TECHMNOLOGSTES

Contract Billing Preview

CONTRACT

BILLING PREVIEW

Before doing the month end Billing Run, you have the option to do a Billing

Preview. This enables you to check that all contracts have been billed cor-

rectly to assist in eliminating errors in the actual Billing Run.

Ribbon Access: Contract > Billing Preview
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1. The Billing Preview screen will be displayed.
o . .
2. Select the Site that you wish to work in.
3. In this example, Durban is selected.
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Contract Billing Preview

CURRENT PERIOD

1. Current Period: The current Billing Period is auto-populated.

INVOICE DATE

2. Invoice Date: The current date will be displayed by default. Ensure you
select the correct invoice date - this is the date that will reflect on the
contract invoice(s).

3. Click on the drop-down arrow and use the calendar function to select

an alternative date, if required.
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BILLING DAY

Billing Day: When setting up contracts, the Billing Day field can be used if

you wish to bill different contracts on different days.
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Contract Billing Preview

In the Billing Preview screen, this is an optional selection - and will give you

the ability to select contracts by the Billing Day set up in the contract.

1. Click on the drop-down arrow in the Billing Day field to display the Day

selection list.

2. In this example, Billing days have been set up on the 15th and 25th. By

selecting a number from this list, only Contracts with the same Billing

Day as the selection will be displayed in the contract list.

3. Leave the field as O if you wish to display all the contracts.
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CONTRACT TYPES TO BE INVOICED

1. Upon opening, the Billing Preview screen will have all the Contract

Types selected by default.

2. In the Marked column, click on the check box next to the Contract

Type(s) that you wish to deselect from the Billing Preview.

3. In this example, Prepaid Contract has been deselected.
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ol Billing Preview
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FEE TYPES TO BE INVOICED

1. Fee Types are divided into 2 groups, namely:
* Contract Fees
* Usage Charges

Upon opening, the Billing Preview screen will have both Fee
type sub-grids (FEE: Contract Fees and MTR: Usage

Charges) expanded.
2. All the Fee Types are selected by default.

SHORT FEE TYPE LIST

3.

If your Fee Type list is short, then you can deselect the Fee Types you

wish to exclude, by clicking on the check box in the Marked column

next to the Fee Type Code. In this example, Mono is deselected.
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LONG FEE TYPE LIST

1. If you have a long list of Fee Types, you can make use of the filter

search row.

2. In this row, click in the column where you wish to activate the filter

option. In this example, the Code column is selected and the filter

option is activated (the field is now white).
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o Billing Preview
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1. Type in the Code of the Fee Types that you wish to exclude / deselect

from the Billing preview. In this example 'Mon' for Mono is typed into

the field.

2. As you type, the system will filter for the typed letters and the data grid

will display the result of the filter.

3. The Edit Filter row / table will list which column you filtered for and

the text or number you typed in for filtering.

4. Now that the list is reduced, you can simply deselect the required Fee

Types by clicking on the check boxes in the Marked Column next to the

applicable Fee Types Code. In this example, Both the Mono meters

have been deselected.
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o Billing Preview
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CONTRACTS FRAME

This frame lists Contracts that are available for billing. Upon opening the
Billing Preview screen, all Contracts are initially selected by default. If you
have selected a Billing Day or deselected any Contract Types and/or any
Fee Types in the previous steps, then your selection results will be displayed

in this frame:

1. In any row of this frame, click on the expand [+] button to view the
related Contract Fees sub-grid.

2. In this expanded view, note that the Mono Meter Fee Type has been
deselected under each contract where there is a Mono Meter.

3. You will not be able to select/deselect any Fee Types from this Contract
Frame. All selections must be made and saved in the Fee Types frame.

4. Collapse a row to hide the Fees sub-grid again.
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| o5 Billing Preview
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SELECT CONTRACTS FOR PREVIEW

SHORT LIST OF CONTRACTS

1. For ashort list of Contracts, you may choose to exclude individual con-
tracts from the Billing Preview, by deselecting the check box next to the
Contract Number.

2. In this example, Contracts 78 and 84 have been deselected.
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o3 Billing Preview
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LONG LIST OF CONTRACTS

1. For along list of Contracts or to exclude a specific Customer from the

Billing Preview, you will need to make use of the filter search row.

The example below is using the filter search row to list all the contracts
linked to the customer “Hope Works (Pty) Ltd”.

