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INTRODUCTION

This costing guide will cover the basics of FM3's accounting functionality, including Job Costing, creating
an Invoice, adding a Purchase Invoice, generating Bulk Invoices and editing an invoice. The Sigma
Support Team are here to advise further.

Checks

Before raising an invoice, it might be worth completing some checks to minimise the risk of problems
down the line.

Account Numbers

Ensure account codes (Sales A/ C No) are in the address entries needed for this invoice (Database >
Address Editor > Search and select the code > Accounts).

. [ Dashboard Address Editor
AY FM3 | GuideFM3 - x3.9481 - [Dashboard ‘ [
— Stark Enterprise
.ﬂ File Edit View HEP‘-"’“ Database ! Listing I.f-‘«ddrenl Contact I Accnunt&l T_I,Jpexl Motes I Attachi
. . Search For Searchin Syz
- Container View
D E" ? IS ICu:umpanyName ;I Iﬁ
Address Editor f
| D DashH Code Compary Mame Address]
i Airlines k STARK Stark Enterprise 20 Queen Street
_ SWhANC Swann Customsz 184 South Street
Database > Address Editor

Address Editor > Listing View (Accounts Tab

Highlighted)
Stark Enterprise
Lizting I Address I Contacts  Accounts | Types I Motes I Attachrments I Search I Sales I Extra Info I T ask=z/Hiztom

Date Account opened Credit Limit Balance
|/ a3l | |
Salez A/C Mo Purchase A/C Mo Wat Mo "at Ext. EQRI
|9876543 |ga7e543 | |
Deferment Defer WAT Acct Representation Type Terms

Invoice Frequency Charge Cumency IGBF‘ LI IUNITED KIMGDOM LI

Per job )| inveice Curency |GeP  ~| [UNITED KINGDOM |
[T Has Own Batch
[ OnHald

Address Editor > Accounts Tab
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Stark Enterprise

Invoice Frequency [Bulk Invoice Only] i | Ades | G | Aees

When creating a Bulk Invoice across multiple jobs, “Invoice Frequency”

Date Account opened Credit
will determine how many invoices are created. R = |
For example, if the Invoice Frequency is set to “Per Job", this will create Sales &/C Mo Purch.
individual invoices for each job within the selected charges. However, if |9876543 |67
“Daily”, “Weekly”, “Monthly” or “Quarterly” are selected, these will Deferment Defer VAT Acct
group the invoices by the chosen period (Day/ Week/ Month/ Quarter). | |
If “Consolidated” is selected, you can keep entering charges and raising Invaice Fraquency Chare

them into the same invoice. That is to say, the first job you enter

. . . . [nvoi

charges for will result in invoice “X". If you enter charges into another Y
job for that client and raise them, they will be placed onto the same
invoice, not a new one. You can keep doing this until the invoice is
“printed” or the batch it belongs to is closed. This frequency allows you Consolidated
to control charges for a customer to issue the invoice when you feel
appropriate, or should none of the time interval related frequencies Address Editor > Accounts
listed above apply. Tab
Rate of Exchange
Check the ROE (Rate of Exchange) through Database > Currency. Search the currency code, click the
‘Details’ tab, check if there is a line in the grid and add one if there is not (May require approval/
permission from a manager).

A¥ M3 | GuideFM3 - x3.9421 - [Dashboart Listirig l Dietailz ]

A¥ File Edit View Reports | Database Search For Search In

O - = Container View | ||:|:||:|E ﬂ

Address Editor
(1 Dashk Airlines Code |Name |S_I,Im|:u:u| |BankEDde |

m Charge Codes MEUR  EURD £ EUR

Consolidation View
Currency > Search For [Details Tab Highlighted]

S Customs Offices

Database > Currency

Listing Dietals l Listing Details ]
Code Name Symbol Bank Account Code Mame Symbal Bank Account
ELR [EuRD B [Eur - EUR [euRD B |EUR =l
Exchange Rates Exchange Rates
Include Riate Types [HOME | since [orm2ems -+ Inchude Fiate Types [HOME x| Sinee [07n2/2024
| [From Type [ToCulSales ROE [Purchase ROE[Valid From walid To [ [From Type [To CurfSales ROE_|Furchase ROE [Valid From yalid To B
| b[FOME — EUR 125 1.25 01/02/2024
I I
Currency > Details Tab [ROE Grid Highlighted] Currency > Details Tab [ROE Line]
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JOB COSTING

Within every job, there is a ‘Costing’ page. This page will contain financial information relating to the
chosen job, ranging from Sales Lines and Invoices to Accruals and Purchase Invoices.

Document Status

Click the ‘Document Status' then ‘Costing’ entry in
the listing.

[] Dashboard | [ Al00DDDG

Document Reference
AIO00006
osting AIDDODO&

AddressCode

[ Add Mew Dacument

i Print Documen

(1S Document Status

i Enter Charges
B iew Emails

Job > Document Status

Costing Page

The page is split into 3 sections: ‘Sales’, ‘Accruals’
and ‘Actuals’.

'Sales' charge lines are the ones you expect to
charge your client for the job, so you will raise
these into “Invoices” or “Credit Notes” (or even
“Duty/VAT invoices” and credit notes if you want
to generate them).

'Accruals’ are the costs you expect to be charged
by your suppliers for work relating to this job.
These will eventually be converted into “actuals”
when you receive an invoice from your supplier
(which you would enter via the “Purchase
approval” function discussed later on).

Side Menu

The ‘Enter Charges' button also brings you to the
Costing page.

[] Dashboard || [ AIDDDDOE

Document Reference AddressCode
Impart Job ATID0000&

Costing AIDDO0DE

[ &dd Mew Dacument
@ Print Docurment

Job > Enter Charges Button

Charges | Intemal Charges | All Transactions | Tatals |

ER T A O WA B Auto Charge | Stacked View Batch | Unbatch | Raise Line | Raise Al |
Clent___[Invho ChgCode ChgDesc [invoice Date [aty _|UnitFiice | ChgAmount |ChgCur]ChaROE

b

Accruals = £0.00 Approve
Supplier | ChgCode |ChgDese Invoice Date [Qty _ [UnitPrice | ChgAmount | ChgCun|HomeROE_|HomeAmoun

Actuals = £0.00

Supplier Irvhlo ChaCode | ChgDesc Invoice Date Oty UnitPrice

| currency Sales Est Sales Accruals Est Costs EstProfit|  Actual Cost | _Actual Profit
| HOME 0.00 0.00 0.00 0.00 a.00 a0 000

Job Costing

Entering charges into either grid involves the same process - at the bare minimum, you should enter an
address code, a charge code, and an amount to be charged, for each charge line. You can optionally
enter more details, such as currencies to charge and invoice, but you don't need to if you don't have to.
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Field
ChgCurr
ChgROE
InvCurr
InvAmount
HomeROE
HomeAmount
HomeCurr
Charge Notes
Type
VatCode

VAT
CreatedBy

Created

Batching

The ‘Batch’/'Unbatch’
buttons are within the
Sales section of the Costing

Description

This is the currency you are charging in

The ROE between the Charge currency and the Invoice Currency (below)
The currency you wish to invoice this charge out as

