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INVOICE

e Check ROE and address account numbers.

e Enter charge lines and hit ‘Raise Line’ or ‘Raise All’.
e Use Invoice Generation Wizard to create invoice.

e Export using Print or Email function.

TERMS

1. Charge Code = Reference to a specific charge invoiced to clients.

CREATING AN INVOICE

Ensure account codes (Sales and Purchase) are in the address entries needed for this invoice
(Database = > Search and select the code = Accounts).
AF FM3 - Win1050QL14Exp - x3.8483 - [Export Job (AEODDODT)] = m] X
A¥ File Edit View Report ccounts  System  Window Help -2 x|
O~ =~ ontainer View |
Add Edit: I
[ Dashboard | [ 51000003 el
1 Airlines L
AEQ00001 < —
D¢ Charge Codes Reference AddressCode  Amount Currency Created Created By Modified Modified By ~
Documents 5))| |Ex  Consolidation View AE000001 28/04/2022 12: JADMIN 12/05/2022 12:JADMIN
Acti N HA Currency AE00D001/2 12/05/2022 12:ZADMIN 12/05/2022 12:ZADMIN

= 3 Tt Customs Offices AED00001 e

[ &dd New Document File Attachment Search

@ Frint Document 150 ContainersType List

(18 Document Status POD View

Enter Eharges RE'Et\Oﬂ;hip;

B4 View Emails B | v
Wiew attachments Dy Commodity Date/Time Created By Notes ~
Copy Job AE0OOOM Costing data entered

Invaice raised to dient
D ocuments a |l Job sent to Customs Matters

AY FM3 - Win1050L14Exp - x3.9483 - [Address Editor]

A¥ File Edit View Reports Database Accounts System Window Help

O~ o - B - | 3E| % B o« > » | = a
[ Dashboard | [ sl000003 | [ AECDOOOT | (4 Currency DAddress Edltor

Stark Enterprise

Listing lAddress] Contactypes ] Motes ] Attachments] Search] Extra Infol Tasksx’History]
Search For Searchln System Type Uszer Type Show Top: Order By: ¥ Descendi

‘|l |Cade =l []] =] 180 24 [Cieated =

Company Mame Address] Address? Town PostCode Country Code Tel E

Stark Enterprise 20 Queen Street Queens h4F W3l s 02008050258 h

Swant Customs 184 South Street Forks T2 003 us 02008120335 ¢
DCEBAT WWayne Enterprizes LTD 196E B at Lane Gotham BAY M4M us 01966073039 b
CUPFB Cuppboard Global 4 Privet Drive Little ‘Whinging HP2 001 GE 020011116897 g
MABOOD Maboo Logistics 197 ‘Wookis Street Space Shwi1 993 GE 01999071620 n|
FTLTD Fellowship Transport LTD |12 Shire Retail Park Middle Earth MEZ2 003 M2 0123456789 3
GE Transésia Airways Corporatio 3F, No. 139, Cheng-C Taipei 103 CH




(1 Dashboard | [ SI000003 | [ AEDD000T | [ Currency || [ Address Editor

Cuppboard Global

Listingl Addressl Contacts  Accourts | Typesl MHotes I Attachmentsl Searchl Sales I Eutralnfo | Tasks/History

[ate Account opened Credit Lirnit Balance

[/ ] = | I

Sales ASC Mo Purchase &/C No Wat Mo Wat Ext. EQRI
|0258363214 0369852365 | |

Deferment Defer AT Acct Representation Type Terms

Irvoice Frequency Charge Currency IGBF’ LI IUNITED KINGDOM LI

IF'er job VI
I~ Has OwnBatch
I~ OnHald

Invoice Curency  [GRp v | [LINITED KINGDOM ~|

Also, check the ROE (Rate of Exchange) through Database > Currency > Search code = Details

