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Introduction:

The Payables Manager allows you to manage your vendors, purchase orders,
vendor bills and vendor credits in ServiceLedger. The module will help you
simplify your purchasing by automating the purchasing process including
automatic reorders based upon minimum and reorder quantities and automatic
work order purchasing to order parts and materials for your work orders or jobs.

To better understand how the ServiceLedger Payables Manager can benefit you,
it is recommended that you understand the different ways you can use this
module to simplify your purchasing process. The module is designed primarily
around the purchasing of items for inventory and/or work orders or jobs.

1. Purchase Orders — you will create purchase orders when you want to
purchase items in ServiceLedger and track the receipt of those items in
ServicelLedger.

2. Work Order Purchasing — you may want to flag items for purchase on
work orders or jobs in ServiceLedger to let someone in purchasing know
you need to have that item purchased.

3. Automatic Purchasing — you may want to maintain minimum inventory
quantities of a specific item and want ServiceLedger to prompt you to
purchase more of that item when the quantity of the item falls below a
minimum quantity you want to keep on hand.

4. Vendor Bills — ServiceLedger will track the vendor bills you receive for
the vendor for the items you purchase and update the job cost of the item
on the work order if the item cost more or less than you originally planned
for.

5. Vendor Credits — ServiceLedger will track the vendor credits for items
you send back to the vendor for returns, refunds, credits, etc.

To use the module effectively, you must create vendors and items first in
ServiceLedger. The vendors are the companies you will be purchasing the items
from. The items are the items you will be purchasing from vendors and selling to
customers.

Creating Vendors:

Vendors are defined as the companies that you will purchase parts, materials,
equipment, labor or other items from that you in return will sell to your customers.
You must have your vendors created in ServiceLedger before you can create
and issue purchase orders to those vendors.

To create a vendor, you can click on Payables | Vendors from the Navigator.

Then click the Add New Record button to add a new vendor. This will open a
blank vendor record where you can start to enter data on your vendor.
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The Vendor window will display allowing you to enter the information on the
vendor. The amount of information you want to collect on the vendor is up to you,
however ServiceLedger will require at least the vendor number, vendor name
and terms to be entered. By default the vendor number and terms will
automatically populate values based upon your preferences at setup.

@ Vendors = | = | =]
| Close Window » @ | (3 createro [ create Bl Actions *
Vendor 101 - Status Active -
Mame test Acct =

Type Vendor E Tems Met 10 E

Details | pending POs &RMAs | All POs &RMaAs | Sills & Credits | 1tems |

Contact Information

Contact Phone
Address 1 Fax
Address 2 Website [l

City Email
State/Postal E‘
[ Add Mote Il Print Motes ]

On PO: $0.00 Current: $6,362.25 30+:$0.00 60+:$0.00 90+:$0.00 Bal $6,362.25

Enter the Vendor Name.

Enter the Vendor Contact.

Enter the Vendor Address information.

Enter the Vendors Phone, Fax, Website and Email address. The email
address is important if you want to email purchase orders to the vendor.
Enter the Vendor Type.

Enter the Vendor Terms.

~on -

oo
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Tracking Vendor Notes

You can record miscellaneous notes on your vendors using the note field on the
vendor record. This note field is useful in recording conversations or other
important information about a specific vendor. Clicking on the Add Note button
will date, time and user stamp each note allowing you to track the date, time and
user who created the note entry. Clicking on the Print Note button will allow you
to print all the notes for that specific vendor.

[ Add MNote Il Frint Motes ]

Tracking Vendor Purchase Orders

ServiceLedger allows you to track the pending purchase orders and all purchase
orders submitted to a specific vendor. Click on either the Pending P/O’s or All
P/O’s tab to view the appropriate purchase orders. Each tab will provide a list of
all purchase orders with the ability to double-click on any line to open the specific
purchase order.

Details | Pending POs & RMAs | Al POs &RMas | Bills & Credits | Items |

|Ty|:|e |F‘O,."Rr~"l.ﬂ. £ |Date Created |Expected Date |Shi|:||:|ing Location |Status Terms -
9/20/2011 Main

m

On PO: $0.00 Current: $0.00 30+:$0.00 60+:50.00 90+:$0.00 Bak $0.00

Pending P/O’s will track all purchase orders still considered pending where the
status is anything other than closed.