The amount that will be shown on the invoice

The ROE from the Charge Currency to the Home Currency

The charge amount is converted to your home currency, and shown here
The home currency code

Any other details you wish to enter for the charge line - limit of 255 characters
Determines whether you are raising an Invoice or a Credit note

How much VAT is to be charged for this line, depends upon this code
The amount of VAT, determined by the Home amount and the VAT Code
The login name of the user who entered this charge line

When this charge line was entered

I Auto Charge |IF Stacked View! Batch |Llnl:uat|:h | Raise Line | Raise Al |
|Invaice Date |Gty | UriFrice-yCrigemonne| ChaCurr| ChaROE |

page. These buttons are
used to ‘batch’ a Sales line

and mark them as ready
to raise. When creating
invoices, this difference will

that only batched/ready

Job Costing > Batch Buttons

Charges llntemal Charges] All Transactions] Totals ]

Sales = £0.00 (Chg: 0.00) (Inv: 0.00) Auto Charge | ¥ Stacked View  Batch | Unbatch | Raise Line | Raise Al

come in ha ndy to ensure m[ﬁlient ||n\-'N0 |Eth0de |Cthesc |Inv0ice Date |Qty |UnitF'ric:e |Ehgﬁ.m0unt |Ethun|EthDE
StwAMC 100 Airfreight 1312/23 0.00 0.00 GEP 1
NABOOD ALLIN COOR TO ARRIVAL 113412423 0.00 0.00 GEP i

lines are raised. Batched
lines will be highlighted in

light purple.

Job Costing > Charge Lines
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SALES INVOICE

Sales Invoices can be generated from within the Sales section on the Job Costing page. All invoices
created within FM3 are accessible, to view or print, from Sales View.

Sales in Job Costing

You can raise lines directly into invoices within the Sales grid with the ‘Raise Line’ buttons.

Charges | Intemal Charges | AllTransastions | Tetals |

Sales = £59.00 (Chg: 59.00) (Inv: 59.00) Auto Charge |V Stacked View  Batch | Unbatch | Raise Line | Raise Al |
7| Client Irwo ChaCods ChaDesc Inveice Date |Gty |UnitPrice [ChaAmount |ChaCur| ChaRDE | ChaROEInvert [invCun [Invamount |HomeROE _|Hamesmourt| HomeCurr| Charge Motes [Type [vatCode [vaT |CreatedBy|Created
fDEEAT INSURENC _ Insurance 11707724 000 5900 53,00 GBF 1.00 1,00 GEF 53,00 1.00 53.00 GEF InvoiceZ 0.00 ADMIN__| 11707720,

Job Costing > Sales Section

Add Charge Lines

Within the ‘Charges’ tab in Job Costing, add a charge line by selecting one of the field boxes (either
Client or ChgCode would be a good place to start). You can't interact with the InvNo box as this will be
automatically filled in once the line has been raised or with ‘ChgDesc’ which will be filled in once a
ChgCode (Charge Code) has been selected. Invoice Date will auto-fill to the date the line is created,
however, it can be edited if needed. ChgAmount is the charge amount of the line, this can be entered
into the field or calculated by filling out the Quantity (Qty) and UnitPrice fields. Rate of Exchange (ROE)
fields, such as ChgROE and HomeROE, will dynamically change depending on the Currency chosen
(ChgCurr, InvCurr and HomeCurr). The ChargeNotes field is where you can note any additional
information related to this charge line. Invoice Type notes if this line is an ‘Invoice’ or a ‘Credit Note', this
should be a dropdown for you to choose from. VatCode will also need to be added, the VAT field will
then be calculated and populated with the monetary amount depending on the code chosen (e.g. if the
code Z' is chosen, this usually means the VAT will be 0% and therefore £0, whereas, 'S20" usually means
the VAT is at 20% so if the charge line is £100 then the vat would be £20).

The tab button on your keyboard can be used to move from one box to the next and to save a line, tab
to the next line, either press down | then up t on your keyboard or click the small tick in the top
toolbar.

Raise Lines to create an Invoice

Depending on how many lines need to be raised
at one time, to one invoice, you can select ‘Raise

s, . . . P suto Charge | Stacked View  Batch | UnbatcH] | Raise Line | Raise Al |
Line’ which will batch then raise the selected line unt|HomeCurr|Charge Motes |T_I,J|:-e |\-"atCode |V.~‘-‘«T |,reate-:lu_l,l|l,reah'3cl [
or ‘Raise All' which batches and raises all lines ™" A Tom e e
into a single invoice.

Job Costing > Raise Line Buttons
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Using either of these
buttons will open the
‘Invoice Generation
Wizard'. Since this was
opened within Job Costing,
the Job Number will be set
and made Read Only.
‘Batch Assignment’ will
determine which batch this
invoice sits in, ready for
transmission to your
accounts package (if
configured). Unless
amended manually, Tax
Point Date’ will
automatically be set to the
current date. Finally, select
‘Next’ to move on to the
next page.

4

B Invoice Generation Wizard = O x
N . a
Carifig ] Utilitizz ] About ] =
i
7 | Generation mode Help ¢
3l which charges do pou wizh to generate into invoices? 1
Charges to generate: Charge Search options 3
£ Job Number Search Date: | [rate [cha) ﬂ
¢ A zingle file reference 41000005
' [ Afrer [~ Before

e

[v Batched charges only

[ Process recurring charges

From Any Date
515000002 ~| To Ang Date
|
GEPtoGEP  ChgROE: | 0 Reverse: |
< Back |

EBatch azsignment

(" Mew Batch
{* Automatic batching
" Add to existing batch

Tax point date

15/07/2024 hd

[ate Restrictions:

[14/07/204 |
[~ Charged by user

[15/07/2024 |
[~ Charged by group

[50MIN | |aDmiN =]
[~ Conzignment Type [ Office Code

|{n0t givent J | {hot given) J
[ Invaice Frequency [ Dept Code

| J |{n0t aivent J
™ Charge Curency [ Irwoice Currency
|GEP | [=EP =]

[~ Dont filker on curency codes [roe update only]

=T

Newt > |

l
Cancel 2

Job Costing > Raise Line > Invoice Generation Wizard

The following page requires you to select the lines you want to turn into an invoice. Click the '+' on the
left-hand side to expand the line options.

| wizard | Config | Utities | About |

|| Invoices to generate

i Tick the boxes for the itemns that you want to generate.