>

- Win - x3. = ort Jol il
FM3 - Win1050L14Exp - x3.9483 - [Export Job (AE000001 m} x
¥ File Edit View Reportd Datsbase [iccounts System Window Help =151 x|
D‘D’“'.'@'x Container View - DH"‘-—‘\/ X‘A|
Address Editor
[ Dashboard | [ S1000003 o
Airlines
Charge Codes Reference AddressCode  Amount Currency Created Created By Modified Modified By ~
Consolidation View AED00001 25/04/2022 12:3ADMIN 12/05/2022 12: ZADMIN
N Curren AE000001f2 12/05/2022 12:ZADMIN 12/05/2022 12: ZADMIN
Actions 3 =
ke c Customs Offices AE000001 0.00 |=Loss
[ Add Mew Dacument File Attachment Search
5 Print Document 150 ContainersType List
[¥4 Document Status POD View
Enter Charges Relationships
b View Emails TTE: v
Ve M H Validata Editor
Vira Attachments T STy Date/Time Created Bv Notes ~l
FM3 - Win1050L14Exp - x3.9483 - [Curren = m] K
p cy]
¥ File Edit View Reports Database Accounts System Window Help == x|

D-&-B-@-[X|d-[x]s B@[x <> ]+ -[v x[s]
[ Deshiboard | [ 51000003 | [ AE00000T || [ Currency | [ Adress Editor

Listin4| Details I I

| Search For Searchln 1
\[seP [Cade |
|Eude IName Symbol  |BankCode
ﬂGEP UMITED KINGDOM £ GEP
A¥ FM3 - Win105QL14Exp - x3.9483 - [Currency] = O x
A¥ File Edit View Reports Database Accounts System Window Help == x|

D-2-B- (@ x|z
D) Dashboard | [ 51000003 | [ AED00OOT || [ Currency | [ Address Editor

M|§{,g| o4 H|+ —|\/ x|A|

Listing Dretails |
Code Mame Symbal Bank Account
[6eP [UNITED KINGDOM |t |aeP =

Erchange Rates

Inclule Rate Types [HOME x| since [5G0z |
IFlum Type ITD Cur ISaIssF\DE IF’urchaseHDEIValid From |Va|\d To
[I[HOME — GBP 1.00 1.00 12/05/2022 14405/2022 235353
In the event of being blank, contact a manager to confirm the ROE.
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Within the charges document attached to a job, add a charge by selecting each field box
except InvNo as it will be filled out once the invoice has been generated. Fields will require
codes, starting with Address codes for the Client, continuing to and finishing
with . Codes might include a description, such as ChgCode populating ChgDesc.

ADDING A CHARGE LINE

Amounts can then be added to the correct column; Qty is the quantity of the charge, UnitPrice

is the price of each charge and ChgAmount is the sum of Qty x UnitPrice to equal the overall
financial charge to the client.

