Extended O/E Credit/Debit Note Entry SmartFinder — Documents

Extended O/E Credit/Debit Note Entry

Extended O/E Credit/Debit Note Entry is an enhanced replacement for the Sage O/E Credit/Debit Note
Entry screen.

e |t provides SmartFinders to speed up credit and debit note entry.
o SmartFinders search more fields than the Finder and search in all text fields at once.

For example, search for “Seattle” if you think that the customer or contact is in Seattle.

o ltlets you create credit notes and debit notes that are not tied to a particular Order Entry invoice
by letting you add using the Item Finder and by searching historical invoices and previously
purchased items.

o ltlets you view all prepayments entered using the Order Entry, Shipment Entry, or Invoice Entry
screens in Order Entry or using the Receipt Entry screen in Accounts Receivable

The following screens show the extra features provided by Extended O/E Credit/Debit Note Entry:

Sage Credit/Debit Note Entry screen TaiRox Extended CR/DR Note Entry screen

edit/Debit Note Entry
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Click the following links for details on Extended O/E Credit/Debit Entry features:

SmartFinder — Documents Quickly look up existing credit notes and debit notes for a customer.
SmartFinder — Customer Number Find a customer fast from a name, description, phone number or
address.
SmartFinder — Invoice Number Find an invoice fast from partial words.
Item Finder (SmartFinder — Items) Find an item quickly from partial words. Show additional item
columns such as price, quantity and comments. Search also by manufacturer’s item number with the
Enterprise version of Productivity Tools.
SmartFinders provide fast, browser-like search capabilities for looking up data on the O/E
Credit/Debit Entry screen. They search more fields than the Finder and search in all text fields at
once. For example, search for “Seattle” if you think that the customer or contact is in Seattle.
Line Finder Quickly find a detail line in a large credit/debit note by item number, item description,
item comments, picking sequence, location, manufacturer, or other item fields.
Customer Optional Fields Display any customer optional fields on the Extended O/E Credit/Debit
Entry screen.
Display and Edit Optional Fields in the CR/DR Note Entry Detail Grid Optional fields appear as grid
columns.
CR/DR from History Add to new credit notes and debit notes for a customer, based on previous
orders.
Applied Credit Notes If an invoice being credited already has credit notes applied you can display
those credit notes.
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Extended O/E Credit/Debit Note Entry SmartFinder — Documents

Prepayments lets you view prepayments entered on the Order Entry, Shipment Entry, or Invoice
Entry screens in Order Entry or using the Receipt Entry screen in Accounts Receivable.

SmartFinder — Documents

Click the Document button to open the SmartFinder for searching credit/debit notes. Docurment

e Enter part of a name or address (or CR/DR description or reference) and click the Find button.

o Double-click the credit note or debit note to select it and return you to the Credit/Debit Entry form.

Search:
e Enter one or more words or word fragments in the entry field to search multiple tables and fields.

e Search returns records which contain the search string in any of the searched fields — for
example, one record may have “Royal” in the name, where another may have it in the address
field. Both will be displayed.

o Using multiple words in the search? Enter "300 Main" and the search will find entries "300
Main Street" as well as "123 Main Street, Suite 300".

o Searching for a phone number? Enter the phone number segments separated by blanks.
Enter "451 8991" and the search will find "(451) 555-8991" as well as "(408) 451-8991".

Note:

o All of the word fragments must be present in one of the fields being searched. (For example,
if you searched for “Ross Blvd”, you will not see an order where “Ross” is in the Customer
Name field and “Blvd” is in the Address 1 field.)

o Addresses (e.g. the Bill-To addresses) are treated as a single field.

Display:

e The top grid displays the documents matching the search criteria. Double-click to select a
document.

o The bottom grid displays the details of the document highlighted in the top grid.

o Click the Bill-To Address column heading or double-click the address to launch Google Maps
with the bill-to address.
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Extended O/E Credit/Debit Note Entry SmartFinder — Customer Number
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e Double-click email addresses (such as the Bill-To Contact E-mail) to create new emails.

SmartFinder — Customer Number

Click the Customer Number button to open the SmartFinder for searching customers.

o Enter part of a name or address (or contact phone or email address) and click the Find button.

o Double-click the customer to select it and return you to the Credit/Debit Note Entry form.