Help

| De | Address

| File Rt

Homedmourt W at

+ I— Irwaice

0.00 0.00

< Back | Mext > |

Cancel

Job Costing > Raise Line > Invoice Generation Wizard [Expand Lines]
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|| In¥oices to generate Help . .
i Tick the boxes for the items that you want to generate. Dependlng on which
| TEEe Address | File Ref | HomeAmc-untl \-fat| Iy D ate button yOU seIeCted: the
I Inveice 0.00 0.00 v lines batched and raised
[ DCBAT Al00000G 59.00 [GBP) 0.00 16407424 . .
will be combined to be one
Job Costing > Raise Line > Invoice Gen Wizard [Line Unticked] invoice. In this example,
| ‘Raise Line’ has raised the
Invoices to generate Help . .
|| Tick the boxes for the items that you wartt to generate. Slngle line as £59 whereas
'L Type | Addiess | File A ef | HomeAmogntl \-"at| |t D ate ‘Raise A"' haS Combined
| 0= Invoice 102.00 0.00 nfa the lines of £59' £27 and
[v  DCBAT Al000006 102,00 [GEF) 0.00 16/07/24 . .
£16 to make an invoice of

Job Costing > Raise All > Invoice Gen Wizard [Line Ticked]

£102. You will need to tick
which lines you'd like to
raise before moving to the
next page.

A summary of your selection will allow you to check the information chosen before finally generating

the invoice with the ‘Generation’ button to the right.

]

[ B3 Invoice Generation Wiard
Wizard | Config | Utiles | About |

|| Summary totals Help

1| Confirm the summary totals for your selections, then click on the Generate buttan,

Tax point date: Tuesday 16 July 2024

Summary totals of tems that will bs generated

Type Harne Arnount YT Amountl Caunt | I Generate | I
Invaice 55.00 0.00 1
Towk Ei T [ e

been generated. Click on
the GEMERATE button ta
start the process. Once

complete a summary of the |
imvoices created wil be: |
displayed |

< Back Cancel

Wizard | Config | Uiies | About |

Summary totals Help
Corfirm the summary totals for pour selections, then click on the Generate button
Tax point date: Tuesday 16 July 2024
Summary totals of tems that - = ]
Type . nerate
Invoice 4% Are you sure that you want te generate the invoices?
Ttk [ 7 ] es have not pet
e wated. Click on
RATE button to
N ocess. Once
= s summary of the
teated will be
displayed
< Back Cancel

Job Costing > Invoice Gen Wizard [Generate
Invoice Button Highlighted]

Job Costing > Invoice Gen Wizard [Confirm
Invoice Generation Highlighted]
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B Invoice Generation Wizard = O *

Now that the invoice has
been created, you will be

l Invoice generation results

given its Invoice number W = Brocessnnltme: |
il s . . | B Invaice 1] 00:00:00.437

\é“thln th.e In;OICT y INVODD015 Total to process: 1 |
eneration Results’ page. | Total croatod: ;

From here, you can close | [Utallfailed; L

the window and continue Batches created: 0

WOrking on the jOb, oryou Message count: 0

can hit ‘Print Now’ which
will take you to ‘Sales : |
View' (see below for more

details) to print. 56 Prirt Now |

Job Costing > Inv Gen Wizard

Sales View

You can search and view all AY File Edit View Reports Database Customs | Accounts Systern Window Help

L - . . . - . Utiliti » —
invoices within FM3 via the D-&F-H- |- X | = Fe oo | i | i
, . , ) D T Bank Account

Sales View'. To access this, ashboar Oiiick b Gostnmg

select the ‘Accounts’ menu

in the top toolbar, move to 5age ’
the ‘Sales’ sub-menu and Sl le

then ‘Sales View'. View Start Page L=
Job Status Events

e E o L

Accounts Menu > Sales Sub-Menu > Sales View

b

[ Dashboard | [ Sales View

Search For Search In Type D ate From Date To Search Date Order By
? : :
il [Ma =1 x| [ia0marz024 | 900772024 v | [Date | ue x| jasc +|
Listing | Irwoice Details |
Type Address Code | Client Mame Invoice Mumber Batch Amaunt Cur [ROE VAT [Hof AT [Inv] | Total AccountH FirstJobR ef
Maboa L 3 Y0000 4 24 024 0.00 2 549 REQOOCO1 &
l Invoice DCBAT ‘Wayne Enterprises LTD IMNW000015 515000002 53.00 GBF  1.00 0.00 0.00 53.00 DCBAT Al00000B
Sales View

Fields across the top are available to search, most are self-explanatory, but ‘Search For’' and ‘Search In’
depend on one another. ‘Search In’ will allow you to select a range of fields to use within your search.
You will then need to type the specific data in the ‘Search For’ field, for example, to look up a certain
invoice number you would need to select “No” in ‘Search In’ and type the number (i.e. INVO00014) in
‘Search For'.
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; Search For Search In Type Date From Date To
"] INvoDoo14 - No || |
Listing l [revoice Details]
Type |.-’-'-.u:|-:|ress Code |Elient M ame |Imﬂ:|i|:e Hurnber |Bat|:h |Date
b [l revice NABOO Maboo Logistics INWO0007 4 SLS00000z2 24/04

Sales View > Search [INVO00014]

Additionally, you can specify which dates you are looking for with the ‘Search Date’ dropdown. This will
set the type of date whereas the ‘Date From’ and ‘Date To’ date pickers select the dates to search on.

Search For Search In Tupe Date From Date To Search Date
" pre Fo
11 No ~| | | [¥izomare02s - [T907/2024 -] [Date iL
o Created g
Listing l [hvnice Details]
Daybook, =
Type |.-'-‘-.|:||:Iress Code |Elient K E= |Ir'|'w:|i|:e M urnber |Batu:h |Date Macu}l;liflijeud I
B Invnice MHABOO Maboo Lodgistics R 00007 4 SLSO00002 24404 F'as:sed F
Invoice DCBAT Wapne Enterprizes LTD [MAO00075 SLS000002 1607 E?irr:tuedd F
Tranzfer
Sales View > Search [Date Dropdown]
Sales View also allows you to view the details of Search For Search In

7
each invoice via the togglable tabs; ‘Listing’ and |

‘Invoice Details'. ‘Listing’ displays all invoices

that meet the search criteria, if there are no _ .
L . . . | | Type |Address Lode |Ellent Ma

criteria it will show all invoices in the system. Hlnwice NABDD Naboo Lt

[Mo =]

Lizting l Ireenice Details]

‘Invoice Details’ expands on the chosen invoice lrvoice  DCEAT ‘Wayne E

to show more detailed information, such as the . o
invoice lines. Sales View [Tabs Highlighted]

[ Dashboard || [ Sales View

Search For Search In Type Date From Date To Search Date Order By

A\ =

] [No | ~| [P mzneoes -] [ s072024 +| [Date | [Mo | |ase ~]

Listing I Invoice Detais |
|Type ‘Addrass Code| Client Narme |Invoice Mumber ‘Eatch |Date |Amnunt |Cur |F|DE |VAT [Ho\|\u"AT [Ire]) |TDtaI |Accounl# FirstJabFief Cre,