All P/O’s will track all purchase orders including closed purchase orders that
have been fully received.

Tracking Vendor Bills

ServiceLedger allows you to track all vendor bills you receive from the vendor for
the parts, material, equipment and/or labor purchased. Vendor bills are defined
as the invoices you are receiving from the vendor for the purchased parts. You
can track all vendor bills on the Bills tab of the vendor record with the ability to
double-click on any line to open the specific bill.
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| Details | Pending POs &RMAs | Al POs &RMaAs| Bills & Credits | Items |

Status
$0.00

Bill{Credit #Ref. Mo. Received  |Due Paid Total Balance

4 $0.00

| »

m

1

On PO: $0.00 Current: $0.00 30+:$0.00 60+:50.00 90+:$0.00 Bak $0.00

Tracking Vendor A/P Balances

ServicelLedger allows you to track the A/P balances for each vendor on the

bottom of the vendor record. The balances are calculated based upon the vendor
bills received. For pending purchase orders not received, the On PO balance will

calculate all outstanding items on purchase order to determine a balance.

On PO: $0.00 Current: $0.00 30+:$0.00 60+:$0.00 90+:$0.00 Bak $0.00
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Tracking Vendors Via the Vendor List View

The Vendor List View is useful in tracking all of your active vendors via a list.
You can easily search for vendors and open a vendor record from the Vendor
List View. To open the Vendor List View click on Payables | Vendors from the
Navigator.

You can search for any vendor from the list view by entering the vendor name or
vendor number.

€2 Vendor List =3 [oR|
m o =8 '}( Pl T B S | ? ﬁi[h =] Search - Actions =

Mame - |\-'enc|0r * Skatus |Type -

Another Yendor

Key Citw 104 Ackive Wendor

Mew Yendor 103 Ackive Yendor

kest 101 Active Wendor

Creating Vendor Records from Sub-Contractor Records

If you have a sub-contractor in your system and need to create a corresponding
vendor record for the sub-contractor, you can open the sub-contractor record and
click on the Create Vendor button. This will create a corresponding vendor record
for the sub-contractor.

@ Sub-Contractor E@
[ Close Window }( [ | [ create Vendor
Resource
Details Defaults
SR el orrierstone Conbrackors Default Labor Iterm Cabinets |Z|
Mame Cornerstone Contrackors Default Labor Rate $0.00

Creating Items:

Items are defined as the parts, materials, equipment, service plans or labor that
you may purchase from vendors and sell to customers. In order to create a
purchase order in ServiceLedger, you must have the items defined in
ServiceLedger before you can add it to a purchase order. You have the ability to
add items on-the-fly while creating a purchase order or you can go to the
Inventory Manager to add the items first.

Creating Item Records

To create an item record, you can click on the Inventory | Iltems and click the
Add New Record button to add a new item from the Navigator. This will open a
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blank item record and allow you to enter the item information. Note: This section
will only cover the basic aspects of creating item records as it relates to purchase
orders. For more detailed information on creating items or inventory control, see
the Getting Started with the Inventory Manager guide.

Enter the information on the item and click the Save button to save the item
record. For more information on creating items see the Getting Started with the
Inventory Manager guide.

G Ttems E=R[ESR|%T
[ Save &Close [E] Save [H X & (=5 Print. .. Actions -
Items

eneral |nformation Frice, Cost & W aranty [nformation
tem Type MMM~ temStats Acive B
Item D Itemn Category |E|
Drescription - Price $0.00
Cost $0.00
= T axable
Parent Item |E| Wwharranty Penod 0 Days
[ reventany [nformation
[ ltem Inventory [ Automatic Reorder  Preferred Vendor |E|
[ Serialized t only be Each Lok .
o It:;arfi: Irtstonl he Baratioh] kdirirnm Clty [ Feorder Qty I}
Manufacturer Info |N-:|tes | Inventory | Serial = | Custom | History I Yendor Pricing | Miscellaneous | ol
Equip, Type |Z| Manufacturer Part £
Manufacturer |Z| Manufacturer Price £0.00
Mode| |Z| Manufacturer Cost £0.00
Manufacturer's Warranty Period a Distributor Part #
Annual Contract Renewal Rate s0.00 Distributar Price £0.00
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Setting the Item Up For Inventory Tracking & Purchasing

