Invoice & Quotations Billing

MAIN MENU

Upon loading the system, you will be taken to the main menu.
At this screen you are able to navigate to the various functions of the system such as ‘Invoice’ or
‘Quotation’.

Invoice and Quotation Billing System

Main System Options Update Information
Customer
Cuakation Employes
Zashbook, Pavment Method
Payment History Producks
Reparts Tax Rate
Exit

Before proceeding it is advised to go to the 'Update Information' option. From here you can set the
parameters which will be used throughout the system such as customer, employee and payment
method. These parameters are needed when entering the main quotation and invoice details.

Please see the end of the document on how to do this.



Adding a new Invoice record

Invoice

Invoice

Custarner Narne:
Carmpany Mame:
Address1:
Address2:
Address3:
Postcode:
Cauntry:
Telephone:

Fax:

Ermail

Shipping Address

Order Details
Accaunt Number:

Invoice Order |0
Select Order Mumber:
Order D ate:
_I Despatch D ate:

Invaice Paid/Clozed:

Comrments:

[&utoMumber)

[& Date Clozed: |:|

EEE

Click praduct ID ta zelect...

[ ProductD

| Oty [

UnitPrice |

Discount

[ ExtendedPrice

Recard: 14 4 || P I

MHew
Find
Delete

Pritat

Refresh
Cashbook

Cloze

Email Cuztomer

= _|
Sub Tatal:
Order Taken By: hd
¢ I _I Freight: 000 Outlook Tazk
Detailz of any work undertaken: Taw 17.5%
Fayments Made | Total:
Appointment

&

Payments Made:

Balance To Paw:

1. Atthe top left click the select button to add a shipping address.

Use the dr

Click to zelect...

down box to select the customer you require.

|M RS Wicki Cooper

=]

Custormer:
Company:
Addressl:
Address2:
Addrezed:
Postoode:
Country:
Telephone:
Fa:

Account Humber;

E mail:

MRS Yicki Cooper Assign
ticrozaft X -
2 innersh Trangle Cloze
Berk zhire

Bl

1K -

0171 843 5233

0171 737 7377

3000

vcnuper@ﬁwsuftm.uk

/




Click the ‘Assign’ button to add the name and address to the invoice
The account number and invoice order ID will automatically be filled in.

Invoice
* | Shipping Address Order Details Y
Customer Mame:  [Vicki ||[Eaoper Account Mumber: (30001
Carnpary Marne: Microzoft Ireeoice Order 1D 51
Addressl: 2Winnhersh Triahgle Select Ttz Ml
233"333;: T Order Drate: IE'
IS SIESIIE Dezpatch Date: |
Pozstcode: B _I [
Country; K Irvoice Paid/Cloged: | Date Closed: I:l @
Telephone: 0171 8489299 c _
Fax 077 737 7377 omimels:
Email: voooper@msoft, co.uk,

To add a product click the dropdown product ID box at the left of the grid

Click product 1D to select. ..
ProductiD UnitPrice Dizcount ExtendedPrice

235.00 0.00 0.00

HP11 Printer
- Office 97
M-HIEBP Office 2000

Fill in the other details such as the quantity and any discount offered. The Extended Price box will
update it's details to reflect this. Repeat this procedure for any other products you add to the grid.

————— e —————— —————

ProductiD Qty UnitPrice Dizcount E xtendedPrice
M-ESTP

—_

235.00 010 265.50

The total boxes will also be updated

Sub Total: 265,50
Freight: 0.00
Taw 17.5% 4646
Total: 311.36

Adding a Freight value will again update the total.



To record payments made against this invoice click the ‘Payments Made’ button

Fayments M ade | Tatal:

Payments b ade;
Balance To Paw:

l Sub Tatal: 265.50
Freight: 12.00
Tax 17.5% 45 45

32396

The following screen will be displayed

Paymenits

PaymentID: Il?—
Payment Method: |De|:uit Card =
Date Paid: 03/03j2008  |E|
Arnounk: 10.00

Mew Payment |

Close |

—iCredit Card Dekails

CreditfDebit Card Mumber:

it

Bank Account Murmber:
Transaction Reference:

Bank Transfer Date;

[~ walid Card
Drate Skart: I— @I
Expiry Date: I— |§E|
Auth Code: IEI—_I_
—Bank Details
Bank Sort Code: |

|

|

|

Mokes:

Total Payments

If this is the first payment you do not need to click the ‘New Payment’ button

Fill in the relevant details and close the screen. The values are automatically saved.



The main invoice screen will now have updated totals in the payments made box and the balance to
pay box.