P |Invaice MNABOO Naboa Logistics INV000009 SL5000002 3170372024 15.00 GEP  1.00 0.00 0. 15.00 3216549 RTO0001 ADh
Irvaice DCBAT ‘wayne Enterprises LTD INVO00010 SL5000002 1770472024 500.00 GBP | 1.00 0.00 0.00 500.00 DCBAT RI000001 A0
Irrvoice MNaB00 Maboo Logistics INV000011 SL5000002  23/02/2024 59.00 GEP = 1.00 0.00 0.00 59.00 3216543 REOOOO16 A0
Irrvoice MNaB00 Maboo Logistics INV000014 SL5000002  24/04/2024 112.00 GBP | 1.00 0.00 0.00 112.00 3216549 REOOOO16 A0
Ireoice DCBAT ‘wayne Enterprises LTD INV000M S SL5000002  16407/2024 59.00 GEP = 1.00 0.00 0.00 53.00 DCBAT A/ 000006 A0

Sales View > [Listing Tab]
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[ Dashboard || [} Sales View

Search For Search In Type D ate From Date To Search Date Order By
?
|| [Mo || | [P ovazranas | 5072024 | |Date =] Mo ~| Jast |
Ligting Invoice Details ]

Summary informatior Client details

Tupe Code: MABOD

Number Maboo Logistics

Batch 197 Wookie Shieet

Space Tatooine 5w 399

Irvvoice Amount: UNITED EINGDOM

Home Amaunt; TEL: 01393071620

Eviro Amount: Fasge:

Invoice l Home | Euro | Charge |

ChgCode ChgDesc Armount Currency “atCode “at Tatal FileRef

123 ExaMPLE 3200 GBP z n.oo 32.00 REOOOO1R

109 LOCAL CHARGES AT ORIGIN 15.00 | GEP z n.oo 15.00 RFOOO2-23

109 LOCAL CHARGES AT ORIGIN £5.00|GEP z n.oo 55.00 RFOOOT-23

Irwice Armaunt VAT Amaunt Tatal Amount Irvoice Currency

Sales View > [Invoice Details Tab]
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PURCHASE INVOICE

Before a Purchase Invoice can be added to FM3, first, it will need to be added, against the correct job,
as an accrual line. These accruals will be raised and an estimate left in its place (only visible in the ‘All
Transactions' tab of Costing).

Accruals in Job Costing

(Also known as Quick Approval)

Accruals can be approved straight from the Job Costing page using the ‘Approve’ button. Ensure you
select the Accrual line you want to approve before clicking the button.

| sepmove
| Supplier ChgCode [ChgDesc Inwaice Date |Gty UnitPrice Chgtmount | ChgCurr|HomeROE  |Homedmount| Tupe

AS 100 Adrfreight 134112/23 0.00 GEF 1.00 0.00 Accrual

SwiaklC 100 Airfreight 134112/23 0.00 0.00 GEF 1.00 0.00 Accrual

Job Costing > Accruals Section

‘Costing - Quick Approval’
should then appear and

| Costing - Quick Approva s
reqUIre some InpUt' FIrSt’ It ' Supplier Code Invoice Mumber Invoice Date Invoice Currency  Type
will need the invoice lsuianc [ [sop42¢ | Jeee ] [acerual El
number, date, currency, Charges to be Approved:
Supplier | ChaC... | Description | Chg Amount | Chg Currency | Home Amount | VATCode | VAT |
and type. These can all be Clsw... 10 Arfreght 000 Gep 0.00 2 0.00

added through various text | |
boxes or dropdowns along E
the top of this pop-up
window.

Secondly, the charges
related to this invoice will

need to be selected Total Value: 0.00 GBP Cancel
Job Costing > Quick Approval

If multiple accruals are

present, all will be listed, as | Costne Qudddpprare :
! Supplier Code Invoice Mumber Invoice Date Invoice Currency  Type
long as the?{ are from the [swanc [mw78342 |30/04/2024 | |eer =] Jacoral |
same Supp 1er. Charges to be Approved:
. . Supplier | ChaC... | Description | Chg Amount | Chg Currency | Home Amount | VATCode | VAT |
Click ‘Next’ to continue. Msw... 100 Airfreight 0.00 GBP 0.00 z 0.00

Job Costing > Quick Approval

To approve accruals from another supplier, continue with this approval and select the other line
when back on the Costing page.

13/30



Costing User Guide

Before finally approving
the Purchase Invoice, FM3
will display a summary for
you to check over the
information.

This is also where you can
select which transfer
batch this Purchase
Invoice should be in.

To finalise and approve
the Purchase Invoice, hit
the ‘Finish’ button.

Lastly, a pop-up will display
the Folio and Batch
number for your
reference.

i'Cc-st"‘g - Quick Approval

Invoice Summary

atch Select
Supplier Code: ISW—MC I("' Add to a new batch
PURDO0004

Invoice Number:

LT {* Add to an existing batch
| Invoice Currency: IGBP IPURDDDDDZ j
Batch Detail
Charge Amount: 0.00
Total VAT: 0.00 Items in batch: 2
Date Created :  30/01/2023 09:38:56
Total Value: 0.00 Created by : ADMIN

Home Amount: 150

< Back |

Job Costing > Quick Approval

[ Costing - Quick Approval

Invoice Summary

= =

atch Select
Supplier Code: SWANC I("' Add to a new batch
PURDOO004
Invoice Number: INV7S342 - ’
| Information bd

Invoice Currency: IGBP 3

@ Invoice has been appproved.
Folio : FOLOODDO7

k. 4

Charge Amount: 0.00 Batch : PURDDOD02
Total VAT: 0.00
309:3%:56
Total Value: 0.00

|| Home Amount: 150

< Back |

Job Costing > Quick Approval

Going back to the job, the line we have just approved will now show as an 'Actual’.

Cancel

Finish I
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[ AE00D012

Charges | Internal Ehargesl All Transactionsl Tatals I

Sales = £0.00 (Chg: 0.00) (Inv: 0.00) Auto Charge |[W Stacked View  Batch | Unbatch | Raise Line | Raise Al |
% Clignt Inwbao ChgCode ChoDesc Invoice D ate |Dt_l,l IUnitPlice IEthmount ICthun ChgROE IEthDEInvert |
p|SWANC 100 Airfreight 13412/23 0.00 0.00 GEP 1.00 1.00
arnent |_[NaBDO ALL IN DOOR TO ARRMNAL 113412423 0.00 0.00 GEP 1.00 1.00
t
us
als 0. 00 ove
Supplier ChgCode |ChgDesc Irevoice Date |Gty UnitFrice Chgémount {ChgCurr|HomeROE  |Homedmount| Type Charge
& plasS 100 Airfreight 13M2/23 0.00 GEP 1.00 0.00 Accrual
hiks I~
o012
Supplier InvMa ChgCode [ChgDesc Irveaice D ate Lty UritPrice Chg&mount | ChgCurr
| p[SwANC
Currency Sales Est Sales Accruals Est Costs Est Profit Actual Cost | Actual Profit
)% ()| | HOME 0.00 0.00 0.00 0.00 0.00 0.00 0.00
MIN |Chedcing for internal messages @ 16:30:00 |03I05f2024 10:36: |B: 130220230928 7

Job Costing > Actuals & Actuals Sections

The ‘Accrual’ has now been converted into an Estimate and is only visible within the ‘All Transactions’

tab.