A useful feature in ServicelLedger is the Automatic Purchasing feature that allows
you to automatically generate purchase orders when the quantity of an item falls
below a minimum quantity you wish to keep on hand. At this time, ServiceLedger
will prompt you to reorder a predetermined quantity from a predetermined vendor
that you define. To use this feature, you will need to set the item up for inventory
tracking allowing you to track the availability and quantity of the item on hand and
set the item up for automatic reorder.

On the item record, you can find the Inventory Information section in the middle
of the item record.

Irventary [nformation

[ ltemleeeentory [ Automatic Feorder Preferred Vendor |Z|
[ Senalized [must only be Each Uakd)

[ Item kit Minirnum Gty [ Reorder Gy 1]

Click the Item Inventory checkbox to set the item up for inventory tracking. This
will prompt ServiceLedger that you wish to track inventory on this item. Click the
Automatic Reorder checkbox to set the item up for automatic purchasing. This
will prompt ServicelLedger that you wish to reorder this item when the quantity
falls below a minimum quantity you wish to have on hand.

Select your Preferred Vendor you wish to reorder this item from and enter the
Minimum Quantity to keep on hand at all times and the Reorder Quantity you
wish to reorder if the balance for the item falls below the minimum quantity. Click
the Save button on the item record to save the item changes.

This will now flag this item for automatic reorder when the available balance of
the item falls below the minimum quantity you wish to keep on hand at all times.
Note: The reorder quantity can be adjusted prior to creating the purchase order if
you decide to purchase more or less than your reorder quantity amount.

Irvenkory Information

[ Item Inventory W motomatic Reordsr  Preferred Yendor Key City| |Z|
[ Serialized k only be Each UoM

erlalz.e (must anly be Bach Ual) Minirurn ik 5 Reorder Qbw 10
[ Ikem Kit

Creating Purchase Orders:

Purchase Orders are defined as the purchasing contracts you send to your
vendor to purchase parts, material, equipment or labor at a specified price.
Generally, your purchase orders will list the terms of the purchase order and the
expected date you expect to receive the items purchased.
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In ServiceLedger there are several ways that purchase orders can be generated.
A few of the ways include:

e Clicking on the Create PO button from a vendor record.
e (Creating the Purchase Order from the PO List.

e Automatically generating purchase orders from the Automatic Purchase
List.

e Automatically generating purchase orders from the Work Order Purchase
List.

This section of the documentation will explore all of the different ways that
purchase orders can be created and allow you to determine what methods are
best for your organization.

Creating Purchase Orders

One of the simplest ways to create a purchase order is to open a vendor record
and click the Create PO button to create a new purchase order for that vendor.
This method automatically assigns a vendor to the purchase order saving a little
time in data entry looking up the vendor you want to create the purchase order
for.

@ Vendors = | = | =]
59 Close Window > [ create PO [ Create Gl Actions =
Vendor 101 - Status  Active E
Mame test Acct =

Tupe vendor E Termnsz et 10 E

Another option of creating a purchase order is to click on Payables | Purchase
Order from the Navigator and click the Add New Record button to create a new
purchase order. For purposes of this training guide, we will use this method to
create a purchase order.
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@ Purchase Order = =0l (5=

s 5ave & Close  [E] save [ [ | o=8print ~ Yendor Confitmed [ Printed [ Actions =
Purchase Order - Status Open [+]
Wendor | AElele] E| Class IZ|
Terms Met 10 E| Expected Date IZ| Ref, #
Details |Nu:utes | Itern Receipt Transactions | Message|
Shipping Location Wendor Information shipping Information
Ship-To  Inwventory Location |Z| ke ity Main