2. Click in the Customer column of the filter search row and start typing
the name of the customer. As you type, the system will filter for the
typed letters and the data grid will display the result of the filter- in this
case, all the contracts linked to the Customer “Hope Works (Pty) Ltd”.

3. You can now click on the specific contract(s) that you wish to deselect.
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o Billing Preview
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PRINT UNBILLED ITEMS REPORT

Click on Print on the Billing Preview ribbon.

o Billing Preview [=Jlajix]
Home: l

HE 0 R/ e

Save Generate Preview Back Save Layout Workspaces Print | Export

Process a Format a Print d Current i 2

1. A Report Generation message box will pop up asking;
2. Do you want to print the unbilled items report?
3. Click on Yes if you wish to print the report.
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TECHMNOLOGSTES

Contract Billing Preview

&9 Billing Preview
J Home L
HE GO R %
| == T - [ N ey .
Save crate Preview Back | Savelayout Workspaces | Print Export
Pro Format 4 Print 4 Current a
CurrentPeriod & =
O Contractio CustomerCode CustomerName 7 ContractType ContractTypeDesc
Invoice Date 23(11/2020  ~ ¢ a o 0 o Hop o o
Billing Day > y Hope Works (Pty) Ltd PRE Prepaid Contract
Report Generation
. Hope Works (Pty) Ltd cPC Cost Per Copy
[ Contract Types to be Invoiced
/. Hope Works (Pty) Ltd cpC CostPer
| Marked | ContractType | ConractTypebesc | Excudefro... |SharfTe ., to printthe unbilled items report? 4 | e o
T loc CostPerCopy Mo o ¥y P port? Hope Works (Pty) Ltd cPC Cost Per Copy
» ¥ |PRE Prepaid Contract  No No Hope Works (Pty) Ltd cpC Cost Per Copy
Hope Works (Pty) Ltd cpC Cost Per Copy
Hope Works (Pty) Ltd cpC Cost Per Copy
. Hope Works (Pty) Ltd CPC Cost Per Copy
Hope Works (Pty) Ltd CcPC Cost Per Copy
 Fee Types to be Invoiced
Code | CodeDes... A
¥ = MR Usage Char... B
Fee Types |
o Marked | Code l CodeDesdi... |CodeType |
e ©@ [lkmn [ - |
[ [Mono |Mono meter | IMTR |
] MonoA3 Mono A3 IMTR
v o is([Code], 'mon'
Anfa Totale: 140f 17
Open Windows ~ | User:JulandaK = 23/11/2020 | Version:2.4.0.11 Example Company

1. The Report Preview screen will be displayed.
2. You can email, print, export or save this report.

3. Close the Report Preview screen to return to Billing Preview screen.

w - =]J(8 ] x
File View Background >
2] é R B6R0C G ®a Qlme & > M B D-Q-H_EK'.

4 7
Unbilled Contract Items Report Invoice Date :  23/11/2020
Site : Durban
Billing Period : 9
Billing Date : 23/11/2020 00:00:00
Billing Day : 0
:ﬂllﬂﬂ Approval CustCode Customer Name Type Serial No FeeType Coy Exch Rate Charge Amount Base Ccy Amt Manual Inv  Start Date End Date
o
COD000010 28/04/202 HOPOOL Hope Works (Pty) Ltd [<14 1912-10702 5 ZAR 1.00 500.00 500.00 05/01/2011 07/01/20
100 16
13:26:59 00:00:00
CO0000010 28/04/202 HOPOOL Hope Warks (Pty) Ltd crC 2020-147 H ZAR 1.00 500.00 500.00 05/01/2011 07/01/20
00:00:00 16
13:26:58 00:00:00
CO0000010 28/04/202 HOPOO1 Hope Works (Pty) Ltd cpc 2020-7078 s ZAR 1.00 500.00 500.00 05/01/2011 07/01/20
00:00:00
13:26:58 00:00:00
CO0000042 04/08/202 HOPOOL Hope Works (Pty) Ltd PRE 18-30200 5 ZAR 1.00 500.00 500.00 07/05/2016 07/03/20
21
11:14:30 00:00:00
CO0000050 20/04/202 HOPOOL Hope Warks (Pty) Ltd crc 1020-10101 1 ZAR 1.00 605.00 605.00 23/05/2017 23/05/20
00:00:00 2
13:30:22 00:00:00
CO0000050 20/04/202 HOPOOL Hope Works (Dw] Led cpc 1020-10101 Mono ZAR 1.00 00 00 23/05/2017 23/05/20
:00: 2
13:30:22 00:00:00
CO0000050 20/04/202 HOPOOL Hope Works (Pty) Ltd (=] 1020-10101 Colour ZAR 1.00 00 00 23/05/2017 23/05/20
00:00:00 2
13:30:22 00:00:00
CO0000053  18/06/201 HOPOOL Hope Works (Pty) Ltd crc 20-857485 E ZAR 1.00 5,000.00 5,000.00 26/07/2017 26/07/20
00:00:00 22
09:06:22 00:00:00
CO0000072 15/06/201 HOPOOL Hope Works (PB/] Led cpC 2020-102048 Mono ZAR 1.00 1,000.00 1,000.00 07/03/2018 07/03/20
00:00:00 23
13:26:34 00:00:00 b
. 5
Pagelofd | 0% o) @
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Contract Billing Preview