Search:
e Enter one or more words or word fragments in the entry field to search multiple tables and fields.
e You can filter to retrieve active customers only and active ship-to locations only.

e Search returns customers and ship-to location records which contain the search string in any of
the searched fields — for example, one record may have “Royal” in the name, where another may
have it in the address field. Both records will be displayed.

o Using multiple words in the search? Enter "300 Main" and the search will find entries "300
Main Street" as well as "123 Main Street, Suite 300"

o Searching for a phone number? Enter the phone number segments separated by blanks.
Enter "451 8991" and the search will find "(451) 555-8991" as well as "(408) 451-8991".

o All of the word fragments must be present in one of the fields being searched. (For example,
if you searched for “Ross Blvd”, you will not see a customer where “Ross” is in the Customer
Name field and “Blvd” is in the Address 1 field.)

o Addresses (e.g. the Bill-To addresses) are treated as a single field.

Display:

o The top grid displays the customers matching the search criteria. Double-click to select a
customer.

e The bottom grid displays the ship-to locations that match the search criteria.
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Extended O/E Credit/Debit Note Entry SmartFinder — Invoice Number

Note that the ship-to locations may not be related to the customer records displayed in the top
part of the screen. Ship-to locations appear only if they contain the search string.

e Click the Address column heading or double-click the address to launch Google Maps with the
bill-to address. You can also check the locations of ship-to addresses.

e Double-click email addresses (such as the Bill-To Contact E-mail) to create new emails.
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SmartFinder — Invoice Number

Click the Invoice Number Finder button to open the SmartFinder for invoices.

Search:
e Enter one or more words or word fragments in the entry field to search multiple tables and fields.

e Search returns records which contain the search string in any of the searched fields — for
example, we used “black” in the grid below to find invoices for Ronald Black.

r 3
% SAMLTD - Extended OF Credit/Debit Note Entry ==
File Help
Search frack I Find ]
[ tp— Order Type [———R I3 Bil-To Addr | Bil-To Addrass 2 | Bil-To Address 3 | Bil-To Ad]
INDOOODO0000002 1200 Mr. Ronald Black 2820 Wabash R.
INODODO0D00004 1200 Mr. Ronskd Black 2820 Wabash R.
INOODIDOODD00S 1200 Me Ronsid Black 2820 Wabssh Rt
INCODODO0DODD 13 1200 Mr. Ronaid Black 2820 Wabash R.
INO0DODO0D0D023 12m Mr. Ronskd Black 2820 Wabash R.
INODDIDOODODIZE Ve Ronaid Black 2320 Wiabssh R
__ Vi Ronald Black | 2820 Wabash . [ | [ |
INODDIDODDODI3S Ve Ronsid Black 2820 Wabssh R
INDOOOD00000048 1201] Mr. Ronald Black 2820 Wabash R.
INODODO0D000ST 1200 Mr. Ronskd Black 2820 Wabash R.

Description Kit/BOM Number rice ocatic Shipment Date Cument Quartity. Invoice Unit off
A1-103/0 Fuorescent Des. USA 4 1/4/2020 10 Ea
A1-320/0 S0W/12V Haleg... UsSA 1 17472020 7 Ea
A1-31070 Halogen Desk Li USA 1 17472020 3 Ea
A1-400/0 Desk Note Book UsSA 4 1/4/2020 30 Ea
A1-450/0 Eulletin Board UsSA 4 17472020 15 Ea.
<] I 3
S
L
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Extended O/E Credit/Debit Note Entry Item Finder (SmartFinder — ltems)

o Using multiple words in the search? Enter "300 Main" and the search will find entries "300
Main Street" as well as "123 Main Street, Suite 300".

o Searching for a phone number? Enter the phone number segments separated by blanks.
Enter "451 8991" and the search will find "(451) 555-8991" as well as "(408) 451-8991".