d | D1 Sales View | [ AE0ODO12
3

<

s
R

Tocument

Tent

Chargesl Intemal Charges Al Transactions |Tntals|

AddiessCode ||nan IEthnda IEthesc IEthmt IEthun'HnmeAmt IHnmeEurrI Type Created EreatedB_uI Link. IFlecnrde I
SwiANC 100 Airfreight 0.00 GEP 0.00/GEP Invoice 13412/202312:19:48  ADMIN 10251.00
s 100 Airfreight 0.00 GEP 0.00/GEP Acoual 13412/202312:19:48  ADMIN 10251.000  10252.00
" |maE0D ALLIN DOOR TO ARRIMAL 0.00 GEP 0.00/GEP Invvoice 13412/20231219:49  ADMIN 10253.00

s ooEP | 0mGEr Puche
B
=

Currency Sales I Est Sales I Accruals I Est Costs I Est Proﬁtl Actual CostI Actual Profit |
%] % [2)| | HOME 0.00 0.00 0.00 0.00 000 0.00 0.00

Job Costing > All Transactions Tab

Purchase Invoice View

Another way to approve Purchase Invoices is through the ‘Purchase Invoice View'.
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To access this view, open
the ‘Accounts’ menu,
follow through to the
‘Purchase’ subfolder and
select ‘Purchase Invoices’.

All Purchase Invoices
stored within FM3 will be
displayed on this page.

A FM3 | GuideFM3 - x3.9494 - [Dashboard]
&Y File Edit View Reports Database | Accounts System Window Help

- = - @ - Litilities o A 4 =
Bank Account
[ Dashboard Quick Job Costing
Sage 3 Actuals
Sales 2 Purchase Invoices * I
'|,.-:-.,|| | Internal Costs

View Start Page

Accounts Menu > Purchase > Purchase Invoices

Search options are available on the Listing page and only invoices which match the full criteria will

show.

[ Dashboard || [} Purchase Invoices

Listing l Invoice ]

Type Search Far Search In Date From Date Ta Filter In Office Code Sort By
I =l Mo =l | =l =) |No = fasc +]
Type AddreszCode  Invoicelt Batcht D ate Balance Amount Currency Tax Total ROE
b Purchase Irvoice  SWwiaNC INW7FE342 FURDOOO02 30/04,/2024 00:0 0.00 0.00 GEP 0.00 1.0
= Count: Home Amant
New |nvoice 1 0 |

Purchase Invoices > Search & New Invoice

From the main ‘Purchase Invoice View' page, you can create a new Purchase Invoice. Click ‘New
Invoice’ to open the generation wizard.

New Purchase Invoice

Using this process of Purchase Invoice generation; you can create a Purchase Invoice from scratch.
After selecting ‘New Invoice’ on the ‘Purchase Invoices’ page, a ‘Purchase Approval’ Wizard will
appear (as seen below). The 3 main areas, which we will look into, are ‘Header’, ‘Charges’ and ‘Partial
Aprroval’. The ‘Header' holds top level information about the invoice, such as Invoice ‘Amount’,
'Date' and ‘Invoice From' (Who the invoice is from/ the supplier).

16/30



Costing User Guide

Header

Enter the details that define the invoice, essentially, wha its from and the amount the invoice iz for.

! lnwvoice From  Type

Irvoice Mumber Date Currency ROE

|F‘urchase|nvoice - |

22/07/2024  ~ | [gep .| | 1.00

Motes

Invaice Amount

WAT Code
Taw | z -l
Invoice Total opo  GEP

Home Armournt 000 |GEP

Home YAT 0oo  GEP

Balance Remaining ’7000

< Back

Mext > | Cancel |

Purchase Invoices > [New Invoice] > Purchase Approval > Header

Invoice From

This field has an address
picker which will allow you
to select who the invoice is
from (the supplier), out of
the addresses listed in
FM3. When looking for an
address, you can use the
‘Code’, Company ‘Name’
and ‘Country’ to search,
however, be default only
Addresses marked as
‘Supplier’ will appear due
to the 'Show only
Supplier’ box being ticked.
If the address you are after
does not show, try
unticking this. If you still
can't find the address code
for this invoice, you can
use the ‘New’ button to
add another address
straight to FM3 Addresses.

When an address is
selected, the fill

— | Edit Mew 4 < [ Bl

Header
Enter the detalls that define the invoice, essentially, who its from and the amount the invaoice is for

7 Invoice From

; Code Mame Country ~ Showtop  Order By. ¥ Descending [ Show only Supplier
| ‘ |3UU f_A] |FIEQUE"C}' of uss j W Show only Active 1
Listing | Detail |
Code Company Name Telephone Address] Town Sales A/C#  Purchase 2
CUPFE Cupbaoard Glabal 02001111697 4 Privet Diive Little ‘whinging 02589632 03698523
STARK Stak Enterprize 02008050258 20 Queen Strest Queens 9876543 927ER43
SwianC Swann Customs 02008120335 184 South Street Forks 59595953 59595959
FTLTD Fellowship Transport LTI0123456789 12 Shire Retail Park tiddle E arth 1012200 29071354
GTSTA Staik. Shipping 01517042011 73 Winterfel The Morth STARKS STARKS

i TARDI Tardis Transport 01223111963 Powell Estate City of London  TARDIS TARDIS
otes

< Back | — b

Purchase Invoices > [New Invoice] > Purchase Approval > Header
['Invoice From' Picker]
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Invoice From  Type Invoice Mumber

information will be pulled
p CUPPB J |F'urchase Invaice ﬂ |

through and shown in the
grey box below the
‘Invoice From’ field.

Cupboard Global

4 Frivet Drive

L HP2 00

Sales &/C: 02589632 - Purch AJC: 03698523
TEL: 02001111697 -~ FAX:

Contact:

Maotes

Purchase Invoices > [New Invoice] > Purchase Approval > Header [Filled
In ‘Invoice From’]

Type
Options as to what kind of invoice this is are stored within the ‘Type’ dropdown.

[rwoice Murmber

Invoice From  Tepe

ICUPPE -]

‘Purchase Credit' and ‘Purchase Invoice’ are
the same as those within Costings. ‘Purchase

Invoices’ are costs to you, from your suppliers
and ‘Purchase Credits’ are credits issued to you
by suppliers. However, ‘Self Bill’ refers to a

Cupboard Glob .
4 Privet Drive

(B imialalak}

Purchase Invoices > [New Invoice] > Purchase

Self Bil

method of invoicing in which the customer (in Approval > Header [Type Dropdown]
this case, you) would prepare the invoice and
send it with payment before the supplier sends

the invoice.

Invoice Number and Date
Additional fields are ‘Invoice Number’ and ‘Date’. ‘Invoice Number’ refers to the unique number
given to the invoice and ‘Date’ is the date of/on the invoice.

