relates to a single supplier and item, and you
can have multiple contracts for each supplier and each item.

Controlled purchase order / Controlled requisition

A controlled purchase order or requisition cannot be finalised until it has been authorised by
Head Office.

Cost matrix / price matrix

A cost matrix or price matrix is a means by which the Portal can automatically calculate the
price of an item at each price level based on the item's supplier cost. You can create
multiple cost levels, so that the price levels of an item that cost $5 might be calculated very
differently from an item that cost $10.

A price matrix can be:

= Department-based, where all items within a department follow the same cost level
rules.

= Supplier-based, where all items from the same supplier follow the same cost level
rules.

Only one method can be used. You can also elect to use neither.
Credit adjustment

A credit adjustment adds credit to a balance, decreasing the amount of money owed. For
example, if you owed a creditor $100, a $10 credit adjustment would mean you owed $90.
Credit adjustments are usually used to correct errors. If you need to decrease money owed
due to a refund or return, you should use a credit note instead.
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Credit limit

A credit limit is the maximum amount of money a debtor is allowed to owe your
organisation at any one time. For example, if a debtor's credit limit is $1000 and they
already owe $900, they can only go into debt to the value of another $100.

Credit note

A credit note adds credit to a balance, decreasing the amount of money owed. It is usually
created when a balance needs to be adjusted due to a return, refund or rebate.

Creditor

A creditor is an entity to whom your company owes money. They may be a supplier,
providing the items your company sells, or they may provide another service, such as a
cleaner. The Portal treats suppliers and creditors the same. They have a balance tracking
how much you owe them, and a credit limit that determines how much your company is
allowed to owe them at a time.

Creditor payment

A creditor payment is a Portal record of paying invoices or debit adjustments. More than
one invoice or debit adjustment may be paid either partially or in full in a single payment
record. Creditor payments are a Portal record only and are not connected to your bank
account.

Cross-reference

A cross-reference records the supplier's internal item code for an item to streamline the
ordering process. Cross-references can make stock receipting easier, if suppliers use their
internal codes on delivery dockets. Cross-references are also required to use the Portal Data
Interchange (PDI) feature.

Colour

A colour is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Customer

A customer is a person or organisation who purchases items in advance, to be collected or
delivered at a later date. Customers may also have debtor accounts, where they are allowed
to owe money to your organisation and can pay off that debt via the Point of Sale.

Debit adjustment

A debit adjustment debits a balance, increasing the amount of money owed. For example, if
you owed a creditor $100, a $10 debit adjustment would mean you owed $110. Debit
adjustments are usually only used for corrections. If you need to record a charge due to an
order of goods or services, you should use an invoice.
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Delivery docket

A delivery docket is a type of stock receipt that records the incoming stock without creating
a creditor invoice. Delivery dockets cannot record delivery fees or discounts. You can
match delivery docket stock receipts to creditor invoices.

Department

A department is a means of categorising items in your inventory. Items can belong to only
one department. Depending on your Portal configuration, you may have up to five levels of
departments in a hierarchy, by default called Departments, Sub Departments, Categories,
Sub Categories and Ranges.

Note: This documentation uses the Portal default names for these levels: Department
and Division. Your Portal may be configured to use different names, but the function is
the same. You can see the names and levels your Portal uses in the Department Layers
tab of Company Maintenance.

Department promotion

A department promotion is a promotion that applies to all items within a specific
department. A department promotion allows you to provide a discount for the items
purchased, either immediately or as a credit voucher. The promotion can be restricted to
only provide a discount if a minimum number of items or minimum sale amount is reached.

Discount
A discount is a reduction in the price of an item. Discounts can apply to:

= A selected item, calculated either per-unit or per-line.

= The whole transaction, calculated per-unit or per-line for every item in the
transaction.

Note: Some items may have discount maximums. If the discount you select is greater
than the maximum discount allowed for the item, the item is only discounted up to its
maximum level.

