Training Document
How to Find a Customer Invoice, Quote,
Standing Invoice or Credit Note in AR

Accredo.

taking care of business

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

e Find/Locate an Invoice, Quote, Standing Invoice or Credit Note
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Quote Sales Order

* Provide a quote to customer

Order Shipped

¢ Quote accepted - Sales Order ¢ Order shiped with packing slip

created from quote

if in stock or backordered if
insufficient quantities

Invoice Raised

¢ Invoice raised from sales
order or direct through
invoicing system

Receipt Payment

* Payment received from
customer

Allocate Payment

* Payment allocated against
invoice

Goods Returned to

supplier due to damage or

other reasons
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Issue Credit Note

¢ Credit Note required to adjust

customer account & stock
correctly

Allocate Credit to
Invoice if no payment
received or Issue a
payment refund
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How to Find a Customer Invoice

e Maintain / Invoicing System / Invoice List
e NB: Finding Quotes, Standing Invoices or Credits uses the same process — choose which
type of document from the selection box

e Select the customer or Click on the Show all Button e (Ctrl+A) for all Invoices - for all

Customers

) ABC Holdings Limited - Accredo Saturn £44- 64 bit - O X
File Edit View Shortcut Script Window Help
TeRER YRR EODBEOQE 2L 08B LPEIA
fe | 7 Ninvoice List 8
Maintain  Tasks  Reports Setup  Xtracta Selections
BS Accounts Receivable - Customer ASHEMG - BT Y @ @& Asheng Engineering Ltd NZD
B Inventory Control Period All Periods v From Apr2012 To Oct 2013
:E f.‘..‘-"CiCing System Selection v Auto Select Select Invoices
i B Invoice List
E5 Shippers » g ate Erint. I:'Jost sta... P/Slip No Order;:lnt'l Ref - 2G3r3015; Doc
. . nprint... Unpost... 1,433,
g E;:;:'I: ;Categorles‘l) ASHENG | Standing Invoice UnEr?nt... UnEost... 502 $,376.82
X % ASHENG | Quote Unprint... Unpost... §3,36895
EE Memo List ASHENG | History Unprint... Unpost... €29 541400
EEH Link List E ASHENG | All Documents Unprint... Posted §747.50
B Order Entry 1= ASHENG 30/08/2013 Unprint... Unpost...
B9 Accounts Payable T ASHENG 30/08/2013  27/09/2013 Unprint... Posted 70411 $462.96
5 Purchase Orders
B Cash Book EL
[E5 Fixed Assets @
E5 General Ledger =
E5 Job Costing
B3 Special Pricing
B Company
E Goods and Services Tax b
F3 Foreinn Fechanne hallll B3 >
AR IN,OE Sep2013 IC Sep2013 AP,PO 5ep2013 CB Sep2013 FA S5ep2013 GL Aug2013 JC Sep 2013 GST Sep2013
Build 4.0.10.123 SHP Date 30/09/2013 Period Sep 2013 User ACCREDO (4 of 16) Data Y:\accredoSaturn\Data001%

Select the Period that you would like to search in e.g. Period (= month), Year, All Periods or for a

Range of Periods.

= J IN Invoice List
Selections
Customer ASHEMG ~8 v 7 @@= & AshengEngineering Ltd NZD
Period All Periods I8 | From Apr2012 To  Oct2013 |
Selection Period ~ Auto Select Select Invoices
v Customer a o Del Date Print Post sta... P/Slip Mo Order Mo Int'l Ref Gross [
............................... i
ASHENG | Ran e of Periods Unprint... Unpost.., 315 §7.233.19
= ASHENG 9 R Unprint... Unpost... 522 §2,376.82
== gy T R . P