Type [rivoice Mumber Date
22/07/2024 |

[veaice From
CUPFE ==

Purchaze [nvoice
Purchase Invoices > [New Invoice] > Purchase Approval > Header [Invoice Number And Date]

Monetary fields

The right side of the ‘Purchase Approval’ pop-up allows you to input the monetary details of this
invoice. Only a few fields are required within this section, as the rest will be calculated or pulled in.
‘Currency’ can be selected within the picker, options will be brought in from the ‘Database’ >
‘Currency’ page. Once a ‘Currency’ is chosen, the ROE will be brought through and changed depending
on each currency’s configuration. ‘Invoice Amount’ is the value of the invoice. To add VAT, you can
select a VAT Code with the dropdown and the VAT will be calculated for you.
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te Currency ROE

WO07/2024 GEP -] |
| voice Amount

WaT Code

T | z -
Irvoice Total ooo GEP

Home Arnount | 0.00 ||3|3|:-

Home Y&T 000 GEP
Balance R emaining 000

1.00

Purchase Invoices > [New Invoice] > Purchase
Approval > Header [Empty]

Assign Accruals

= Currency ROE

Mn7/20ze | GBP -] |
Imwaoice Amaunt 55.00

YAT Code
Tax | 11.00 |20

[rwaice Tatal EE.00
Home Amaount BR.00 BE

Home VAT | 11.00 GEP

B alance Remaining BR.00

Purchase Invoices > [New Invoice] > Purchase
Approval > Header [Filled In]

1.00

Once the header information is complete, select ‘Next’. The next page will allow you to search for and
select the corresponding charges, for this invoice, from the jobs or add ones if they have not been

created yet.

Charges
Ll itabat o piclketilla bt aault o bl G ek i i el b A gkt il
FileRef |ChgCode  [ChoDesc  |Date | Chgtmaunt | Curr | ROE  [amt Co
| 21000006 INSURANC Insurance 2207 /2024 16 35.00 GEP 1.0000 35.00 GE
I< <4 B Bl + = a v X
Total Home Amount [ otal Vat
Search Irrates Assigned Irvnice Bzzigned Balance | ZLLL
55.00 GEF 11.00 GEP
< Back 5500 GEP Jon 1o gep P00 Next > | Cancel

Purchase Approval > Charges
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To find the charges, click ‘Search’ and use the fields to create a search criteria. The ‘Supplier Code’ will
be auto-filled with the address code from the Invoice header section of this Purchase Invoice creation.

Charge=
Uge "'
FileFis C
.&:EEIE Accrual Search Options %
L Enter the zearch critenia ta find accruals to be azsigned to the current purchase invoice 3
FileR ef Supplier Code Charge Code Created By
| |EUPPE :Lj | :;j |{anyune} _:J
Ha B b 2B Accrual Tepe
| | | |.-'1'~c:|:rua| j
Bill of lading Container Mo Trailer Mo
Tranzaction D ate Order By
FileRef -
I .4
[ Search ghraight away Mext » | Cancel ‘

Nianns ST T ek E TR (S g I - e 0.00

Sea
| 55.00 H 11.00 GEP
< Back 5. 00 550 11.00 GEP !”'DD Mext » | Cancel |

Purchase Approval > Charges > Search

Accrual Type will also default to ‘Accrual’ but ‘Credit Accrual’ is also an option within this dropdown.
You can also select the order in which results will be shown.

Supplier Code Charge Code Created By Container No Trailer Mo
|EUF'F'E J | J |{anyone} ﬂ | |
LAY Accrual Type Order By
| |cerual | Before FileFief -
v - | ;
Cantainer Mo Traile - ri2a/07 /2024 P "
Credit Accrual Created
[ ] ChaCode
AddreszCode
Order By Date
FileRef A Mest >
Purchase Approval > Charges > Search [Accrual Purchase Approval > Charges > Search[Order By]

Type]

Once the search criteria is as needed, click ‘Next’ to bring up the search results. Only a key fields will be
displayed in the ‘Accrual Search Results’ page, including ‘FileRef’, ‘Supplier’, ‘ChgCode’ and
‘ChgAmount’.
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Accrual Search Results

e
"t Purchase Approval - Accruals X Tick the boses of the accrual: to be assigned to the ir
;T E add new charge linez] once assigned ta the invoice.
2 | Accrual Search Results FileRef | Supplier ChgCode
Tick the boxes of the accruals to be assigned to the invoice. You can edit the amounts [and AI000008 CUPPE 109
add new charge lines] once assigned to the invoice. EHEDDDNB CLPFE DOCUMENT
FileR ef | Supplier ChgCaode Chg Desc | Chag Amount | ChaCurr | ] RFoodt-23 CUPPE 0
[ &l0n00ns CUPPE 109 LOCAL CHARGES AT ORIL.. 16.00 GEP
[] REDOOOTE CUPPE DOCUMENT  DOCUMEMTATION 0.00 GEP
1 RFo0m -23 CURPFE 071 GEMER&L MANAGEMEM...  B0.00 GEF
Select &l | Irveert | Mone Il’:o‘_tﬂalﬂ:
Purchase Approval >
k Charges > Accrual Search
Select Al | Irvert | Mone Eogtgl: < Back | Cancel | Results [One Selected]
3_|E T L BEmgned | A L T T — g

Purchase Approval > Charges > Accrual Search Results [No Selection]

If you can not find the accrual line you are after, you can add one using the ‘+' button beneath the grid
in the ‘Charges’ grid then add the information as you would within Job Costing.

Charges
IJze "Search' to pick out job accruals to be converted into "actuals”, or simply type new charges into the grid
FileR af |ChgCods ChoDesc Date |Chgémount | Curr ROE  |amt Cu
% 22072024 16 0.00 GeP 1.0000 GE
A100000E IMSURAMC Insurance 22072024 16 35,00 GEF 1.0000 35,00 GE

Note: When using the
picker to search for a
FileRef/Job you will need to
hit the ‘Refresh’ button to
apply the criteria.

Purchase Approval > Charges [Grid]

File Ret Hahw'B Created After Created Before
| | I 220062024 = |7 22007/2024 |
FileR ef Ha\wB Client Created
AEDOOOOT AEDOOOOT CLIPPE 20/04/2022 12:35:22
AEDO00OT AEDDOOOT SWSANC 01082022 12:23:14
AR Nnnnne AFRNNonne 1 1IPPR 110N 1E-4210

Purchase Approval > Charges Grid [File Ref Search]
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Charges
IJze "Search” to pick out job accruals to be converted into "actuals", or simply twpe new charges into the and
FileRef ChgCode ChoDesc Date |Ehgﬁmount Cuarr ROE At
AIN0000G INSLIRAMNLC Inzurance 22072024 16 3500 GBP 1.0000 35.00
p |AI00O00G DOCUMENT  DOCUMENTATI 22/07 /2024 16:: 2000 GBP 1.0000 2000
I« <1 B Bl aF = a v X
Total Home Amount Total ' at
Search Irrsetes Assigned Irvoice Aszigned Balance | 0
55,00 GEF 11.00 GEP
< Back 55,00 gep 122HM 11.00 gep N0 Mext » | Cancel

Purchase Approval > Charges [Grid & Totals]

The bottom section of this page shows you how the charges selected fit into the invoice amount, all
charges must add to the amount specified in the Invoice header. ‘Total Home Amount’ shows the
Invoice header home amount compared to the ‘Assigned’ charges and ‘Total Vat' displays the header
VAT versus the ‘Assigned’ VAT. The ‘Balance’ field is the difference between the Invoice header total and
the total of the assigned charges, if this is above 0 the invoice can't be generated and will only be
‘Partiall Approved' (see below).