A FM3 - Win10SQL14Exp - x3.9483 - [Costing (AED0D0D1)] = m] X
A File Edit View Reports Datsbase Accounts System Window Help == x|
O-w- B[ X2 8@« « » v+ -[v x|a]
[ Dashboard | [ 51000003 || [ AEDO00O1 | [ Currency ‘ [ Address Editor
AE000001 < | Charges | Intemal Charges | All Transactions| Totaks |
Documents Sales = £0.00 (Chg: 0.00) (Inv: 0.00) Auto Charge |V Stadked View  Batch | Unbatch | Raise Line | Raise Al
ls.cions ﬁ Client Inwhio ChoCode |ChoDesc Inveice Date
4
[ Add New Document
& Print Document
[¥8 Document Status S 24
Enter Charges Accruals = £0.00 Approve
B4 View Emails Supplier | ChaCode | ChoDess Ivvoice Dats Oty UnitPrice Chgmount | ChgCun|HomeROE _[Homeémount| Charge N
Wisw Jab History 4
Wiew attachments
Copy Job AEOO0DT
< 2>
D ocuments £
Actuals = £0.00
Export.Job Supplier InvNo. ChgCade |ChaDesc Invoice Date
HAWE - AENDDO0T/2 »
< >
Cureney | Sales Est Sales Accruals Est Costs EstProfit | Actual Cost| Actual Profit
o) i %) 2 @) [ HoMEe 000 0.00 i) 0.00 000 000 0.00
FM3_UserGuideDB  [ADMIN_ [ADMIN_[Checking for intemal messages @ 17:24:53 |12/05/2022 12:29:¢ :20092021164€ /|
3 FM3 - Win105QL14Exp - x3.9483 - [Costing (AEDO0001)] - [m X
) File Edit View Reports Database Accounts System Window Help =l %]
D-@-F- d- % M3 § @ << rm + =[x o]
D) Dashboard || [ AE000001 | [ Charge Codes
AEO0000 <] Cherges | inteinel Charges | Al Transactions | Tataks |
Do ents ales 9.00 (Cha: 29.00 3.00 Auto Charge [ Stacked View  Batch | Unbatch | Raise Line | Raise Al
o P E CEr Chotode | Chbese invoice Date_[ary Uniice | Chgbmourt: Johgcun|ChgROE_| ChgRETnver [invCu]invémount_|HomeRGE._| HomeAmount | HometCur | Cherge Notes [Type __[VatCode [vT Createdgy | Created B
CUFFE INV000O0O1 100 Airfreight 13/06/22 400 P 1 1.00 0.00 GBF Invoice z 0.00 aDMIN 13/06/20221
[ Add New Document SWANC  [INVOOODD2  JALLIN DOOR TO ARRIVAL PORT RATES §13/05/22 0.0 0.00 5eP 1.00 1.00 GBP 0.00 1.00 0.00 GeP Invvoice. z 0.00 2DMIN 13/08/20221
@Fum Document CUPPE 150 BUNKER SURCHARGE 13/05/22 1.00 25.00 2500 lGBP 1.00 1.00 GBP 2500 1.00 25.00 GBP Invoice. z 0.00 DMIN 13/06/20221
(1§ Document Status IDOCUMENT DOCUMENTATION 13/05/22 400 1.00 400 f5BP 1.00 1.00 GBP 400 1.00 400 GBP Invoice |2 0.00 8DMIN 13/05/2022
Enter Charges
B4 View Emalls
Wiew Job History v
Wiew attachments Accruals = £0.00 Approve
Copy Job AE00000T Supplier__ | ChoCode | ChoDesc Invoice Date Oty UnitPrice Chgémount |ChgCur|HomeROE |Homedmount| Charge Notes |
p|as 100 Airfreight 13/05/22 0.00 GBP 100
IDocuments ES CUPFB 1000 Airfreight 13/05/22 4.00 0.00 GBP 1.00 000
Export Job
HA&WE - AE 000001 /2
lInvoice S v
< >
IHv000001 RS i
L Supplier InvHo ChgCade | ChaDese Invsice Date [ UritPrice ChaAmaunt [ChoCun|ChoROE [ ChoRDEInver [Charge Notes
Y
< >
[curency | Sales Est Sales Acoudls | Estcosts EstProfit | Actual Cost | _Actual Profit
o) @ E B @) | Howe 000 00 ano 000 00 0.00 000
[FM3_UserGuideDB |ADMIN _|ADMIN IChEdﬂngannfﬁma\mesﬁges@1&1&54 13/05/2022 05: 10:Z |B: 20092021 164€

Tab can be used to move from one box to the next and to save a line, either press down | then

up 7 on your keyboard or click the small tick in the top toolbar.
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GENERATING AN INVOICE

First, enter a sales charge, once all information is entered, click the ‘Raise Line’ button to
create an Invoice.