o All of the word fragments must be present in one of the fields being searched. (For example,
if you searched for “Ross Blvd”, you will not see an order where “Ross” is in the Customer
Name field and “Blvd” is in the Address 1 field.)
o Addresses (e.g. the Bill-To addresses) are treated as a single field.
Display:
e The top grid displays the invoices matching the search criteria. Double-click to select a document.
e The bottom grid displays the details of the document highlighted in the top grid.

e Click the Bill-To Address column heading or double-click the address to launch Google Maps
with the bill-to address.

e Double-click email addresses (such as the Bill-To Contact E-mail) to create new emails.

ltem Finder (SmartFinder — ltems)

Click the Item Finder button under the item grid to open the SmartFinder for items.
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The Item Finder provides several item search options and displays search results in a selection grid with
columns such as price, description, quantity available (current and all locations) and comments.

File Help

tems | Manufacturer’s tem Number
Find tems By

E-] 7| \

Location [ | [central warehouse - Seattie |

Price List [ ] [ |

[ Active tems Only

[5 em Number | Desciption Price | Qty. Available | [B Gty. Available (Al | Status | Comment 1

e The Item Finder appears with the “Search” choice selected by default on the Items tab. This is the
most common way to look up items.

o Type a partial item description or item number in the text field, optionally select Active ltems
Only, and press Enter to immediately search for items.
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Extended O/E Credit/Debit Note Entry Item Finder (SmartFinder — ltems)

o Alternatively, select a different “Find Items By” choice. For example, you can choose “Show All
Records” and specify a range of item numbers, structure codes, categories, or account sets using
the range fields. You can specify more selection fields using Additional Criteria.

File Help
Hems | Manufacturer’s tem Number
Find ftems By
[ Show All Recards ]
tem Range
Select tems By From Te
[ None) ~]
[ None) ~]
[ (Nare) ~]
[ (Nare) ~]
Addtional Crtera.. Reset Defaults
Location [ | [Eentral warchouse - Seattle
Price List [ | |
Item Number | Description

e The above search screen displays two tabs for looking up inventory items — Items and
Manufacturer’s Item Number — which let you search for I/C item numbers or for manufacturer’s
item numbers.

Search for manufacturer’s item numbers is a Productivity Tools Enterprise feature.

The Manufacturer’s Item Number tab will not appear unless you have a license for the Enterprise
version of Productivity Tools.

e If you do not select the SmartFinder “Search” option, you can select up to four item field ranges —
by item number, status, structure code, category code, and account set code.

e The item price is the quantity zero price for that customer.

e The Item Finder also displays all columns that are in the standard Sage Finder. You can choose
which columns appear in the Item Finder by selecting File > Settings from the ltem Finder menu.

e Selecting an item inserts a new row into the order entry grid.

Searching for Inventory Control ltem Numbers on the Items Tab
The Item Finder on the Items tab provides 7 search options:

File Help

Manufacturer’s ltem Number
Find tems By
Search |v ‘ |
Show All Records
|| tem Number ‘Central warchouse - Seattle |
Description
H Structure Code ‘ |
Category

Account Set Code

e Search (most common option) — to search for words or word fragments in item text fields (such
as the item number, item description, structure code, category, price list, picking sequence, and
comments). This search works like the Order Number and Customer Number SmartFinders.

The “Search” choice automatically searches in all fields that appear as columns in the grid.

o Show All Records — to select items from all item records based on ranges of Item Number,
Structure Code, Category, and Account Set Code and on item Status. You can also specify
additional selection criteria using more item fields.
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Extended O/E Credit/Debit Note Entry Item Finder (SmartFinder — ltems)

Item Number — to select items using part of the item number. You can refine your selection
based on ranges of ltem Number, Structure Code, Category, and Account Set Code, select items
by item status, and specify additional selection criteria using more item fields.

File Help

ftems  Manufacturer’s ftem Number
Find lems By

| ftem Number V| Starts with ~ | |
Starts with
tem Range

Search by ltem Number, Description, Structure Code, Category and Account Set Code also let
you specify a search value that the item starts with or contains.

Description — to select items with descriptions that begin with or contain a string of characters.
You can refine your selection based on ranges of Item Number, Structure Code, Category, and
Account Set Code, select items by item status, and specify additional selection criteria using
more item fields.