Sub Taotal: 265.50
12.00

46.46

323.96

Payments bade: [10.00
Balance To Pay: |313.96

If you wish to close the invoice tick the ‘Invoice Paid/Closed’ box and enter a date in the ‘Date Closed’
box. You should also make sure you have entered the order number.

Order Mumber: 22 -
Order Date: |E|
Dezpatch D ate; @

Ireeoice Paid/Closed: W Date Clozed: | 21,/03/2008 @I

The closed invoice will then show in the cashbook

Click the ‘Cashbook’ button on the right hand side of the invoice screen to see the details of the closed
invoice.

|Cashbook - Invoices

Comparw/S ale Caontact Contact Drate Paid/Clozed Purchase Order Mo Owed Paid
Office Supplies Ltd Jobin Smith 15/00./2008 11234 AT04.13 50.00
#AC Cammunications K.atie Francis 09401 /2008 8989 1033.00 1740.00
Computer Supplies CG wilzon 26/02/2008 LKA451 329525 30.00

Microzoft Yicki Cooper 21/03/2008 222 3396 10.00

You can remove the entry from the cashbook by removing the tick in the ‘Invoice Paid/Closed’ box on
the invoice screen.

Fill in any other details on the Invoice form. For example who the order was recorded by and any notes.



Searching Invoices
At the Invoice screen click the button named ‘Find’

You will see the following screen

Haoww would vou like to zearch far the information?

" Filkers

& Order D

% Order Date

Customer

% Order Mumber

% Account Mum

|

Click the search by option you require

Ha wiowld vau like to zearch for the information?

" Filters
& Order 1D [+H

™ Order Date | ok

& Customer

|
¢ Order Mumber |
|

Cloze

i Account Mum

Here we are searching by order ID.

Click the ‘OK’ button to search

Click the ‘Close’ button to close the search option box and return to the Invoice screen
If your record has been found it will be shown on the ‘Invoice’ screen.

At the bottom left of the Invoice screen you will see how many records have been found

|

Record: HI 1 || 1k |H |H9| af 1 {Filtered)

To view all records again on the ‘Invoice’ screen click the button on the right hand side named ‘Refresh’




Deleting an Invoice record

Locate the record you wish to delete and click the button on the right hand side named ‘Delete’

x4

Are you sure you wish to delete this record?

Yes Mo |

Select Yes to delete or No to cancel this option

Navigating Invoice records

To move through each record use the MS Access record selectors at the bottom left of the screen

Record: HI 1 II 1 IH|H9| of &

You can type the record number and press your return key to move straight to the record or use the
arrow buttons to move through each one. You will find more details of this in your MS Access manual
or help system. These buttons are available on all screens in the system.

Printing an Invoice record

Locate the record you wish to print and on the right hand side click the button named ‘Print’

Saving Invoice records

Invoice records are automatically saved. If you enter a record and move to the next or previous
records, the details are saved also. Also if you make a change to a record and close the screen the
details are automatically saved. This is standard MS Access functionality



Quotation

The functionality of the Quotation screen works in exactly the same way as the Invoice screen.

Please see the Invoice section for details on how to use the Quotation functions such as find, new,
refresh, delete, navigate and print.

Quotation totals

The totals are similar to the Invoice screen with the exception that you can assign your own package
price.

Sub Total  |531.00
Dizc Walue: |5317.00

Freight: 10.00
Tatal; 533.93

[ Pkg Price:  [10.00
Tatal Plo:

Click the white box named ‘Pkg Price’ to select the package price option

B4 Pkg Price: |10.00
Tatal Pkg: |11.75

Enter your package price in the ‘Pkg Price’ box and the total package price will then be calculated by
adding the tax (VAT) and displayed in the Total Pkg box.



Cashbook

The cashbook contains a record or all invoices that are closed either because they have been paid in
full or partially paid.

This screen is accessible from the Invoice screen or from the main system menu.

|Cashb00k - Invoices

Comparw/Sale Contact Contact Drate Paid/Clozed Purchase Order Mo Owed Paid
Office Supplies Lid Jobin Smith 15/01/2008 11234 AT04.13 50.00
#AC Cammunications K.atie Francis 09401 /2008 8989 1033.00 1740.00
Computer Supplies CG Wilzon 26/02/2003 LKA451 329525 30,00

Microzoft Yicki Cooper 21/03/2008 222 3396 10.00

At the bottom of the cashbook screen there are buttons for printing or for creating a file that can be
imported into MS Excel.

Clicking the Excel button will create a file called ‘Cashbook.XLS'’ in your C:\ root on your hard drive.

Excel x|

Done - File saved in C: as Cashbook, ¥L3

The file can then be imported into MS Excel



Payment History

The Payment History screen contains a record of all payments made against invoices.
This screen is accessible from the main system menu.