3 M3 - Win10SQL146xp - x3.8433 - [ Costing (AEGOD001)] -
3 File Edit View Reports Database Accounts System Window Help

D@ B~ @ X -8 @ < e > 4= x|a]

D) Dashboard | [ AE000001 | [ Charge Codes

[AE000001 Charges | nkemnal Charges | Al Transasiions | Tatals |
cuments Sales = £29.00 (Chg: 29.00) (Inv: 29.00) Snchorge & Siededven o,

lactions % Chalesc Choémount | ChgCun|ChoROE | ChgROEIwert | invCun|imvAmourt_|HomeROE_|HomeAmount_|HomeCun | Charge Notes [ Type TTEd
CUPPE INVDOOOOT 100 Aifreight 13/08/22 400 0.00 GBP 1.00 1.00 GBP 0.oo 1.00 0.00 GBP Invoice. z 0.00 ADMIN 13/08/20221
[ £dd Mew Dacument SWANC  INVDD0D02 ALLIN DOOR TO ARRIVAL PORT RATES  13/05/22 0.00 0.00 GBP 1.00 1.00 GBP 0.00 1.00 0.00 GBP Invoice Z 0.00 ADMIN 13/05/20221
@ Print Document CUFFE 130 BUMKER SURCHARGE 13/06/22 1.00 25.00 26.00 GBP 1.00 1.00 GBP 25.00 1.00 2500 GBP Invoice z 0.00 ADMIN 13/06/2022
11 Dosument Status e BOCOMENT DOCOMENTATION T [L] T EAEE To0 00 GEr T T8 T00 Ger Tvaice T EDMIN
Enter Charges
B View Emals
Wiew Job History v
View attachments Approve
Copy Job AEDO000T i gCods |ChaDesc Inveice Date Aty UnitPrice Chgdmount | ChaCur|HomeROE _[Home harge Notes I3
|45 100 Airtreight 13/08/22 0.00 GBP 1.00 000
[Documents B »| 100 Airfreight 13/05/22 4.00 0.00 GBP 1.00 000
Erport Job
HeW/B - AE000001/2
invoice S v
< >
INVI00001 e Tkl
INV000002 Suppler InvNo [ChaCode [ChaDesc. Invoice Date [ UritPrice Chghmount | ChaCun| ChaROE | ChgROEInvert |Charge Notes
< >
| cureney | sales | Estsales Aceruals EstCosts|  EstProfit| Actuaicost| Actualprofit
) @ 5 & @) [ Home 000 000 000 000 000 000 a0
|FM3_UserGuideDs |ADMIN |ADMIN _ |Checking for internal messages @ 10:57:51 |13/05/2022 08: 10:3 116% /|
This will open the Invoice Generation Wizard. Multiple functions lie in the pop-up, most useful
being Wizard and Config tabs, these can be used to alter the charges added or display of the
. . . . " 5 .
invoice respectively. Click ‘Next’ to continue.
B EM3 - Win | ppie i T _ o %
7 Invoice Generation Wizard - O x _ls|x|
{ifizaiil | Config | Utiifies | About |
| Generation mode Help
which charges do you wish to generate into invaices?
Charges to generale: Charge Searchoplions ——————————————————
Documents € Al perding charoes Job Number SeachDale: [ Date [ohg) harge |V Stacked View Batch | unl Raise Al
lActions & Asingle fle reference  [REODD00T JCode ~
£ An address code [ Alter I~ Befoe Afreight 13/05/22
[ Asdd Mews Do : |12,'05;2022 | |13/n5,12n22 | [N DOOR TO ARRIVAL FORT RATES  |13/05/22
< Pit Gocume [ Batchedchargesarly [~ Process iecuring charges I Cragedbpum [ Chaiged by gop
~Batch assignmen Tax point date [aDmin =] [eoMK =1
© NewBaich B [~ Consignment Type [~ Office Code
B4 View Emails (* Automatic batching ) [rorgivent =] [totgvens -] h
ianloh it € Add to existing batch Diate Restrictions, o T >
e Job His From Ay Date I Inwoice Frequency [~ Dept Code
View altachm || e angbae I =1 [netgivenr <] SO
Copy Joh AF T 521 ALK for Crg 1o I Conremay [ Charge Currency I Irveice Currency Chgémount |ChgCurr|HomeROE | Homeémount| Charge Nutes| ~
B =] [FF B 0.00 GBF 1.0 0.0
oo GBP to GBP ChaROE: 0 Reverse o [~ Dont filter on cumency codes [roe update only) YL iy iy
]
Export Job
HAWB - AENDDD < Back, Next > Cancel
v
I < >
Actuals = £0.00
Supplier Invo ChaCode | ChoDesc Invoice Date |
4
< >
Currency Sales Est Sales Accruals Est Costs EstProfit|  Actual Cost | Actual Profit
a) g e % @) | Home 0.00 0.00 0.00 0.00 0.00 0.00 0.00
FM3_UserGuideDB [ADMIN [ADMIN _[Checking for internal messages @ 09:29:11 [13/05/2022 03:10:2 [B: 2009202116%
7 Invoice Generation Wizard S m} X | W7 Invoice Generation Wizard = a X
Wizaid confia | Utiities | About |
Gieneral | Batch | Generation | Accounts | Seach | Generation mode Help
‘wihich charges do you wish t generate into invaices?
Amount Display rcice frequency
Ch h Charge Search options
I Charge Amount I ELRD Amaurt Frequency | Set Date To a’g:s DEEI .
P b Number .
] (o) [ Show curency code Per job Frocessing date All pending charges SeachDater  [Date (chg)
H A 1 ) Daily Processing date & A single file reference  |AE000007
] Homs Asnaun (o] ivesacts Weskly  End of Istsat trans morih € i sdchess code I Afer I” Before
[™ Consignmeni Type [~ ConsolRef Monihly  End of latest bans manth - [12senzz -] [ramseenzz <]
EUMT“; t End o Iates; ,,Im month ¥ Batched charges only [ Process recuring charges I Chagedtwuss I Chorgeed by oo
- onsalidat...  Fracessing date -Batch assignmen! Tax point date [ammin =] [aoMin =
(] e e R TG © New Bstch nz B I~ Corsignment Type |~ Office Cade
[~ Show Count Down timer & Autamatic batching - - -
. {nat given} {naot given}
£ Add to esisting batch Date Restrictions: =k F [ Dept Cad
[~ Admin: DONT Enforce callation sequences e e s T From Any Date vaice Frequency ept Code
e 0001 To AnyDate I =] [rotgvent <]
I~ Show Wizard Intra Page
T Set FIOE for Cha to Inv Curency [~ ChargeCurency [ Invoice Currency