EXPORT TO EXCEL

Select Export from the Billing Preview ribbon to export the contracts to

Microsoft Excel.

a2 Billing Preview (—J(a]

i Home

] 2 "
(= | 1O B |
% = Durban -
Back

Save Generate Previe Save Layout Workspaces Print | Export

Format a Print " Current

1. This will open MS Excel with a new spreadsheet and load all the data
from the Contracts data grid into that spreadsheet.

2. You can then view the data, search for specific data, prepare the spread-
sheet for printing, etc. When you have finished working in the spread-
sheet, save your changes, if required, and close Excel to return to the

Billing Preview screen.

Billing Preview_23-Nov-2020_12-16-47 - Excel Julanda Kessler . = - m] X

CCURN insert Pagelayout Formulas Data Review View Help @ Tell me what you want to do S, Shere

= — = .
& cut Calibri S AR | FE= ®- B wepTea General - K L Y L J | €= Bx § X Autosum - Agp p

D Bx Copy - g == I =<1 Fill~ z
Paste B I U- - &-A-| === a5 EMergeacenter - - % » ¢ s | Conditional Rxmatas Cell | Insert Delete Format Sort& Find &
- Format Painter =T= = - © ® 2% | Formatting - Table~ Styles - < - & Clear~ Filter - Select ~

Clipboard &~ Font &~ Alignment ] Number & Styles cells Editing

A1l M 5 arked v
A B c D E F G H () K L M N [¢) P [~
Marked | - |ContractNo CustomerCode | - | CustomerName ContractT - | ContractTypeDesc -

1 5 5 5

2 | TRUE |CO0000042 HOP0O1 Hope Works (Pty) Ltd PRE Prepaid Contract
3 | TRUE_ |CO0000050 HOP0O1 Hope Works (Pty) Ltd cpC Cost Per Copy

4 | TRUE |cO0000053 HOP0O1 Hope Works (Pty) Ltd cpc Cost Per Copy

5 | FALSE_|CO0000072 HOP0O1 Hope Works (Pty) Ltd cpC Cost Per Copy

6 | FALSE |CO0000073 HOP0OL Hope Works (Pty) Ltd cpc Cost Per Copy

7 | TRUE__|CO0000078 HOP0O1 Hope Works (Pty) Ltd cpC Cost Per Copy

8 | TRUE _|CO0000079 HOP0O1 Hope Works (Pty) Ltd cpc Cost Per Copy

9 | TRUE |CO0000082 HOP0O1 Hope Works (Pty) Ltd cpC Cost Per Copy
10| FALSE |CO0000083 HOP0O1 Hope Works (Pty) Ltd cpc Cost Per Copy

11 6of9 Totals: 14 of 17

12

13

14

15

16

17

18

19
20
21 ~

Sheet [ @ K >

B & o - 1 + 100%

SAVE BATCH SETTINGS/FILTERS

1. Once you have finished filtering and selecting the billing batch settings

that you require, click on Save in the Billing Preview ribbon.
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Contract Billing Preview

METERS STILL TO BE RELEASED

2. If there are any meter readings that need to be released on the con-
tracts then the Save button will become grey and a Meters still to be
Released message will pop up with the following prompt:

3. There are still [ | meter readings to be released to billing. Do you want
to proceed? (For more information refer to Meter Usage - Release to
Billing.)