Structure Code — to select items with structure codes that begin with or contain a string of
characters. You can refine your selection based on ranges of Iltem Number, Structure Code,
Category, and Account Set Code, select items by item status, and specify additional selection
criteria using more item fields.

Category — to select items in categories that begin with or contain a string of characters. You can
refine your selection based on ranges of ltem Number, Structure Code, Category, and Account
Set Code, select items by item status, and specify additional selection criteria using more item
fields.

Account Set Code — to select items with codes that begin with or contain a string of characters.
You can refine your selection based on ranges of Item Number, Structure Code, Category, and
Account Set Code, select items by item status, and specify additional selection criteria using
more item fields.

More on the “Search” option (most common option):

Select “Find Items by Search”. (Note that Find Items By defaults to the last choice used.)

Enter one or more words or word fragments in the next field to search multiple item tables and
fields. (Note that the program scans all columns displayed in the Item Finder grid.)

You can filter for Active items only.

Search returns items and customer item numbers that contain the search string in any of the
searched fields — for example, one record may have “Desk” in the Description field, where
another may have it in the Comment 1 field. Both items will be displayed.

Note:

o Ifusing the Search option, all of the word fragments must be present in one of the fields that
are displayed on the screen. (For example, if you search for “desk lamp”, you will not see an
item where only “desk” is in the Description field and only “lamp” is in the Comment 1 field.)

Display:

TaiRox Productivity Tools for Sage 300

The top grid displays the items matching the search criteria. The screen below shows “Desk
Lamp” in the description of one item, and “Desk Lamp” in the comments of the second one — so
both appeared.

The bottom grid displays the customer item numbers for the item selected in the top grid.
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Extended O/E Credit/Debit Note Entry

File Help

ftems  Manufacturer's kem Number
Find ftems By

[ search <] [eskiamp

Location [
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Price List [

[ Active kems Orly
Desciiption
Fuorescent Desk Lamp
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<
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[8 Qy. Avaie... | Status
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Active
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Customer tem Numbers

Customer's ltem Number | Customer's
DESK LAMP CASE

Custor

Mr. Ronald Black

Unit of Measure: Instructions

Case
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Find

Select Cancel

Item Finder (SmartFinder — ltems)

Click the Qty. Available column to see the location details, with the quantities on hand, on

purchase order and on sales order. You can drill down further on these quantities.

Selection:

Selecting columns to display in the Item Finder

Double-click an item in the top grid to select and add the item to the credit/debit note.

Choose File > Settings in the ltem Finder window to change column settings.

]
File Help

Close

—

Reset Defaults

Price List USA
[] Active tems Only

ttem Num. .

Description

Fluorescent Desk Lamp

Al1-310/0 Halogen Desk Light

" Include -5 Up
Altemate ftem Set Number Description

Date Last Maintained Price

Account Set Code =EEaE Gty Available ng)
Stocking Unit of Measure (City. Available (Al

Unit Weight Al - Status

Commaodity Number Comment 1

Date Inactive <- None Structure Cods

Segment 1 Categaory

Segmert 2 Stock tem

Segment 3 Default Picking Sequence

Segment 4 Default Price List Code

Segment 5 Sellable

Segment & Serial Numbers

Segmert 7 Lot Numbers

Segment 8

Segmert 5

Segment 10 v

‘The maximum number of columng is 50, selected is 15 | oK Cancel

The current columns that are displayed appear in the right-hand column.

Highlight columns that you want to add in the left-hand column and click the Include button.

Settings apply to the currently selected tab. For example, if you want to change the columns

on the Manufacturer’s Item Number tab, choose the tab first, and then select File > Settings.

Only the “Included Fields” are used for searching. For example, if you do not include the

Comments 1 field, the program will not scan the comments. Also note that fields like the “Price”
will affect performance because the program calculates the price for the current customer in order
to display it in the item results. If search is slow, remove columns that you don’t need.

TaiRox Productivity Tools for
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Extended O/E Credit/Debit Note Entry Item Finder (SmartFinder — ltems)

All of the possible columns are shown below. Note that optional and calculated fields are also available
for inclusion — for example, the Item’s Color and Qty. Available for Sale.