[~ Auto expand invoice to da list

—s s N
GBP to GBP ChgROE: 0 Reverse 0 [~ Dont filter on currency codes [roe update anly)
]

< Back | Nest » | Cancel
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5 Invoice Generaticn Wizard = [m] bed 57 Invoice Generation Wizard - [m] x
Wizard I Config | Utiities | About | “wizard IConflg} Utiitess | About |
Invoices to generate Heln ||| Invoices to generate Help
Tick the boxes for the items that pou want to generate. Tick the boxes for the items that you want to generate.
[ Type [ Addiess | Fie Ref HomeAmount Vat I Dale Typs | Addess | Fiefiel [ Homeamount | Vat I Date
# [ Invoice 000 0.00 nfa = Irvoice 0.on 0.00 n/a
[T swaNC AEDDDDM 400 (GEP] 0.oo 13/06/22

Cancel < Back Next » Cancel

< Back

The next screen in this process separates the selected lines into individual invoices for you to
tick and create. This is useful when not all charges have been finalised, therefore only specific
invoices are to be created and sent.

B Invoice Generation Wizard = O *

Wizard | Config | Uities | About |

Summary totals Help
Canfirm the summary totals for your selections, then click on the Generate buttan.

Tax point date: Friday 13 May 2022

Surmmary totals of items that will be generated
Tupe Hame Amant WAT Amount | Count | Generate
Irveice 0.00 0.00 1
Totals 0.00 0.00 1

The invoices have nat pet
been generated. Click on
the GEMERATE button to
start the process. Once
complete a summary of the
invoices created will be
dizplayed

< Back | | Cancel

‘Generate’ button on the subsequent pop-up screen actualises the invoice of the selected
charge lines.