4. Select Yes to proceed without releasing meter readings to billing, or No

to return to the Billing Preview. For the purpose of this manual, Yes is

B3 Billing Preview
J Home |
= Qe = 3
| LE | oo -
Save | Generate Preview Back Save Layout Workspaces Print  Export
-
Process 4 Format 4 Print 4 Current
Current Period 9 -
O ContractNo CustomerCode CustomerName T ContractType ContractTyp
Invoice Date 23/11/2020  ~ v = e e o0 hop e e
Billing Day M Meters still to be Released orks (Pty) L PRE Prepaid Con
N - orks (A7 Ltd cpC Cost Per Coj
- J
Contract Types to be Invoiced e Pry)Ltd o CostPer Cog
- | | ... | ContractType | ContractTy... | Excudef There are still 27 meter readings to be released to billing. Do you want orks W
» vl 1 1cPC | Cost Per Copy No to proceed? PHy)L cpPC Cost Per Cop
wl| 3 1PRE Prepaid Con... |No S ——— orks (Pty) Ltd CPC Cost Per Coj
orks (Pty) Ltd CPC Cost Per Cof
._> [ No orks (Pty) Ltd cpc Cost Per Coy
7 orks (Pty) Ltd CPC Cost Per Cop
=AINE [  cooo00083 HOPOD1 Hope Works (Pty) Ltd cPC Cost Per Coy
rFee Types to be Invoiced
Code | CodeDesai... |
» -] IMTR Usage Char ... =
FeeTvDesl
| Marked | Code ¥ codeDescri... |CodeType | |
? [ #0cmo 3 a0c
| O [Mono |Mono meter | IMTR |
» ) MonoA3 Mono A3 IMTR.
u [ Contains([Code], ‘mo’)
1 Anfa Tntale: 14nf 17
Open Windows ~ | User:JulandaK | 23/11/2020 | Version:2.4.0.11 | Example Company

1. A Contact Billing message box will pop up informing you that;
2. The Billing batch has been successfully created.
3. Click on OK.
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Contract Billing Preview

B Billing Preview
J Home |
HE Qo R B &= .
| - 58 | oo .
Save Generate Preview Back Save Layout Workspaces Print  Export
-
Process i Format a Print ’ Current
Current Period 9 -
" a ContractNo CustomerCode CustomerName ¥ ContractType ContractTyp
Invoice Date 23/11/2020 - 9 =] e W +D¢ hop o0 o
Billing Day T Contract Billing x Hope Works (Pty) Ltd PRE Prepaid Con
b Hope Works (Pty) Ltd CPC Cost Per Cof
r Contract Types to be Invoiced
Hope Works (Pty) Ltd cPC Cost Per Cop
.| ... | ... | ContractTy ContractTy... |ExdudefFro... | Short]
» ‘ @l 1| 1|u;c.“ Yee c:p!_ :y No 2 No 0 The Billing batch has been successfully created. f—_} Works (Pty) Ltd CPC Cost Per Cog
¥ | 3| 1PRE Prepaid Con... |No No Hope Works (Pty) L cPC Cost Per Cof
Hope Works (Pty) Ltd CPC Cost Per Coj
._> Hope Works (Pty) Ltd fa o Cost Per Cof
4 —+ Hope Works (Pty) Ltd CPC Cost Per Cog
| J I » B [} CO0000083 HOPOO1 Hope Works (Pty) Ltd CPC Cost Per Cog
Fee Types to be Invoiced -]
Code | CodeDesai... |
b [=] IMTR Usage Char .. B
Fee Types |
o Marked | Code 7] CodeDescri... |CodeType |
v 7] #fcmo | e [ @e |
| O [Mono |Mono meter | IMTR |
» ) MonoA3 Mono A3 IMTR.
ﬂ ¥ Contains([Code], 'mo’) Edit Filter
Enfa Tatale: 140f 17
Open Windows ~ | User:JulandaK | 23/11/2020 | Version: 2.4.0.11 | Example Company .

NOTE ON AUTO BILL SETTINGS

Auto Bill set to 'Yes'

If your Auto Bill has been set to 'Yes' in the Company Configurator -

Configurator

Company

Company Maintenance
Configuration

Batch Auto Bill Flag = Yes.

ok bR
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Contract Billing Preview

Company (=Jlo)lx])

R o Y SRV
O WO E R B

Company Addresses Sites Purchasng Sales  System  Periods
Centres  Offices Warehouses

Master o

[SE] rome | ﬁ —

HOo = E&

Save Back | Savelayout Workspaces

Process Format
Detais || Configuration |4/.