Per-unit discounts can:

= Reduce an item's price by a percentage of the original price. For example, 10% off.
= Reduce an item's price by a flat amount. For example, $1 off.

= Set the per-unit price to a set amount. For example, $5 per item.

= Set the price of the item to its cost price plus a set amount.

= Remove the tax of an item.

Per-line discounts can:
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= Cap the total price for an item line to a predetermined amount. For example, the line
total may be anything up to a maximum of $10.

= Set the total price for an item line to a predetermined amount. For example, the line
total is $10.

A discount may also prompt the operator for a discount amount.

Note: The item and transaction discounts available and the item discount maximums are
configured in the Portal.

Note: Special discounts such as some senior citizens or disability discounts make an
item tax exempt. If a tax exempt discount is applied, the customer must supply their
Senior Citizen or Tax Exempt ID during the tender process in order to receive the
discount. The Point of Sale displays the discount as if from the normal tax-inclusive
price.

Division

Divisions are top-level classifications for departments in your company. The Portal offers
two kinds of divisions to support the Oracle financial interfaces: Reporting and Financial.
Each department belongs to a single reporting division and a single financial division.

DSD

A DSD is an external supplier that is not part of your company. You may configure
different rules and restrictions for direct suppliers than are used for the company warehouse.
You can also restrict sites to use only warehouse suppliers and prevent them from ordering
from direct suppliers.

Employee

An employee is a member of your company staff that you want to roster on to your staff
schedule. Employees may or may not have access to Portal and Point of Sale systems.

Fashion

Fashion is the Portal feature that allows you to create variation of items, such as different
colours, sizes and styles of the same item. The default labels of colour, size and style can be
changed to something that suits your inventory.

Fixture

A fixture is a physical structure or area within your site that contains stock. This may
include gondolas, counters, refrigerators, back-room receipt trolleys, tables, wall sections or
any other area that regularly contains stock on your site. Fixtures are used primarily during
stock take.
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Group promotion

A group promotion is a promotion that applies to all items within a group that you define. A
group promotion allows you to provide a free item or a discount for the items purchased,
either immediately or as a credit voucher. The promotion can be restricted to only provide a
discount if a minimum number of items or minimum sale amount is reached.

Group purchase order

A group purchase order is a purchase order that combines the requisitions from several sites
into one purchase order. Stock levels can be allocated to each site during the creation of the
order.

Inventory

The inventory is the Portal feature of maintaining all items that you offer for sale in your
company.

Invoice

An invoice details an amount owed by an entity such as your company or a debtor, and the
goods or services that incurred that cost. An invoice usually details the period of time by
which it must be paid.

You can also receipt stock using an invoice. An invoice stock receipt automatically creates
an invoice for that creditor in your Portal records, and allows you to record additional
information such as delivery fees and discounts.

Inter-branch transfers (IBT)
An inter-branch transfer is a transfer of stock from one site within a company to another.
Item

An item represents a good or service provided by your organisation. Items are added to
transactions in order to sell or return them. An item will include information about its:

= Barcode.
Note: An item can have more than one barcode.

= Description.

= Unit of measurement, for example an item may be sold by weight or as individual
units.

= Price per unit of measurement.

Items also have additional information stored on the Portal, such as stock on hand,
promotions and discount maximums.

396 AMC Convergent IT Portal Documentation



Glossary
Item options

Items can be modified with options to detail the customer's specific request. For example, a
coffee order may contain soy milk or extra sugar. The options available for each item must
be configured in the Portal.

Item variation

An item variation is an item that uses Fashion variations of colour, size and style. The
default labels of colour, size and style may be renamed for your Portal configuration.

Journal

A journal is a unique code identifying a date, site and terminal for a transaction within the
Portal.

Kit

A kit is an item that is made up of several other items in your inventory. The kit item itself
does not have a stock-on-hand. Instead, when a kit item is sold, the stock-on-hand of the
component items is decreased accordingly.