5 B Invoice Generation Wizard - [m] X

| Wieard ]gmﬁg} Utities | About | Invoice generation results

Summary totals Help
Confim the summary tatals for pour selections, then click on the Gensrate button - Created Processing time:
- Inweice 1) 000000958
Tax point date: Friday 13 May 2022 - INVOD0001 Total to process: 1
Total created: 1
Surmary tolaks of tems thf o = Total failed: 0
Type Enerale
Invoice % Areyou sure that you want to generate the invoices? Beneles etz v
&d &5 have not yet
Tolals y
b rated Click on Message count: 0
RATE button to
focess. Once
Ho la summary of the
reated il be
asprayen
| &8 Prink Now
<ok | | Cancel |
|

A temporary screen will show, while the system created the invoice, then the above screen will
confirm the creation.
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A FM3 - Win105QL14Exp - x3.9483 - [Costing (AE0D0001)] - O X
A¥ File Edit View Reports Datsbase Accounts System Window Help - =] x|
D-@- @[ [X[@- x4 m@ < rr]s-|vx|]
D) Dashboard || [ AE0000T
AE000001 < | Chages | ntenal Cherges | Al Transactions | Totals |
Documents a) .00 (Chg: 0.00) (Inv: 0.00) Auto Charge |[¥ Stacked View  Batch | Unbatch | Raise Line | Raise al |
lactions x| [?[cient fineNa Chalode [ ChgDese [Irvsnice Date |~
CUPFE  |INVOO0DOT 100 Aifreight 13/06/22
[ Addd New Document SWANC  |INVO00D0Z ALLIN  DOOR TOARRIVAL PORT RATES  13/05/22
56 Print Document »|CUPPE 130 BUNKER SURCHARGE 13/06/22
(48 Document Status
Erter Charges
Wiew Emails v
Wiew Job History = =z
Wiew attachments Accruals = £0.00 Approve
Copy Job AEDODOOT Supplier ChgCode |ChoDesc Invoice Date Oty UnitPrice Chgémount |ChgCurr|HomeROE  |Homedmount| Charge NUIEsl ~
M[ES 100 Ritfreight 13/05/22 0.00 GBP 1.00 0.00
Documents 2 CUPPE  [100 Aitfreight 13/05/22 400 0,00 GBP 1.00 0.00
Export Job
HEwB - AEQ0D0D1/2
nvoice 2 he
< >
IH/00001 Actuals = £0.00
T Supplier ImiNo ChaCode [ ChaDese Invaice Date |
O
< >
Currency Sales Est Sales Accruals Est Costs EstProfit|  Actual Cost | _Actual Profit
a) ¢ %) 2o @) | HOME 000 0.00 000 000 0.00 [iTi] 0.00
FM3_UserGuideDB  [ADMIN [ADMIN [Checking for internal messages @ 09:48:25 [13/05/2022 09:10:3B: 20092021164 /|

Finally, the InvNo will appear along with the Invoice links in the side bar. From the side bar,

click the and the document will open. Tabs

separate information: ‘Header’

holds the main information for a quick view, ‘Details’ has spaces for Package and Item
information and, ‘Notes’ is a blank free text page for any additional data. Within Header sits a
summary of the invoice with relevant references, including invoice number and batch nhumber,

as well as the client details and invoice amount. Below this a

re the individual lines compiled in

this invoice, directly reflecting the charge lines ticked in the generation wizard before.

A¥ FM3 - Win1050L14Exp - x3.9483 - [Invoice (INVODODDT]]

AJ File Edit View Reports Database Accounts System Window Help

== x|

O-=-H- @v‘){|g- Iﬂ:‘c}é ﬁ| oA e H|+ —|~/ X|A|
[ Dashboard || [ AE000001
00000 < Header IDelaiIsI Nites II
Do ENLS Summary infarmation Client details—CLFFE
N Tupe Invoice Curcbosd Global Created by ADMIN
0 uppboard Global "
ptions Nurber INY000DOT 4 Pivet Diive AT 5
[ £:dd New Dacument Batch  SLS0D0001 \dwﬁ\é\f[?;nplg;?g[)sﬂlﬂey HP2 001 Modified by
@ Print Document Invoice Amount: Hame Amaunt: ;E; R Printed by
¥ Document Status GEP 0.00 GEF 0.00 ' v
Enter Charges
b Wiew Emails Invoice | Home | Char el
“iew Job History ChgCode ChoDesc Arnount Currency VatCode TAX Total FileRef
y 100 Airfreight 0.00 GEF z AE000001
e attachments
Copy.Job AE00000
D ocuments *
Export Job
HAWE - AEO0DO0T42
Accounts x
Costing
Invoice ES
INVOO00
INWOO000:2
INYOO000:
Home AmoLnt WAT Amaunt ROE Ireroice Amount - TAX Amaunt Tuotal Amount
0.oo 0.oo MAN 0.00 MNAN MNAN GEP
R R AR