1564 Old Road
Lacation # Main
Denver, L& 90210 p

[ Add Item I remove | [1][¥]
o | Cuantity | Item Cost | Total Cosk | ~
Ibem # Item D L k Uak
=m em Description | Qty o Req |Rcwd|Rem |Expected |Expected  |Actual Actual
| 305 alarm|DSC Alarm a $250.00 $250,00

m

Creation Date: 11,/10/2011 Expected Cost: $250.00 Current Cost: $0.00

1. Enter the Expected Date you wish to receive the items by.

2. Select a Vendor. All vendor information will default based upon the
vendor you select.

3. Select the Ship-To location. The ship-to location can be either an
Inventory Location or Drop-To Account if you wish to have the item drop-
shipped to an account location.

4. Select the Location. The location can be either one of your inventory
locations or a specific account location.

Adding Items To The Purchase Order

Click the Add Item button to add items to the purchase order. This will open the
Purchase Order Item window where you can select the items you wish to
purchase.
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Add Purchase Order ke [#3m]
Add Purchase Order Item

Details

Item # _k Doorknobs

Description  Locking interior doorknobs

Quantity 1 UsM Ea E T. Qhy 1
Cost $35.26
Extended Cost $35.26

“whork, Order |E|

Class |E|

| Cancel " Save B Mew " Save & Close |

Select the Item # (or Part #) to be purchased.
Enter the Quantity to be purchased.
Enter the Cost.

If the purchase order should be linked to a work order in your system, you
can select the work order to link it to. This is rarely used as you should
create purchase orders from work orders instead.

5. Click the Save & New button if you have more items to purchase or Save
& Close button if you are finished.

hwnp -

A listing of all items on the purchase order will be listed allowing you to see all
items you have on the purchase order before you print and issue the purchase
order to a vendor. The listing is useful in tracking the items ordered, the items
received, balance to be received, if any, and the expected cost by unit and
extended cost.

Recording Purchase Order Notes & Messages

Purchase Order notes allow you to track miscellaneous notes on the purchase
order including any conversations you are having with the vendor about the
status of the purchase order. You can enter any notes on the purchase order.
Note: Vendor notes do not print on the purchase order.

Vendor messages allow you to record a message to the vendor. For example,
you might want to add a message on the purchase order for the vendor to call
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you for a credit card for payment. Other messages may be to have the vendor
call you if they cannot deliver by the expected date or to call if they expect any
problems with the shipment of the items. To record a vendor message, click on
the Message tab and enter the message you wish to have printed on the
purchase order.

@ Purchase Order = = | =[]
[ save & Close [ Save [ [ | ==8print - Wendor Confirmed [ Printed [ Actions =
Purchase Order - Status Open [+]
Wendor  Kew City E| Class |E|
Terms  Het 10 B2 Expected Date I~ Ref, #

| Dietails | llotes | Item Receipt Transackions | Message |

Managing Purchase Order Statuses

Purchase Order statuses allow you to track the status of the purchase order from
creation through receipt of the items. The status field will automatically adjust
during the purchasing process as follows:

[ e =]

irmed [ Printed [ Actions =

Status Izl

Skatus

Class

Ref. #

e The status will be Open when the purchase order is created but not
issued to the vendor.

e The status will change to Issued when you print the purchase order or if
you change it manually. Issued means you have issued the purchase
order but haven'’t received any items yet.

e Cancelled means you have cancelled the purchase order and it is no
longer valid. Note: If you have issued a purchase order to a vendor, it is
assumed you have notified the vendor that the purchase order is
cancelled.
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e Partial means you have received a partial shipment on the purchase order
and there are still items remaining. By default, ServiceLedger will change
the status automatically to Partial if you have received some, but not all,
purchased items.

¢ Received means you have received the full shipment of the items on the
purchase order, but haven’t received the final bill from the vendor yet for
costing purposes.

e Closed means you have received the full shipment of the items and
recorded the vendor invoice into ServiceLedger. By default, ServiceLedger
will prompt you if you want to automatically change the status to Closed
when the full shipment arrives. If you haven’t received the vendor invoice
yet, it is recommended that you select No to keep the purchase order at
Received status until you receive the vendor invoice.