Label

A label is attached to an item and displays information about that item, such as the item's
price, best before date and quantity, cooking or nutritional information, or a barcode. Labels
can be printed via the Point of Sale.

Ledger

A ledger is a financial category or general ledger grouping that a transaction corresponds to
for accounting purposes. For example, Expenses, Staff Salary, etc. The Portal uses a ledger
for the Trail Balance Profit report. Your Portal may be configured not to use other ledgers.

Ledger type

A ledger type is a category or grouping of ledgers for accounting and reporting purposes,
such as Income or Expenses. Your Portal may be configured not to use ledgers.

Line minimum

A line minimum is the minimum number of different items that must be in a transaction to
trigger an effect, such as a promotion. Each unique item in a transaction creates its own
line. Multiple units of the same item are recorded on the same line. A line minimum of 3
requires 3 unique items to be purchased.

Manufactured Kit

A manufactured kit is an item that is made up of several other items in your inventory. The
kit item must be manufactured on site before it can be sold, and the stock-on-hand of the kit
item is tracked by the Portal. When you manufacture a kit, the stock-on-hand of the
component items is decreased and the stock-on-hand of the kit item is increased
accordingly.
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Matching

Matching is the process of linking a delivery docket receipt with a creditor invoice you have
created in the Portal. Invoice-type stock receipts automatically create a creditor invoice and
do not need to be matched.

Menu area

A menu area is a category of items designed to group items into meal types during table
service. For example, coffees, mains, desserts. Menu areas control which modifier items
can be applied to which prime items.

Modifier item

A modifier item is an item in your inventory that is used to add a modification to another
item, such as adding 'soy milk' to a coffee. While modifier items can have costs and add to
the price of the item they are modifying, they cannot be sold directly on the Point of Sale.

Open transaction

An open transaction is a transaction that has not yet been finalised. For example, a creditor
invoice that has not been paid.

Operator

An operator is a staff member who uses the Point of Sale to process transactions or manage
the cash drawer. Each operator is identified by a unique operator code and password that
they use to log into the Point of Sale. Operator codes are unique to each site, but do not
have to be unique within a company.

Pack

A pack represents the number of units that an item is supplied in. For example, you may sell
cans of soft drink individually, but they are be ordered in packs of 24 from the supplier.
This is different to a referral, where both the single can and the pack of cans are tracked in
the inventory.

Pallet

A pallet is a set of cartons containing items that are grouped together as a specific collection
so they can be tracked from supplier through to sale via barcodes. A pallet usually has a
special barcode that encodes the number of cartons it contains, while each carton has a
special barcode detailing the quantity of items it contains and their expiry dates.

Pallet barcodes may also be linked electronically to the carton barcodes.
Payment terms

Payment terms is the number of days after issuing an invoice that a creditor expects to be
paid. Common payment terms are 21, 30, 60 or 90.
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PDT

A PDT, or portable data terminal, is a small hand-held device with a touchscreen and an in-
built scanner that can interact with the Portal to sell, order or count stock via the PDT
software interface. PDTs are registered as terminals for a site, just as full Point of Sale
terminals are, and require operators to log in to use them.

Portal Data Interchange (PDI)

The Portal Data Interchange (PDI) is a Portal feature that allows two separate companies
that both use the AMC Convergent IT Portal to streamline their procurement process by
automating the creation of customer orders and stock receipts between the companies.

Permission

A permission is a configuration that determines whether an operator is allowed to perform a
specific task. For example, the ability to authorise purchase orders or change employee
records may be restricted to certain individuals.

Portal operator

A Portal operator is someone with login credentials to your company's Portal. What a Portal
operator can do depends on their permissions. A Portal operator cannot use their Portal
login to log into the Point of Sale.

Point of Sale operator

A Point of Sale operator is someone with login credentials to your site's Point of Sale and
PDTs. Depending on their permissions, they may have limited access to some Portal
functionality through a PDT, but they cannot use their Point of Sale login to log into the
Portal.