The final page will display either a big tick if the amount match, or a big red cross if the charges
assigned don't match the amount of the invoice header.
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| Eo e X [Purchase Approval X
|
| | Approval | Approval
|| You have finished entering details. 50 now you can complete the inveics and approve it “You have finished entering delals. s0 now you can complete the invoice and approve it
Batch Purchase Inveice The approved amount dossrt match the invoics smourt, therefore you are
patially approving this invics for full approval at a later point
 Addto anew batch CUPPE I
The inveice wilnot appear on a bateh of be issued with a foiio number unti it
PUROD0004 INv20021003 has been fully approved
& Addto an evisting batch The transactions VAT amount does not
ETTR = match the invaices YAT amount

Batch Detaik
Items in batch: 3
Date Created 30/01/2023 09:38:56
Created by ADMIN
Home Amount: 150

Home Amount VAT Invoice Tatal Assigned Balance Remaining Home Amount AT Irvoice Total Assigned Balance Remairing
[ 5500 | 11.00 6600 [5E00 0.00 | 5500 | 11.00 6 [1600 3,00
<Back, Firish Cancel <Back Cancel
Purchase Approval > Approval [Final Page - Purchase Approval > Approval [Final Page -
Matched] Unmatched]

Partially Approved Invoices

If the charges related to an invoice don't match, the invoice will be ‘Partially Approved’, marking them as
incomplete. ‘Yes' will take you to the Invoice within the ‘Purchase Invoices’ page and ‘No’ will take you
back to the ‘Approval’ page (where you can select ‘< Back' to move to the previous page).

Approvyal
You have finished entering detailz, 20 now pou can complete the invoice and approve it

The approved amount doesnt match the invoice amount, therefore you are
partially approving this invoice for full approval at a later point.

The irvoice will not appear on a batch or be izsued with a folio number until it
has been fully approved.

The tranzactions YAT amount does not

=

Confirm 4

This will PARTIALLY approve the inveice. Continue?

Yes Mo
Harne Arnount WAT Irvoice Tatal Azzigned Balance Remaining
| E5.00 | 11.00 B6  |16.00 39.00

< Back Finizh | Cancel

Purchase Approval > Charges > Approval [Final Page - Unmatched - Partially Approve]

When back in the Purchase Invoices page, on the ‘Invoice’ tab, to go back and add/edit the charges
select the ‘Edit’ button in the bottom left.
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[ Dashboard || [ Purchase Invoices

Listing  |rwoice: ]

Invaice Number Irrv Date Batchil i e
o] [23207220241 Cupboard Global
|INVZDUS1UUE” J | | 4 Frivet Drive
CHP2 0
Folio Mumber Balance Remaining Date approved Sales A/C: 02583632~  Purch A/C: 03698523
300 TEL: 02001111697 - Fax,
| ‘ g | Contact:
I
ChgCode  ChoDesc FileRef Date ChoAmount ChgCurency  ChoROE  Amount Curency  Tax Tatal WYatCode Homedmount — Yat HomeROE  Office
» 109 LOCAL CHARGES AT ORIGIM  AIQ0000E 23/07/2024 130 16.00 GEP 1.00 16.00 GEP 0.00 168.00 2 16.00 0.00 1.00 LOW
Edi Delete pendot_|

Purchase Invoices > Invoice [Partially Approved Invoice]

This will open the
‘Purchase Approval' pop-up
again, starting with the
header, however, this time
the fields available to edit
will be limited. The
‘Supplier Code’ (Invoice
From), Type’ and 'Invoice
Number’ will be read-only.

Click ‘Next' to move to the
‘Charges’ page. The rest of
the process will be the
same as when creating the
invoice.

Header

Enter the details that define the invoice, essentially, who its from and the amount the invoice is for.

Invoice From — Type Invoice Mumber Date Currency ROE
CUPPE | [Purchase Invoice | [INv200810041 23/07/2024 | [CEEE 1
| .
| [Cupboard Global Irvaice Amount 55.00
4 Privet Drive VAT Code
L HP2 00 Tax 1|z -
| |Sales AJC: 02589632~ Purch &/C: 03698523
| |TEL: 02001111697 - Fax: Inwaice Total 56 GEBP
Cortact:
Home &mount BE.O00 |GEP
Home YAT 11.00 GBP
Balance Remaining 29,00

Motes

Cancel

< Back Mext » |

Purchase Invoices > Invoice Tab > [Edit Button] > Header
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BULK INVOICE

We have an additional User Guide which covers Bulk Invoices in more depth/detail.
Please ask for a copy if required, this guide will only give a short overview.

Before creating a Bulk Invoice, ensure clients are configured with an Invoice Frequency within the

Address Editor entry.

Raising a Bulk invoice will group multiple lines
from across jobs and raise them as one invoice.
Bulk invoices can be created via the Invoice
Generation tool under Accounts > Utilities.
Before creating a Bulk Invoice, all charges
required within the invoice will need to already
be on the corresponding job(s) and batched.

To raise a bulk invoice, you
will need to search for the
charge lines through one
of the “Charges to
generate” options. “All
pending charges” will find
any charges on any job
within FM3. “A single file
reference” will look for
charges on a specific job.
“An address code” will
search for all charges with
this address code.
Additionally, “Charge
Search options” adds a
date range criteria to the
charge line search.

sorts  Database | Accounts System  Window Help
Check Sales Rates

Bank Account Transfer
o Quick Job Cesting Amend Purchase Inveice
Purchase » Address Transfer
Sage 3 Invoice Editor L[
Sales 3 Profit/Loss

[m

Shift+Ctrl+R

> _'I Rates
Inveoice Generation g Shift+Ctrl+|

Accounts Menu > Utilities > Invoice Generation

B Invoice Generation Wizard = O
Wwiizard | Config | Uities | About |

Generation mode Help
Wwhich charges do you wish to generate into invoices?

Charges to generate; Charge Search options

" All pending charges Search Date: |Date [cha) ﬂ
" A zingle file reference
" An address cade [ After [~ Before

[13/032024 -] |eooaoozs |

| Iw Batched charges only I [ Process recuring charges [ Charged by user  Charged by gioup

T ax point date [£DMIN =] aDMin =]

00342024 - [~ Consignment Type [ Office Code
Date Freshictions: |{n0t given} J |{n0t given} J
™ Irvoice Frequency [ Dept Code

Batch assignment

" Mew Batch
f« Automatic batching
" Add to existing batch

From Any Date
|SLSUDDDD2 J Tao Any Date | J |{n0t given} J
T [~ Charge Currency ™ Irvoice Cunency
|5EF ~| |@eP =]
GEP to GEP ChgROE: 0 Reverse: I}

[~ Dont filker on curmency codes [roe update only)
|

Cancel

Invoice Generation Wizard > Wizard Tab > Generation Mode

< Back | Next > |

Within this first page, you can also assign a batch and set a tax point date. If left, the Batch Assignment
will default to ‘Automatic batching’, which places the invoice in the oldest open batch or creates one if
no batch is open. Additionally, the ‘Tax point date’ will default to today's date. Press ‘Next' to search for

the charges.
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The following page will
show all charge lines which
meet the set criteria. You
will need to expand the
search results with the
small '+' box found on the
top line (as highlighted in
the screenshot). Use the
tickbox to select the
required individual charge
lines or the top tickbox to
select all and, once
complete, hit ‘Next'.