FM3_UserGuideDB laDMm !ADMIN [Chedking for internal messages @ 12:08:14

|13/05/2022 11:52: B: 20092021169 |
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EXPORTING INVOICES

There are two ways to export an invoice from FM3: Print or Email.

PRINT

Like other documents: to print an invoice, click the small printer icon in the top toolbar.

- o X
=1=] x|

A¥ FM3 - Win1050L 14Exp - x3.9483 - [Invoice (INVOODDD1]]

AY File Edit View Reports Database Accounts System Window Help

D-~-&-8 |Q§' X‘Ev|lﬁl§|9€.ﬁ‘ M o4 e H|+ —‘./ x|A|
[ Dashboard || [ AEDDDDDT

INV000001 | Header | Detais | Mates |

Documents ) -Summeary informatior Client detsils—CUPPB
" A Type  Invoice Euppboard Glokal || e S
e i Number INV000001 4 Prvet Diive TR
Batch  SLSD0D00T Little Whinging Surey HPZ2 001 Modified by
[ Add New Document NITED KINGDOM
5 Print Document Irvoice Amount Home Amourt ;& DeBITT1ESF Printed by
({8 Document Status GBP0.00 GBP 0.00 v
Ertter Charges -
5 View Emails Imvoize | Hame | Charge |
Wi e 4l ChoCode ChgDesc Amount Cunency VatCode TAX Total FileRef
VA 100 Bireight 0.00 GBP AE000001
Capy-Job AE00000T
Documents P
Export Job
HEWE - AE000001/2
Accounts P
Costing
invoice P
INYDO00D1
INVDO0002
INYD00003
Home Amount VAT Amount ROE Inveice Amount T4 Amount Total Amournt
000 0o HaN ‘ 0o NN | AN GBP
2 o ) & )
[13/05/2022 11:52:¢p:20092021164€ /)|

FM3_UserGuideDB  |ADMIN |[ADMIN _[Checking for internal messages @ 12:23:46

In the reports pop-up, double-click a report (e.g., or Bulk Invoice) to preview it and then
press the ‘Print’ button to open the printer dialog.
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AF FM3 - Win105QL14Exp -

AY File Edit View Reports Database Accounts System Window Help o
D-@-B-[@-|X[@-[3x]§ @] n <>+ —]v x|«

D) Dashboard || [ Apgpoon

INV000001 J¥ Reports - 5 >

IActions A

[~ PDF Preview [~ Show Piint Queue

Reports |

[ Add New Document 1558 Bulk Invaice
5 Print Document -
(18 Document Status
Enter Charges
4 View Emails
View Job History
View attachments
Copy Job AE000001

Documents %

Expart Job
Hew/B - AE00000T/2

lAccounts E-
Costing
invoice ES
INVDD0DT ExportJob | HAWE | Casting Invoice | Invoice | Invoice
INVDOD002 Y
INV000003 |
Home Amount VAT Amount ROE Invaice Amount TAX Amount Total Amount
000 000 ‘ AN | il NAN NAN GEP
R ALE)
FM3_UserGuideDB [ADMIN _|ADMIN | |13/05/2022 11:52:% [B: 20092021164 /)
M Reports - [u] pid
5 Print I

Reports | [ Please select ono of the output modes from one of the butlons shown below.

and then configure the way in which you wish to generate the report.