Point of Sale supervisor

A Point of Sale supervisor is a Point of Sale operator with some additional permissions to
do things like authorise changes to the Point of Sale terminal, authorise gift voucher returns,
or anything else that your Point of Sale configuration requires a supervisor's authorisation
for. Their supervisor status is separate from any Portal permissions they may have.
Depending on their permissions, they may have limited access to some Portal functionality
through a PDT, but they cannot use their Point of Sale login to log into the Portal.

Price change

A price change updates the Portal with new prices for each price level of an item. Price
changes can only be performed by operators with sufficient Portal privileges.

Price level

The Portal inventory system can store multiple price levels. For example, you may have one
price level for retail customers and another for corporate or wholesale customers. The Point
of Sale can be configured to use the appropriate price level when a debtor or customer is
added to the transaction.
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Prime item

A prime item is an item that can be sold normally through your Point of Sale. Most of the
items in your inventory are likely to be prime items.

Procurement

The procurement system is the set of Portal features that manage and maintain the act of
replenishing your stock levels, including managing creditors, contracts, requisitions,
purchase orders, stock receipts, returns, adjustments and stock take.

Promotion

A promotion is a Portal feature which lets you create sophisticated rules to offer discounts,
free items or rebates when the customer purchases a particular set of or combination of
items. The Portal allows you to create promotions based on departments, suppliers, or your
own custom item groups.

Promotion group

A promotion group is a group of items you define that either is used to trigger a promotion,
or has the effects of the promotion applied to it. You can use the same group for multiple
promotions.

Purchase order

A purchase order is a request to an individual supplier to purchase a set quantity of specific
items. Purchase orders can be created manually, automatically created from finalised
requisitions, or generated using procurement configurations.

Rebate

A rebate is an amount of money offered back to the customer by a supplier as an incentive
to purchase. As opposed to a discount, special or promotion, where your company covers
the lost profit from the price reduction, the supplier is responsible for reimbursing your
company.

Rebate group

A rebate group is a collection of rebate item groups, used to easily control start and end
dates of rebates.

Rebate item group

A rebate item group is a collection of rebate items, where each item has its rebate rules
defined.

Receipt

A receipt is the printed record of a transaction, including the items, quantities and prices,
any loyalty information, the tenders submitted and the operator, the terminal and date the
transaction took place at.
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Referral

A referral is a connection between two items in your inventory, where one is considered
part of the other. For example, if your inventory tracks both individual cans of soft drink
and crates of 24 cans, you can use a referral so that purchasing a single can (Selling item)
depletes your stock of crates (Stock item) by 1/24th. This is different to using packs, as both
individual cans and whole crates of items are tracked in your inventory.

Referred item

A referred item is an item that is depleted by the sale of another item. For example, if your
inventory tracks both individual cans of soft drink and crates of 24 cans and sells the cans
individually, the referred item is the crate of cans, which is depleted every time an
individual can is sold. Referred items are also called Stock items in this documentation.

Requisition

A requisition is a list of items requested by a particular site. Each item is given a requested
supplier, and all items are included in a single requisition, even if they are from different
suppliers. Finalising a requisition can automatically open a purchase order for the
appropriate suppliers. Requisitions from multiple sites may be combined into a group
purchase order for a supplier, if your Portal is configured to permit group purchase orders.

Roster
A roster is a schedule of when specific staff members are supposed to work.
Sale minimum

A sale minimum is a minimum transaction amount used to trigger a promotion or other
effect. For example, a sale minimum of $10 requires that at least $10 of items are purchased
in a single transaction.

Selling item

A selling item is an item that uses a referral to track its stock levels on a different item. For
example, if your inventory contains both individual cans of soft drink and crates of 24-cans,
and your company sells the individual cans but tracks stock of the crates of 24 cans, then
the individual can is the selling item.