Printing the Purchase Order

You can print the purchase order directly from the purchase order you created by
clicking on the Print button on the purchase order. Note: You can modify the
layout of the purchase order with a copy of Crystal Reports or you can hire
ServiceLedger to modify the purchase order for you.

If you want to print multiple purchase orders at once, you can print all unprinted
purchase orders by clicking on Batching | Inventory/Purchasing | Batch Print
Purchase Orders. This will print all purchase orders that haven’t been marked
as printed yet.

By default, ServiceLedger will change the status of the purchase order to Issued
when you print the purchase order.

Tracking Purchase Orders via the Purchase Order List View

You can quickly view all pending purchase orders with the Purchase Order List
View. The Purchase Order List View by default will display all pending
purchase orders defined as any purchase order that has a status other than
Closed. You can access the Purchase Order List View by clicking on Payables
| Purchase Orders from the Navigator.

You can search for purchase orders by PO #, Vendor # or Vendor Name.
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——
@ Purchase Order List E@

B E &= X oo 2 H Search | 4 Actions ¥
PIO # - |'v'endnr # |Vendnr Marne |Shi|:u-tu:u Terms |Ref. # |Status -
Ancther Yendar
104 101 test Main MNek 10 Qpen
105 103 Mew Yendar Main Met 10 Open
106 104 Key Ciby Main Met 10 Open

Automatically Creating Purchase Orders from the Automatic Purchasing
List

The Automatic Purchasing List is a powerful tool to allow you to automatically
generate purchase orders when an item falls below a minimum quantity or if you
have a negative quantity of any item. To use this feature for automatic reorder of
items when the item falls below a minimum quantity, you must specify the item to
be setup for automatic reorder, minimum quantity and reorder quantity when the
quantity falls below the minimum quantity. Even if you do not setup items for
automatic reorder, you can use this feature for items with a negative quantity if
the item is setup for inventory tracking.

To open the Automatic Purchasing List click on Payables | Automatic
Purchasing from the Navigator.

The list will display all items that need to be ordered based upon the minimum
quantity and reorder quantity or negative quantity. From the Automatic
Purchasing List you can specify a vendor, adjust the amount and cost of the item
to be ordered and select what items you want to purchase and what items you do
not want to purchase yet. When you have completed the task of selecting the
items to be ordered and defined a vendor and cost for the item, you can click on
the Generate Purchase Order button to generate the purchase orders for the
items.

@ Itern Order List El@
Batch Item Order Purchasing -
Bakch Actions
I Process I I Cancel ‘

® |‘u'endo. a0 |‘v'endc-r MName |Item Wurnber & |Iter Description |Reorder |Available Incoming |Cc-st |Extended | B
Appliance Appliance 10 i} i} $250,00 $2,500.00

r Dell Laptop Dell Laptop 2 0 2 $800.00 $1,600.00

™ Doorknobs Std Standard Doorknobs 5 i} i} $27.00 $135.00

r Light Fine Light pine kitchen cabi 10 0 0 $1,500.00 $15,000.00 )
I Lk Doorknobs Locking inkerior doorks 5 0 0 435,26 $176.30 |5
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You can print all generated purchase orders by clicking on Batching |
Inventory/Purchasing | Batch Print Purchase Orders to print all of the
purchase orders at once.

Automatically Creating Purchase Orders from the Work Order Purchasing
List

Like the Automatic Purchasing List, the Work Order Purchasing List is
another powerful purchasing tool that allows you to view all the items you need to
purchase for the work orders or jobs you have created that will require you to
purchase items before the jobs can be finished. All items on the Work Order
Purchasing List are linked to work orders where you have selected the item to
be purchased. This allows someone who is purchasing to view a listing of all
items to be purchased for all jobs without having to go through each individual
work orders to determine what items need to be ordered.

For an item to be added to the Work Order Purchasing List, the item must be
marked for purchasing on the work order. This ensures that you have added the
item to the work order so that the item will be invoiced and prompts purchasing
that the item needs to be ordered.