158 Buk Invoice

{5 Invoice & piner | @ Fie | S Emal | @ FTP |

Home: 55 Defaut | Properties
Tray: Default -

Type:  Mictosoft Piint to PDF

where:
-Page Flang e

Y Enter page mumbers

26 and/or page ranges Numberof coples:— [2 2]
" CurentPage  scparaled by commas.

© Pages For example, 1,3512

— ﬂ I~ Collate
Print [l pages in 1ange: -

I~ Save POF o DB Fiint Cancel

Export Job | HAWE'| 0SNG rvaics ioice

EMAIL

The process of sending documents via FM3 — as outlined in FM3 Basics user guide - is the
same with Invoices. Click the envelope in the top toolbar, select Email (via internet) and press
‘Next’.
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B File Edit View Reports Databas

Accounts

A FM3 - Win105QL14Exp - x3.9483 - [Invoice (INVOO0DO1)]

System Window Help

D-&-8- |-

- Je[2 m o] w« rnls =] x]1]

D) Dashboard || [ AED000D1

INV000001 Header IDsta\Isl Hotes |
Documents Summary information | Client detals—CLIPFB
) Type InYGice Currboad Giobal Created by ADMIN
A uppboard Global
fretions Humber INVOODDOT 4 Pives Drive TR E RS
[} Add New Diocument Batch  SLSO0D001 Id:llﬁ\é\gn'rélgrl\lnsgDﬁolﬂey HP2 001 Modified by
@ Frint Diacument Invaice Amaunt; Harne Amaunt: TELZ WEDIEER Printed by
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A¥ File Edit

Yo
[ Dashboard yse to send your message

0 - & - [ How do you want to send the message?
u message can be sent internally (accross the network to another user), or via Email. Please select the method you wish to

Message Method

. " Internal (instant) message p ADMIN
jactines A - 12209:.45:22
< Email (via internet), K
[ Add HewDa |V Keep copy of email on job
@ Frirt Docurmg |
D 5t
Qg Scumen Sending messages by email relies upon your windows email dient being
Enter Charge correctly configured. Your netwark administrator should be able to help with
B4 Yiew Emails this. Howewver, a good rule of thumb is that if you can email from windows
(using "send to" to email a file), you can email from this application.
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Send Message n

Message

Enter your message details, or choose from an existing template to send a predefined message

nter your messages subject here

Enter your message here, or dick on the "Templates...” button to pick out a
predefined message
template

Templates.. | I v Record against Job history < Back Cancel

Here the email subject and body can be edited. Email templates are also accessible from this
menu. By clicking ‘Next’ you are taken to an address page where the recipient’s email can be
added. Alternatively, you could press ‘Finish’ from this screen and be taken to a ‘New
Message’ page in Outlook (or a similar PC email application).

Send Message

iWhu do you want to send the message to?

| You can now determine who is to receive your message. You can select more then one recipient for your message by adding
them to the "To" list

end to (from job) Send To (address code) ~Send To the follawing:
= = 4]
_I I J Address |
Contact | Email | Telephone
[« > ;I

¥ Record against Job history < Back Mext = II Finish Cancel
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Send Message n

Options

These are optional features for your message, you do not need to select any of them in arder for your message to be sent.

Attached To Job | Manual File Attachment |
File Name | File Type
[[] clientRemoteAccessLoginDetails, pdf FDF
D Mona-Lisa.jpg Image
|+ Record against Job history < Back I| Mext = II| Einish II Cancel |

Another click of the ‘Next’ button will show an attachments page, from which external
attachments added to an FM3 job can be included in the current email output.
Send Message n

Ready to send?
You may now send your message by dicking on the FINISH button.

Your message will be sent using the options you selected. During this
Process you may see a progress indicator to keep you informed as to what is
happening.

Please Note:

When sending via email, it may be that you wil receive an error message.
This could be due to your windows/email configuration and not a fault of this
application. Sound you get such a message, please review it carefully and
contact your system administrator,

v Record against Job history Lack- Cancel |

Finally, the only option will be to click ‘Finish’ and be transported to an Outlook message.
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