Size

A size is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Note: This should not be confused with an item's size as defined in the Details tab of
Inventory Maintenance, which details how units of an item should be measured and sold.
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Snap count

A snap count is a record of the stock-on-hand of an item or set of items at the time of the
snap count, as tracked by the Portal. Snap counts are used for calculations and reporting.

Special

A special is a temporary reduced price given to a specific item for a period of time. Where a
promotion applies to a group of items, a special applies only to an individual item.

Stock adjustment / write-off

A stock adjustment is a record of increasing or decreasing an item's stock-on-hand, with a
reason. For example, stock was found after stock take, or stock has been damaged.

Stock item

A stock item is an item that is referred to by another item, to track the stock-on-hand. For
example, if your inventory contains both individual cans of soft drink and crates of 24-cans,
and your company sells the individual cans but tracks stock of the crates of 24 cans, then
the crate of 24 cans is the stock item.

Stock on hand

Stock on hand is the number of units of a particular item a site currently has. It is updated
automatically by stock receipting, transfers, adjustments and sales, and compared against
stock take numbers to determine shrinkage.

Stock receipt

A stock receipt is the process of recording stock incoming from a supplier to a site. Stock
receipts record the supplier, date, item and quantities, including any items that were
received but not ordered, or items that were listed but not delivered. Stock receipts may use
a delivery docket, which is a plain record of incoming stock, or an invoice, which creates a
corresponding creditor invoice in the Portal to link with the stock receipt.

Stock return

A stock return is the process of returning stock to a supplier because it is faulty or otherwise
unsuitable for sale. Stock returns record the date, item and quantity being returned and the
reason for each item being returned.

Stock take

A stock take is the process of counting all units of stock at a particular site to obtain an
accurate stock-on-hand level. Stock takes can either be continuous, where stock is counted
while the site is still open for trading, or manual, where all stock is counted in a single
session while the site is closed for trading.
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Style

A style is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Supplier
A supplier is a creditor from whom you purchase items in your inventory.
Supplier promotion

A supplier promotion is a promotion that applies to all items marked as purchased from a
specific supplier. A supplier promotion allows you to provide a discount or supplier rebate
for the items purchased, either immediately or as a credit voucher. The promotion can be
restricted to only provide a discount if a minimum number of items or minimum sale
amount is reached.

Terminal

A terminal is the tablet or other device that runs the Point of Sale. Each terminal is
connected to the site via the base station, and is identified by a unique terminal number,
which is recorded in every transaction made by the terminal.

Point of Sale Transaction

A Point of Sale transaction is an exchange of items, which represent goods or services
provided by your organisation, for payment. Transactions include all the relevant
information about the exchange:

= The date, time, site and location of the transaction.
= The operator who performed the transaction, and which terminal they used.
= The items purchased or returned and in what quantities.

= The amounts and types of payments provided, including any change or
reimbursement provided to the customer or redeemed loyalty points.

Note: Transactions cannot be finalised until they balance. That is, the amount
owed by the customer is zero, and any amount that has been overtendered has
been issued as change.

= The loyalty number linked to the transaction, if applicable.

You can view what is currently included in the transaction in the Transaction list of the
Point of Sale.

Note: In the Portal, a transaction also refers to an exchange of money, such as the
payment of a creditor, or a debit adjustment.
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Transaction line

A transaction line is an entry in the Transaction list that :
Chicken Drum/stk

contains an item and its quantity. If more than one unit 6.583kg N x $2 99/kg $19.68
of an item is added to a transaction, the units are grouped s
into a single line. Actions such as price overrides, voids, 1 426k N x $12 99/kg i
discounts or refunds then apply to all units in the line.
Total: $38.20
Credit Card $20.00
CASH $50.00
Change $31.80

Warehouse

A warehouse is a supplier that represents your company's central warehouse, used when
sites order some or all of their inventory from Head Office rather than directly from
external suppliers. You may configure different rules and restrictions for warehouse
suppliers than are used for direct suppliers. You can also restrict sites to use only warehouse
suppliers and prevent them from ordering from direct suppliers.
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