From a work order, when an item is added, click on the Add Item to PO
checkbox to add the item to the Work Order Purchasing List. This prompts
ServicelLedger that the item needs to be purchased.
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Woark Order Invoice Details @
Add Job Charge Class []

Details |Equipment | Commission | Discounts

Item ID DSC Alarm y
Description  DSC Alarm -
Qty 1.0 oM Ea [=] 7.ty 1.0
Discount [ Markup  Mone IEI DM %% 0.0%
Price £500.00 Cost £250.00
Base Price £500.00 Base Cost £250.00
Extended Price £500.00 Ext. Cost £250.00

Inventory Location

Serial #
Tech |z|
Warranty Exp 11/22/2012 Taxzhle
Attached Equiprment |Z|

[ Cancel ] ISENE B Mew l ISENE &Clnse]

Once the item has been added to the work order, it will display on the Work
Order Purchasing List.

To open the list click on Payables | Job Purchasing from the Navigator.

The Work Order Purchasing List will allow you to view all items that need to be
ordered. You can search for items that need to be purchased by Work Order #,
Account, Vendor #, Vendor Name, or Item Number. If an item does not have a
preferred vendor, you will need to specify a vendor before you can order the item
using this feature. Select the items to be purchased, specify the vendor and click
the Generate PO button to generate the purchase orders for the items.
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@ Batch Wiark Order/Job Purchasing | 3]
Batch Work Order/Job Purchasing

Batch Actions

End Date 2/23/2012 El | Preview | | Process | | Cancel |
¥ |'\'-a'0 = |Start ... * |Account |'-.-'endu:|r = |'-.-'endc:r Mame |Item Mumber |Quantit~;|Cost Extended -
1003 2/6/2003 Craven, Pam Equipment 1 £250.00 £250.00||=
[ |1003 252003 |Craven, Pam Dell Laptop 1 £800.00 £800.00
[ 1003 2/6/2003 Craven, Pam Equipment 1 £250.00 £250.00 1l
Check Al Total cost of checked Items: $0.00

You can print all generated purchase orders by clicking on Batching |
Inventory/Purchasing | Batch Print Purchase Orders to print all of the
purchase orders at once.

From the work order a user will be able to see the purchase order number with a
link to the purchase order if they need to read any notes or get a status of the
purchase order.

Note: Work orders cannot be closed if they have an open purchase order linked
to it.

RECEIVING ITEMS AGAINST A PURCHASE ORDER

When you receive items against a purchase order, open the purchase order
using the Purchase Order List View to record the receipt in ServiceLedger. Click
on the Iltem Receipt Transaction tab and click on the Receive Items / Bill
button to record the receipt and create a vendor bill.
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@ Purchase Order =107 =3 IoH| =

|4 Close Window < [ | E=8Print ¥ U b vendor Corfirmed [ Printed | Actions =
Purchase Order 107 - Status Open [+
Vendor  Another Yendor E| Class E
Terms Met 10 -] Expected Date | Ref#
Dietails | Mokes | Ikem Receipt Transactions |Message|
[ Receive Items #6ill || Receive Items Only |
Bill # Transaction # Summary Date Arnounkt Balance -~
4
Creation Date: 11,/23/2011 Expected Cost: $1,300.00 Current Cost: $0.00

By default, ServiceLedger will assume you are receiving a full shipment of the
items. You can adjust the quantity received by clicking on each line item and
adjusting the item quantity if you only received a partial shipment. Partial
shipments will automatically change the status of the purchase order to Partial
alerting you that you only received a partial shipment. You can also adjust the
cost if the cost if different than the expected cost. Click the Save & Close button
to save the item receipt and create a vendor bill.

A purchase order can have one or more item receipt transactions. Each
transaction will record the receipt of the items and adjust your inventory if the
item is marked for inventory. Note: If the item is not marked for inventory it will
not be noted in the balance of the item on your inventory logs. In the case of
each additional item receipt transaction, ServiceLedger will adjust the quantity
remaining on the purchase order accordingly assuming each time you are
receiving the full balance on the purchase order. You can adjust each additional
item receipt transaction until you have received all items on the purchase order.

If an item is serialized, you will need to record the serial number for each
serialized item before you can save the item receipt transaction. This will record
the serial number for inventory tracking purposes.
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If you adjust the cost of an item that is ordered for a specific work order, the cost
will adjust on the cost of the item on the work order to keep your job costing
numbers accurate.