e Once an Invoice is Printed and Posted you will find it under History
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Custormer ASHENG ~ |8 7 0 @% = &l AshengEngineering Ltd NZD
Period Range of Periods | v Fram | Aug 2013 b To Oct 2013 v
Selection I History A I Auto Select Select Invoices
3 |Customer Date Drel Datg Print Post sta... P/Slip Mo Order Mo Int'l Ref Gross Docum.. Type Pericd
ASHEMNG 7/08/2013  21/07/201] Printed  Posted 70373 729 §435.63 10379 Invoice Aug 2013
ASHENG 7/08/2013  27/07/2019 Printed  Posted 70374 732 $6,987.25 10380 Invoice Aug 2013
ASHEMNG 14/08/2013  2/08/2014 Printed  Posted 70379 744 £0,997.56 10385 Inveice Aug 2013
% ASHEMNG 14/08/2013  5/09/2013 Printed  Posted 70392 749 §5,951.27 10399 Invoice Sep 2013
ASHENG 30/09/2013 Printed  Posted §723.93 10409 Invoice Sep 2013
& ASHEMNG 30/09/2013 Printed Posted §1,066.83 10410 Inveice Sep 2013
Y
M v
2
X
58 Number
Alternatively — you can enter the Invoice number if you know it by clicking on the Number
% Humlber .
Button and entering the document number
- EE]r=]
C_ustomer ASHENG v 8|79 @ == @ Asheng Engineering Ltd NZD
Period Range of Periods ||+ From |Aug 2013 v To Qct 2013 v
Selection Invoice v Auto Select Select Invoices
3 | Customer Date Drel Date Print Post sta... P/Slip Mo Order Mo Int'l Ref Gross Docurmn.., Type Period
ASHENG 7/09/2013 Unprint... Unpost... 315 §7,233.19 Invoice Sep 2013
ASHENG 7/09/2013 Unprint... Unpost... 522 §2,376.82 Invoice Sep 2013
@ ASHENG 7/09/2013 Unprint... Unpost... §3,36895 Invoice Sep 2012
lg ASHENG 21/09/2013 Unprint... Unpost... 629 5414.00 Invoice Sep 2013
ASHENG 30/09/2013 Unprint... Posted $747.30 10413 Invoice Sep 2013
& ASHENG 30/09/2013 Unprint... Unpost... Invoice Sep 2013
T ASHENG 30/08/2013  27/09/2013 Unprint... Posted 70411 S46296 10414 Invoice Sep 2013
L v
ﬂ Enter Document Number ;
10379
b 4
X conce e
Customer ASHENG ~|@|7 7@ F = i@ AshengEngineering Ltd NZD
Period Range of Pericds |+ From |Aug 2013 v To Aug 2013 ¥
Selection History b Auto Select Select Invoices
s | Customer Date Del Date Print Post sta... P/Slip Mo Order Mo Int'l Ref Gross Docum... Type Period
ASHENG 7/08/2013  21/07/2013 Printed  Posted 70373 729 5435.63 10379 Invoice Aug 2013
ASHENG 7/08/2013  27/07/2013 Printed  Posted 70374 732 §6,987.25 10380 Invoice Aug 2013
ASHENG 14/08/2013  2/08/2013 Printed  Posted 70379 744 §9,997.56 10385 Invoice Aug 2013
You can also find a copy of a customer invoice by looking at the Transactions Tab of a customers
account
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¥ | Select Custorner  JASHENG ~ 8 ¥ 7 @5 Asheng Engineering Ltd
@ Customer Contacts Banking/Delivery Links Memos Balances Graph roument

Selection  |Range of Periods ~ | From |Aug 2013 ~ | To |Oct2013 A4 ﬁ
% » Date Branch Dept Reference Period Type Order No Debit Credit Unallocat... Balance 5...
i 7/08/2013 AKL SAL 10379 Aug 2013 Inveice 729 §435.63 §435.63 §13,557.14 IN:
I: 7/08/2013 AKL SAL 10380 Aug 2013 Invoice 732 56,987.25 56,987.25 §20,544.39 IN
% 14/08/2013 AKL SAL 10385 Aug 2013 Invoice 744 §9,997.56 58,997.56 530,541,935 IN
@ 14/08/2013 AKL SAL Aug 2013 Receipt §9,232.64 §21,300.31 A..
14/06/2013 AKL SAL 10399 Sep 2013 Invoice 749 $5,951.27 §5,951.27 §27,260.58 IN
151 30/09/2013 AKL M... 10409 Sep 2013 Invoice §723.93 §723.93 527,984.51 N
'T 30/09/2013 AKL M... 10410 Sep 2013 Invoice §1,066.83 §1,066.83 §29,051.34 IN
30/09/2013 HO SAL 10413 Sep 2013 Invoice 5747.50 5747.50 529,798.84 IN
Iﬁi 30/09/2013 AKL SAL 10414 Sep 2013 Invoice 5462.96 5462.96 530,261.80IN

If an Invoice is Unposted or Unprinted you can also find it on the Documents Tab on the customers

account
| Select Custormer | ASHENG ~ 8 ¥ ¢ @& AshengEngineering Ltd
@ Customer Contacts Banking/Delivery Links Memos Balances Graph Transactions
% Period Selection All Periods ~ From Apr2012 To Oct 2013
Selection All Documents v
I w» Document .. Document .. 5. Del Date Order Mo Int'l Ref Post Status  Print Status P/Slip Mo Gross Document ...
i 7/00/2013 IN 315 Unposted Unprinted §7,233.19 Invoice
7/09/2013 30001 1N 470 Unposted Unprinted §53,923.31 Quote
p B
= 7/09/2013 IN 522 Unposted Unprinted §2,376.82 Invoice
% 7/09/2013 IN Unposted Unprinted §3,368.95 Invoice
14/09/2013 90002 IM Unposted Unprinted 5812.39 Quote
IEI 14/09/2013 IN Unposted Unprinted -53,825.60 Credit
T 21/09/2013 0. 16/09/2013 Unposted Printed 70407 51,198.96 Order
21/09/2013 IN 629 Unposted Unprinted 5414.00 Invoice
H}\ 30/09/2013 10413 IM Posted Unprinted 5747.50 Invoice
E 30/08/2013 IN Unposted Unprinted 20,00 Invoice
30/09/2013 10414 IN - 27/08/2013 Posted Unprinted 70411 546296 Invoice
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Contact

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

Offices

New Zealand (+64)

TAUraNGA..cceviiieiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

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

Email..coovieiiiiiene Helpdesk@ZealSystems.co.nz

Australia (+61)

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