ConfigFlag FlagDesc = Vahoe “ ‘Work Order Configuration Project Configuration
o o o - Auto Ref ¥
T /. Default WO Type Default Ref Prefix  PR)
1 fcBatchautosil Batch Auto Bil e | | | Default Priority 23 Next Project No 05 3
‘aBatchTrading Batch Trading Ves
= e = : Fuw Asset Configuration ———————————— F\sgz Numbering
- .

1. -then a Run Preview message box will pop up informing you;
2. The preview has been run successfully.
3. Select OK.

B Billing Preview
Home l
1 € e
= ) =
H g a 9 @ == Durben .
Save Generate FPrevier Back Save Layout Workspaces Print  Export
Process “ Format a Print Current
Current Period 9
u m ContractNo CustomerCode CustomerName ContractType ContractTypeDesc
Invoice Date 23/11/2020  ~ .\ ¥ A o o e o0
Billing Day M Run Preview X Hope Works (Pty) Ltd PRE Prepaid Contract
o Hope Works (Pty) Ltd CcPC Cost Per Copy
- Contract Types to be Invoiced /.
Hope Works (Pty) Ltd CcPC Cost Per Copy
S IZI 1 1 &c e &Czhp'a:T:ym 'E:dldﬁw‘" = L | o The preview has been run successfully. |’ Hope Works (Pty) Ltd CPC Cost Per Copy
|| 3| 1/PrRE Prepaid Con... | No No Hope Works (Pty) Ltd CPC Cost Per Copy
Hope Works (Pty) Ltd cpc Cost Per Copy
.__, Hope Works (Pty) Ltd cpC Cost Per Copy
. | —~ Hope Works (Pty) Ltd cPC Cost Per Copy
= " &  cooooooss HOPOO1 Hope Works (Pty) Ltd cPC Cost Per Copy
[FesTypes to be Invoiced B ¥ c oFFO01 Office Supples Unimited cpc Cost Per Copy
DL 3 }cc 9:'_ { — B N coboooiz TIADO1 Titan Group cPC Cost Per Copy
B || B W coooooois SAMOD1 Samanthas Diner cpC Cost Per Copy
:‘ﬂ“’“ | oo = ) . | = &  coooooo7s PIN00O1 Pink Shoes cpe Cost Per Copy
l ] [ 0 0 —~ D¢ ee < ® §  coooooos4 PINOOO1 Pink Shoes cPC Cost Per Copy
5 = o - T e _ || m W  pcoooooor DANOD2 Dancing Shoes PRE Prepaid Contract
pport - ...
v @ Support -Ti.. | FEE B W  cooooooss BIG0001 Big Bargains cPC Cost Per Copy
7] XL Office 365 - ...|IFEE B ¥ Co0000086 BIG0001 Big Bargains cPC Cost Per Copy
vl (<] Commission ... |IFEE
v 1 Inhouse Re... |IFEE
% N Insurance IFEE
vl cF Commission ... |IFEE
Open Windows v | User:JulandaK | 23/11/2020 | Version: 2.4.0.11 | Example Company .

1. The Preview Invoices screen will open.
Here you can view details regarding the selected contract invoices.
3. Click on the expand button in a row of any invoice to view the Fees
sub-grid.
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Contract Billing Preview