@‘Jencl’orﬂiﬂ'# = e ==
Q Save & Close D Save D |’\\i| brd Actions «
Vendﬂr Bi" - Skakus Open E|
Vendor  Another Yendor |E| Ref. Mo, Class | E|

Details | pokas
Created 11/23/2011 11:22:54 Al Terms Mek 10 E|
Received 11/23/2011 [~ Due Date  12/3/2011 =
[ AddItemcharge || Delete | [T][] From 1003 | Craven, Pam
|Qt\,.n' |U|:|M |Item |Lu:ucatiu:un |Descri|:utiu:un |T. Qtleu:ust |F\mu:uunt |Seria| # |PO # | -
1 Ea Equipment Equipment 1| $250.00 $250,00 107
1 Ea Dell Laptop Main Dell Laptop 1| $800.00 $300,00 107
1 Ea Equipment Equipment 1| $250.00 $250.00 107 |
1 Hr Installation Installation lak 1 $0.00 $0.00 107 3
3 Ea Kitchen Cabinet Standardinstz 1| $0.00 $0.00 107 "
Bill Total: $1,300.00 Balance Owed: $1,300.00 Due Date: 12,/3/2011

Tracking & Paying Vendor Bills

Each item receipt transaction will create a vendor bill updating the vendor file of
how much you owe the vendor. You can get a listing of all vendor bills by clicking
on Payables | Vendor Bills.

You can search for vendor bills by Bill #, Vendor Name, Vendor # or Ref #. Click
on any bill to open the bill record.
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3 Vendor Bill List N [E=R(ESR(FX2

E = }c’\ AR = T T = ? L = Search | 4 Betions ¥
Bill # — |Vendl:|r Marmne Yendor # |Ref. Mo, |Received |Due Date |Tntal |Balance |Status -
11j1f2011 |111102011 $0.00|Cpen 1
102 kest 101 1182011  11/18/2011  $2,120075 $2,120.75 Open
103 kest 101 11/8f2011 11182011 @ 42,120075  $2,120.75 Open
104 kest 101 11/8/2011 11/18/2011 = 42,120,75  $2,120.75 Open
105 ancther Yendar 10z 11§23/2011 12/3/2011 | $1,300.00| $1,300.00 Open

m

Record 1 of 5. Showing statuses of Open.

To pay a bill, right-click on any bill from the Bill List View and select the Mark as
Paid option. This changes the status of the bill as Paid and deducts the payment
from the vendor balance.

&3 Vendor Bill List =R EoR |
B B x [ - « » m 5 & = Search #- Actions ¥

|Balance |Status

»

|Received |Due Date |Tu:|ta|
11/1f2011 |11f11/2011

Bill #

|ReF. Mo,

- |'u'endor Marne

Vendor #

40,00 [Open

102 best View Histary 11/8/2011 11/18j2011 = $2,120.75  $2,120.75 Open
103 best Mark as Paid 11/8/2011 11/18/2011 = $2,120,75  $2,120,75 Open
104 best 11 11/a{2011 |11j18/2001  $2,120.75  $2,120.75 Open
105 &nather Vendor 102 11/23/2011 |12{3/2011 | $1,300.00 $1,300.00 Open

m

Recording Vendor Credits:

Vendor RMA’s allow you to track items you are returning to your vendor for
refunds and/or credits. Vendor RMA’s work the opposite of purchase orders in
the sense that you are creating a credit purchase order where you are returning
items to the vendor. The return removes the item from your inventory and creates
a vendor credit in ServiceLedger.
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Creating a Vendor Credits:

Click on Payables | Vendor Credits from the Navigator and click the Add New
Record button to create a Vendor Credit.

Since the Vendor Credit is the same as the Vendor Bill, the logic is the same in
terms of creating the Vendor Credit. Enter the same information as you would on
a purchase order except that you are entering the item you are returning to the
vendor. If your vendor is supplying you with a Vendor Credit #, you will need to
enter the Vendor Credit # in the Ref. No. field.
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