Defaults:
Urformatted tem Number [P

Attemate tem Set Number
Date Last Maintained
Account Set Code
Stocking Unit of Measure
Unit Weight

Commedity Mumber

Date Inactive

Segment 1

Segment 2

Segment 3

Segment 4

Segment 5

Segment 6

Segment 7

Segment 8

Segment 9

Segment 10 e

I Include > ftem Mumber
Desarini

Price

Gity. Available

Gy. Available (A}
Al Status

Comment 1

Structure Code:
Categony

Stock ftem

Defautt Picking Sequence
Default Price List Code
Sellable

Senal Numbers

Lot Numbers

<- Exclude

<- None

|The maximum number of columns is 50, selected is 15

OK

Up

Down

Cancel

Additional Inclusion Options:

Use Serials Days to Expire ™

New Item

Caomment 2 - Serialz Days to Expire - Latis on Cont. when Recer « Murnber of Lots to Generate .« -

Comment 3 Allow Difterent Sernial Qty Lot iz onw'arr. "when Sold Mumber of Lats not Generab Fiice

Comment 4 Senials Optional Fields Serial Numbers in Use First Generated Lat Item Procurement

Allow Item in web Store Diefault Serial ' amanty Cod Serial Mask Structure Last Generated Lot Item Size

K.itting temn B Default Serial Contract Code Serial Mask Description 514 Preferred Yendor Type Iterm Yolume

Optional Figlds |= | Serial iz on Cont. ‘When Rec Unfarmatted Serial Murmber Default BOM Mumber Warranty

Drefault Kit Mumber = Serial iz on Warr. When Solc_ Serial Number Itemn's Calor ‘wharranty Period

Weight Unit of Measure Sefial is on Warr. when Rec| - Auto-gen Serial Mumber Dangerous ltem Gy, OnHand

Unformatted Alternate Ibem b Lot Number M azk 3 MNumber of Serials to Genera Extended W aranty Availabh Oy, On Order

Alternate [tem Number Mext Lat Mumnber Number of Serials not Gener—, Item Type Gy, On Sales Order

Alternate tem Description Use Lots Days to Expire First Generated Serial = | Item Lead Time Oy, On Hand [41)

Costing Method Lats Daps to Expire Last Generated Serial M arufacturer Gty On Order

Process Command Usze Lats Days on Quarantin Lat Humnbers in Use I anufacturer Number I Gty On Sales Order [&l)

‘weight Conversion Factor Lotz Daps on Cuarantine Lat b ask Struchure Mew lkem £ | Stocking Unit of Measure

|5 Item a BOM Camponent Allowe Different Lot Qiy Lot Mask Description Price = [ty Committed L

Serial Nurmber Mask Lots Optional Fields Unformatted Lot Mumber Item Procurement [ty. Committed (A1) |=

Mext Serial Number Default Lot “warranty Code Lat Murnber Item Size Qty. Available for Sale —
Default Lot Contiact Code ™ Auto-gen Lot Number Item Yolume mic Gty Available for Sale (&)~

Searching for Items on the Manufacturer’s item Numbers Tab

Note: The Manufacturer’s Item Number tab will not appear unless you have a license for the Enterprise
version of Productivity Tools.

Search for manufacturer’s item numbers is a Productivity Tools Enterprise feature.

File Help

ltems
Find tems By

Manufacturer's tem Number

Search

Manufacturer's tem Number
Manufacturer's tem Description
Search

[Ed Manufacturer's tem Number

Manufacturer's ftem Description | [E ftem Number | Description

Qty. Available

e The Manufacturer’'s ltem Number Finder appears with “Search” selected by default. This is the
most common way to look up items by manufacturer’s item numbers.

o Type a partial item description or item number in the text field, optionally select Active ltems
Only, and press Enter to immediately search for manufacturer’s item numbers.

o Alternatively, select “Manufacturer’s Item Number” or “Manufacturer’s Item Description” for
searching.

The Item Finder on the Manufacturer’s ltem Number tab provides 3 search options:

e Search (most common option) — to search for words or word fragments in manufacturer’s item
text fields (the manufacturer’s item number or the manufacturer’s item description).

This search works like the Order Number and Customer Number SmartFinders.