a5l Preview Invoices (== x]
vome | ®
Back Save Layout | Export
Processi... 4 Format 4| Curr a
InvoiceNo InvoiceStatus CustomerC... CustomerName DeptName CustomerOrderiNo InvoiceValue Currency B(:hmﬁ .. TaxRate
v e o0 o0 e o o = e - -
PRE0000027 N HOPOO1 Hope Works (Pty) Ltd 695.750 ZAR 1.000 15.000)
& PRE0000028 N HOPOO1 Hope Works (Pty) Ltd 5,750.000 ZAR 1.000 15.000
@ PRE0000029 N HOPOO1 Hope Works (Pty) Ltd 805.000 ZAR 1.000 15.000
@ PRE0000030 N PINOOO1 Pink Shoes 345.000 ZAR 1.000 15.000
@ PRE0000031 N PINDOO1 Pink Shoes 345.000 ZAR 1.000 15.000
@ PRE0000032 N BIGDOD1 Big Bargains 2,735,841.950 ZAR 1.000 15.000
[ PRE0000033 N BIGD0O1 Big Bargains 27,358.420 ZAR 1.000 15.000
i N HOPOO1 Hope Works (Pty) Ltd 575.000 ZAR 1.000 15.000
N DANDO2 Dancing Shoes 1,485.807 ZAR 1.000 15.
o 1} 1
Auto Bill set to 'No
If your Auto Bill has been set to 'No' in the Company Configurator -
1. Configurator
2. Company
3. Company Maintenance
4. Configuration
5. Batch Auto Bill Flag = No.
e - (=Jlajlx]
| @ | Acons  calcenve | compeny | Convact  Departments inventory_ Reporog R, Sdes Searty  Sevees Statcona
@ 2O E B »
Company Addresses Sites P\m Dsﬁs w:‘s:nm Periods
e | i
2O =
Save Back ‘Savelath Wak?am
e — )
e e St = “ ‘Work Order Configuration Project Configuration .
L = — | befauitwotype Defadt - n:::; PR
e || oty o et 27
fidlsVersonBPO2 ;?v::::edx Yes [[New AssetC
fidCaliCentrePeriod Call Centre Default Period (Days) 180 ‘ Default Type - Auto Ref ‘
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Contract Billing Preview

1. - then after Saving Batch Settings / Filters, you will return to the Billing
Preview screen and the Generate button will now be available in the

Billing Preview ribbon. Select this button.

a7 Billing Preview

Back SaveLayout Workspaces Print  Export

/@ = @®

Process s Format a Print Current 4 a

1. A Generate Preview message box will pop up asking;

2. Are you are sure you want to generate the preview invoices for the
saved preview batch?

3. Select Yes.

#g Billing Preview
J Home \
ME RO @ B % ..
- < == L8 | oo .
Save Generate Previes Back Savelayout Workspaces Print  Export
Process p Format p Print ‘ Current
Current Period 9
v v ContractNo CustomerCode ContractType  ContractTyp
Invoice Date  23/11/2020 - ¥ =] e e e e
Billing Day T Generate Preview PRE Prepaid Con
cpc Cost Per Coy
r Contract Types to be Invoiced oC Cost Per Cop
... |.. ContractType | ContractTy... |Excuder Are you sure you want to generate the preview invoices for the saved
»iv| 1 1cec Cost Per Copy Mo preview batch? e T
| 3 1]PRE Prepaid Con... | No cpC Cost Per Cof
CcPC Cost Per Coy
.__.—p Il Yes I No orks (Pty) Ltd e Cost Per Cop
4 ma orks (Pty) Ltd CcPC Cost Per Cop
I G ] m CO0000083 HOPOO1 Hope Works (Pty) Ltd CPC Cost Per Coy
F‘e:r’ fobe T““ — B M Cooo000s OFFO01 Office Suppies Unlimited cpe Cost per Co
ﬂé = |sm"dmi=s° } = ¥ cooooooi2 TIA001 Titan Group cPC Cost Per Cop
¥4 CO0000018 SAMDO1 ‘Samanthas Diner CPC Cost Per Coy
:“ Topes | = e T | @ W  coooooo7s PINOOO1 Pink shoes e Cost Per Coy
Marked e odeDescri... | Code
@ = O ‘ 0 | o Bpe = = v CO0000084 PINOOO1 Pink Shoes CcPC Cost Per Coy
3 = o - T J |  Pcooooootl DANDO2 Dancing Shoes PRE Prepaid Con'
v pport - Ti...
Fl s2 s T FE ¥4 CO0000085 BIG00D1 Big Bargains CPC Cost Per Coy
PR Office 365 - | IFEE B W  cooooooss BIG0001 Big Bargains cpc Cost Per Cop
v ces Co ion ... | IFEE
vl 1 InhouseRe... |IFEE
Wl N Insurance IFEE
{ v CF C ... |IFEE
Open Windows ~ | User: JulandaK | 23/11f2020 = Version: 2.4.0.11 = Example Company 4

1. The Run Preview message box will pop up informing you;
2. The preview has been run successfully.
3. Select OK.
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pEESnEERs e Contract Billing Preview