Finally, ‘Summary Totals’
displays all charge lines
previously selected for you
to check before generating
the invoice. If this looks
incorrect, you can go back
with the ‘Back’ button and
readjust the selected
charge lines or search
criteria. However, if the
charges look correct, click
the ‘Generate’ button to
create the Bulk Invoice. A
final pop-up will appear
asking you to confirm you
wish to create the invoice,
if you select ‘Yes' the
invoice will be generated.

wizard | Config | Utilties | 4bout |

Invoices to generate

i Tick the boxes for the items that pou want to generate.

Help

| pe | Address | File: Fief Hormetrmount | at Iree D ate

2 tnvoice 0,00 0,00 n/a

[~ MaBOO REODOOTE 53.00 [GEF) 0.00 Wik 3

[ MAROD RFO00T-23 0.00(GEP) 0.00 ik 44

[~ MaBOO RFO00Z-23 7.00 [GEF) 0.00 ik 5
cBack | New> |

Cancel

Invoice Generation Wizard > Wizard Tab > Invoices To Generate

wizard | Config | Utilties | 4bout |

Summary totals

i| Canfitm the summary totals for pour selections, then click on the Generate buttan,

Surnrmary tatals of items that will be generated

Tax point date: Wednesday 24 April 2024

Help

Type Home Amaunt | WAT Aot | Courit | Generate

Irvoice GE.00 0.00 3

Totak EE.OD oo 3 The invaices have not yet
been generated. Click an
the GEMERATE button to
start the process. Once
complete a summary of the
invoices created will be
digplayed

< Back | |

Cancel

Invoice Generation Wizard > Wizard Tab > Summary Totals

The allocated invoice number will be shown in ‘Invoice Generation Results'. From there, you can click
‘Print Now' to print from Sales View or exit the pop-up to return to where you were before creating the

Bulk Invoice.
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|'T Inwoice Generation Wizard — O * ‘|

l Invoice generation results

= Created Processing time: |

| B nveics (1) 00:00:00216 |
- INvO000T4 Total to process: 3

| Total created: 3 |

| Total failled: I |
Batches created: I
Meszzage count: 0

@ Erink M |

Invoice Generation Wizard > Invoioice Generation Results
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EDITING AN INVOICE

An in-depth Guide on Invoice editing is available, this document will provide a short overview.

Invoice Editor is accessible via the ‘Accounts’ in
the top menu, follow it down to ‘Utilities’, then
across to ‘Invoice Editor'.

To find an invoice, you will need to know the
‘Type’, ‘Address Code’ and ‘Invoice Number'.
‘Type’ refers to the kind of invoice (e.g. Invoice,
Purchase Invoice, Credit Note etc.). ‘Address
Code’ will be the client code against the invoice
and ‘Invoice Number' is the allocated number.

Invoice Editor

Invoice Editor

tbase Customs | Accounts System  Window Help

Bank Account
CQuick Job Costing

I Purchase 3
Sage »
Sales 3

Check Sales Rates
Transfer

Amend Purchase Invoice
Addresz Transfer

Inveice Editor k.
Profit/Loss

Rates Shift+ Ctrl+R

Invoice Generation  Shift+Ctrl+|

Accounts Menu > Utilities > Invoice Editor

You may amend certain details of the “actual™invoice, but not all. If an invoice is raised in error, you may be best served to Credit it, and create a new one.

Type AddressCode Invoice Number

Batch

Date Folio Mumber

Find Invoice |

| | =
Credit Note *

Duty/Vat Credit
DutyVat Invoice

Invoice
Purchase Credit
Purchase Invoice

Invoice Editor

Click “Find Invoice’ to search for this invoice within FM3 Invoice Editor. ‘Header Details’ tab allows you
to edit the header information of your selected invoice, such as, ‘Address Code’, ‘Invoice Date’ and the
Batch it sits in. Some fields are unable to be edited (e.g. the invoice ‘Type’), if this information needs
to be edited, you should create a Credit to balance the invoice and raise another one. Fields here will

autosave when edited.
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[Inm'\ca Editor

Invoice Editor
‘You may amend certain details of the "actual”invoice, but not all. If an invoice is raised in error, you may be best served to Creditit, and create a new one.

Batch Date
SLS000002 I 16/07/2024

Type AddressCode  Invoice Number

~| [pcear -] [mwooooss

Header Detais | Line Detais |

Ilnvcioe

[Batch Select
¥ Keep in Current batch

[ Invoice Detail
‘ Address Code

IDCE.ﬂT

ISL5000002
ISLSOOOOOS

" Add to a new batch

Invoice Date
|16J07,f2024 :" {” Add to an existing batch Im
Type
I[nuooce ~Batch Detail
Invoice Currency Batch Number:  SLS000002
IGEP J Iu-m'ED KINGDOM Iterns in batch: 12
Date Created 071/08/2022 15:22:59
Created by ADMIM
Home dmount. — 916.17

*] =]

Close

Invoice Editor > [Find Invoice] > Header Details Tab

Alternatively, the ‘Line Details' tab gives you the ability to edit the charge lines within an invoice, this is

done the same as job costing. To save line changes press the green tick in the bottom toolbar.

[In\mi(e Editor

X

Invoice Editor
‘fou may amend certain details of the “actual” invoice, but not all. If an invaice is raised in error, you may be best served to Creditit, and create a new one,

Batch Date
SLS000002 |16,ru7,.r2024

Type AddressCode Invoice Mumber

| jpcaar -] Jmwoooozs

Header Details  Line E‘B\ls |

IIrwoice

Type Invoice Original Value: Current value:
[invoice |mvoooo15 Invoice Amount: 59 GBP 59 GBP
Invoice Home Amount: 59 GBP 59 GBP
|F\|EREf ICthudE |CthES[ ICthmuunt |Cthurr4CthDE’\daﬁlndI\|‘AT |Hnrr|e ArnnunliTuml Charge Notes IInvCurrdInvAmuunt IHumERDE I
HMUUUUUE INSURANCInsurance 59.00 GEP 100 Z 0.00 59.00 59.00 GBP 59.00 Loo

|| m o] =]v]x]

Close

Invoice Editor > [Find Invoice] > Line Details
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ADDITIONAL HELP

If you need additional guidance, please get in touch with us via email or telephone.
Tel: +44 (0) 330 223 5813

Email: helpdesk@sigmafreight.com

Website: https://www.sigmafreight.com/support/
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