Payment History

Lompany/Sale Cantact Contact Date Paid Invoice |0 Purchase Order Mo Payment Method  Amount
Action Gordon Jones 08/01 /2008 47 Cheque 120.00

Computer Supplies CG Wilson 26/02/2008 h0 LK451 Cheque 10.00

Computer Supplies CG wilzon 26/02/2008 50 LK451 Drebit Card 20.00

At the bottom of the Payment History screen there are buttons for printing or for creating a file that can
be imported into MS Excel.

Clicking the Excel button will create a file called ‘PaymentHistory.xIs’ in your C:\ root on your hard drive.
PaymentHistory.xls

Excel x|

Done - File saved in C:), as PaymentHistory, xls
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Reports

The system comes with a few built in reports. You may add your own also.

This screen is accessible from the main system menu.

JI=TEY

“'hich report would you like to grint?

— Reportz
Cazhbook, Frirt
Contacts/Customers List
Invoices By Date Close

|Fwvoices Closed
[hvoizes Unpaid
Parts Discontinued
Partz List

FPayrnent Hiztary

Date From: I— @I
Date To: I— @I

Use the mouse to select the report and click the ‘Print’ button

Wi'hich report would wou like to print?

— Repaortz

Frirt

Cazhbook,
Contacts/Customers List
Irrvaices By Date Claze
|Fvoices Closed v
[nvaices Unpaid

{Parts Discontinued
Farts List
Payment History

You may need to alter the page settings for landscape or portrait within MS Access for some reports.

11



Some reports require dates to be entered. Click the calendar button to show the calendar. Click on a
date to select.

Lontacts/Uustomers |
Irvvoices By Date E3 Calendar

[rvoices Cloged
|rvoices Unpaid March 2008 F
Partz Dizcontinued Sun | Mon | Tue | W
Parts List
) 24 25 26 27
Payrment Histary 5 3 4 5
g 10 A2

11
16 17 |18 /|19
22 |24 |5/ |

a0 £l 2
/[

[
Date From: [05/03/2008

Updating System Information

This feature allows you to update information to be used throughout the system

Customer
Employee
Payment method
Products

Tax rate

You can select these screens from the main menu.

This is the Employee update screen

To add a new record click the ‘New’ button

The ID js automatically assigned and cannot be changed

B Employee ﬂ

2
M
Employee |0 \F B =
\ 8 Firgt Mame: Im Lazt Mame: IBarnett

Cloze

record: 14] 4 || 1k e e%] of &

To delete a record, click the bar on the side until it highlights and press the ‘Delete’ key on your
keyboard. This is standard MS Access functionality.

To navigate through the records, click the arrow buttons at the bottom left

12



MS Outlook Functionality

The system is compatible with MS Outlook
You should have MS Outlook installed in order to use these features
e Email
e Create tasks
e Create appointments
The Invoice and Quotation screens contain buttons enabling you to perform tasks via MS Outlook
Email Custormer

_ = |
Outlook T azk,

|
Appointment

@ |

Email
Click the button named ‘Email’ to send email and the following screen will appear
Outlook Email Message

=

Ta: Iiuhnsmith@gmail.mm Send now..  Tg@ |

Subject: |Thi$ iz a test

Mezzage /
Hello

Hows are you?

/

/
Fill in the to, subject and message details and click the ‘Send now’ button to send the message.
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The message will appear in your Outlook outbox
Tasks

Click the button named ‘Outlook Task’ to create a task and the following screen will appear

Outlook Task

Stark [ ate: IEI#.-"EIS.-"EEIEIB || Create
Due Date: I'I 140372008 |§E| T

Priority: IN:::rmaI - I

Cloze

Subject: [Test Task
Thiz iz & test

Bady:

Remind Me: ¥

Rerminder Time: IEI'I 00 - I
Fieminder Date: [11703/2008

Fill in all details and click the ‘Create’ button.

The task will appear in your MS Outlook tasks
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Appointments

Click the button named ‘Appointment’ to create a new appointment and the following screen will appear

Qutlook Appointment

To create an appointment, enter the detailz and click the 'Create’ buttan....

Start D ate: I'I 1/03/2003 @I Start Time: IEI'I a0 - I Create
End Date:; |1 20342003 @I End Time: IEIE:SEI - I —
v

Reminder;

Reminder Minz Before Start; I ]

Cloze

Location: |Test lozation

Subjeck: |Meeting about zales

W2 need to talk about the zales figures for thiz month
Body:

Fill in all details and click the ‘Create’ button.

The appointment will appear in your MS Outlook appointments

The full version of this system allows you to change anything to suit your requirements. You have full
access to the source code, tables, forms, queries, macros, tables etc.

http://access-databases.com

contact: paul@access-databases.com
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