W Billing Preview
Home: l
= .
HE a0 R B £%
= = Durban .
Save Generate Previe Back | Savelayout Workspaces Print  Export
Process - Format “ Print Current
Current Period 3
" ¥4 Contracto CustomerCode Customeriame ContractType ContractTypeDesc
Invoice Date 23/11/2020 - .\ il B afc L3 e =3 13
Billing Day A Run Preview x Hope Works (Py) Ltd PRE Prepaid Contract
el " Hope Works (Pty) Ltd CPC Cost Per Copy
T T‘'msc;.:rm—a‘;;'“r“m‘i ContractTy... | ExdudeFr ’. R e s
= s ype Y... 0.
»w 1 1crc |WP!’GIW'U' Hope Works (Pty) Ltd cPC Cost Per Copy
vl 3 1PRE |Prepaid Con... | No Hope Works (Pty) Ltd cpC Cost Per Copy
Hope Works (Pty) Ltd PC Cost Per Copy
._» Hope Works (Pty) Ltd cPC Cost Per Copy
q —~ Hope Works (Pty) Ltd cPC Cost Per Copy
e J 2] ¥4 CO0000083 HOPOO1 Hope Works (Pty) Ltd cPC Cost Per Copy
[Fe=Trrestabe ""“‘““ : B M c oFFo01 Office Supples Uniimited e Cost Per Copy
5 E:umdh |;m"dm=:=s:; ‘ < m M  cooooooiz TIADO1 Titan Group cpc Cost Per Copy
5 —|| ® &  coooooois SAMO01 Samanthas Diner cpc Cost Per Copy
:“ﬂ”:‘ | (oot (o e | ®m &  coooooo7s PINGOO1 Pink Shoes e CostPer Copy
i = e o T e B WM coooooos+ PINGOOL Pink Shoes =3 Cost Per Copy
5 = o - e || m ™  pcooooood DANO02 Dancing Shoes PRE Prepaid Contract
pport - Ti
5 = St T [ @ M coonoooss BIG0001 Big Bargains =S Cost Per Copy
2 XL Office 365 - | FEE B |  Cooo000ss BIG0001 Big Bargains cpe Cost Per Copy
vl (<] Commission ... |IFEE
vl 1 Inhouse Re... |IFEE
vl N Insurance  |IFEE
vl CF Commission ... | IFEE
Open Windows ~ | User:Julandak | 23/11/2020 | Version: 2.4.0.11 = Example Company 7z

1. The Preview Invoices screen will now be open.
2. Here you can view details regarding the previously selected contract
invoices.

3. Click on the expand button in a row of any invoice.

") Prewmlnvmas‘_‘. =B x]

Home I
Back Save Layout | Export
Processi.. 4| Format .| Curr.. . i
InvoiceNo InvoiceStatus  CustomerC... CustomerName Deptame CustomerOrderiNo InvoiceValue Currency ExchangeR... | TaxRate
¥ o L= =3 s 3 B L= = L3 - -
N HOPDO1 Hope Works (Pty) Ltd 695.750 ZAR 1.000 15.000
@ PRE0000028 N HOPOO1 Hope Works (Pty) Ltd 5,750.000 ZAR 1.000 15.000
[ PRE0000029 N HOPOO1 Hope Works (Pty) Ltd 805.000 ZAR 1.000 15.000
@ PRE0000030 N PINOOO1 Pink Shoes 345.000 ZAR 1.000 15.000)
@ PRE0000031 N PINOOO1 Pink Shoes 345.000 ZAR 1.000 15.000
[ PRE0000032 N BIGD0D1 Big Bargains 2,735,841.950 ZAR 1.000 15.000
[l PRE0000033 N BIG00D1L Big Bargains 27,358.420 ZAR 1.000 15.000
[ PRE0000034 N HOPDO1 Hope Works (Pty) Ltd 575.000 ZAR 1.000 15.000
N DANDO2 Danding Shoes 1,485.807 ZAR 1.000 15.!
‘ »
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Contract Billing Preview

1. The Fees sub-grid will be expanded.
2. Here you can view more information including the linked Serial No. and

the
3. Due amount.

EXPORT THE PREVIEW INVOICES

4. You can Export the Preview Invoices data to Microsoft Excel by select-

ing the Export button on the Preview Invoices ribbon.

55! Preview Invoices =8 x

Homel

© [ =
Back saveLayout | Export A/.

Processi.. 4| Format .| Curr

Invoicelo InvoiceStatus CustomerC... CustomerName Deptiame CustomerOrderio InvoiceValue Currency ExchangeR... | TaxRate
v | e Qe #0c e ge o0 = Al = =
@ PRE0000027 N HOP0O1 Hope Works (Pty) Ltd 695.750 ZAR 1.000 15.000
E PRE0000028 N HOPDO1 Hope Works (Pty) Ltd 5,750,000 ZAR 1.000 15.000
Fees
SerialNo LocationItem.. FeeType FeeTypeDesc AccountCode | InvoicelineDescription Due VAT
20-857485 | E Evergreen Rental 1202 _x 5:000.000 750.000
[ PRED000029 N HOPOO1 Hope Works (Pty) Ltd ( 805.000 ZAR 1.000 15.000
N PINOOD1 Pink Shoes. 345.000 ZAR 1.000 15.000
» N PINO0O1 Pink Shoes 345.000 ZAR 1.000 15.000
PRED000032 - N BIGD0D1 Big Bargains 2,735,841.950 ZAR 1.000 15.000
PRED000033 N BIG0D001 Big Bargains 27,358.420 ZAR 1.000 15.000
@ PRE0000034 N HOPOO1 Hope Works (Pty) Ltd 575.000 ZAR 1.000 15.000
@ PRE0000035 N DANDOZ Danding Shoes 1,485.807 ZAR 1.000 15.000

1. The invoices data will be exported to Microsoft Excel.

You can then view the data, search for specific data, prepare the spreadsheet

for printing, etc.

2. When you have finished working in the spreadsheet, save your changes,

if required, and close Excel to return to the Preview Invoices screen.
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Contract Billing Preview

= X cut 2b Wrap Text 3 Autosum ~ QY p
B3 Copy - . @] Fill -
Ciipboard 5 Font ] cells Ediing ~
A1 ~ Jfe | InvoiceNo v
4Al B ¢ D E | G |H [ ] K | L I N o P Qa R | s T u | v | [
1 ‘TnvoiceNo l]mnlceSIams CustomerCode Customeriame. | Depthame. ‘ CustomerOrdertio InvoiceValue | Currency | ExchangeRate  TaxRate InvoiceDate | InvoiceTime | BillngDate il
2 |PRE0000012 N HoPooL Hope Works (Pty) Ltd 695.750 2R 1.000 15.00011/10/2020  00:00:00 |31/05/2020
37 | seraho beatontembed Festype | FesTypebesc  [hceounicode imoslinebespton | oue | VAT
4| 1020001 s Senvice 1101 Service Fee 605.000  90.750
5 |PRE0000013 N Pmvooo1 Pink Shoes 345.000 ZAR [ 1.000] 15.00011/10/2020  |00:00:00 |31/0572020
6] [ seahe peutened ey [ Festyebes m.mﬁ T ‘ e | AT
7 | |2020103057 s Senvice 1101 300000 45.000
8 |PRE0000014 N PINO001 [pin shoes 345000/ 1000 1500011/102020  o0:00:00  [31/05/2020 |
9| | serohe peatowmemned Festype | Festypebose [hceminicode imaesliebesapton | ie | VAT
10 0 s senice o sence oo 450
11 |PREC0000IS N Hopoo1 [ope works (pty) Lta [ 575.000ZAR [ 1000 15.00011/10/2020  |00:00:00 B
12] | Serialio 5 ¢ FeeType |  FeeTypeDesc  Accou | oue VAT
13‘{ 1830200 s senvice 1101 | so0.000  75.000 v
sheet [ &) T v
® m - —

Click on Back in the Preview Invoices ribbon to return to the Billing Preview

screen.

o Preview Invoices —Jla ] x|

| Home L, ]
o| @
Back Save Layout | Export

roce Forr rt 3 d°,

The Preview button will be available on Billing preview after the batch of

Invoices has been saved for Preview.

If you wish to preview the invoice list again, you only need to click on Pre-
view to return to the Preview Invoices screen from the Billing Preview rib-

bon as your settings have been saved.

o5 Billing Preview

| Home

H 40 B B @% . —
Back

Save Generate | Preview Savelayout Workspaces | Print  Export

Process . Format “ Print “ Current

If you wish to view a different batch of invoices, then you will need to start

the Preview process from the Select Contract Types to be Invoiced step. If

you wish to preview invoices from a different site then begin from the Site

selection step.
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