TaiRox Productivity Tools for Sage 300
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Extended O/E Credit/Debit Note Entry Item Finder (SmartFinder — Items)

¢ Manufacturer’s Iltem Number — to select items using part of the manufacturer’s item number.

File Help

tems = Manufacturer's tem Number
Find tems By

| Manufacturer’s ftem Number ~ | Starts with ~ | |
Starts with
[ Active fems Oniy

You can specify that the item number starts with or contains the string that you enter.

e Manufacturer’s Item Description — to select items using part of the manufacturer’s item
description. As with the item number, you can specify that the item description starts with or
contains the string that you enter.

Note that the “Search” choice automatically looks in all fields that appear as columns in the grid —
such as the manufacturer’s item number and the manufacturer’s item description fields.
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Extended O/E Credit/Debit Note Entry Using the Line Finder

Using the Line Finder

The Extended O/E Credit/Debit Entry Line Finder window lets you quickly find any detail line in a large
credit/debit note by item number, item description, item comments, picking sequence, location,
manufacturer, or other item fields.

Click the Line Finder button to display the Line Finder pop up window.
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The following Credit/Debit Details screen lists detail lines in item number order, for location 4, and for
category A1. You can also search for item numbers within the selection criteria.

[ # SAMLTD - Credit/Debit Details E@Iﬂw
File Help
Order By
Select Order By
ltem -
(Mone) -
(Mone) -
Select ftems By From To
Location A |4 | -\ |4 | -\
Category - [ |Q A1 |Q
(Mone) -
fitem] ~  Contains - | | [ Load
Line Mumber Description Kit/BOM Location
1 A1-103/D Fucrescent Desk Lamp LISA 4 0.0000 Ibs.
4 A1-400/0 Desk Note Book USA 4 0.0000 Ibs.
5 A1-450/0 Bulletin Board USA 4 0.0000 Ibs.

Select
e Choose the order in which to display item lines in the Line Finder.

You can list items by item number, location, or customer item number. The example above
displays lines by item number.

e Choose the selection criteria for displaying order items in the Line Finder.

For example, you can select items by item number, item description, item comments, picking
sequence, or location. The example above selects item lines for a single location and category.

o Click the Load button to display the selected lines.

¢ Double-click the line you want to view, or highlight the line and click the Select Line Number
button at the bottom of the screen.
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Extended O/E Credit/Debit Note Entry Customer Optional Fields

Customer Optional Fields

If you use the Sage 300 Optional Fields module, you can display any optional fields from the A/R
customer record on the right side of the Extended O/E Credit/Debit Note Entry screen.

Documert | 4 4 [ NEW ™ [P M Q+  DocmentTipe [Gedthze | - Requed
Customer Number { (S = NG| Wr Ronald Black | Ertered By l:l
Credtt Note  Customer Taxes Optional Fields Sales Splt  Rates  Totals
Invoice Number Q [H PO Number Invoice Date Optional Field Description
Actual Retum Date Order No Customer Credit Warming

Require PO Number on

Template Code

Cred Note Date Posting Date Year/Periad Prefened Shipping Method
Location |1 ‘ Q ‘Cenlml warehouse - Seattle E:j Zone

e i Q+ o Job Reiated Retainage [ Calcuiate Tax o

Description |Blad( - November order | E . |

This lets you view notes concerning the account during data entry, and also view order requirements — in
this example, one of the fields is “Require Purchase Order No.”

¢ You specify which optional fields to display on the O/E Credit/Debit Note Entry screen in the
Productivity Tools Options program.

Menu  ltem Guantiies Business Days | Order Entry | Purchase Orders  General Ledger

Order/Shipment Must Have a Purchase Order Number REGPONUM Q

Leave the Customer Optional Field blank if a Punchase Order Mumber is required for all customers. Select a Yes/No Customer
Optional Field name to control this option by customer.

Show Totals for This Unit of Measure Q

Display a waming if a Customer Purchase Order is used on more than one Order or Shipmert ~
[¥] Subtract Discourt from Margin and Markup Calculations

ip-To Location Cannot be Blank

Do Not Allow Ship-To Address to be Changed

[w] Order/Shipment Must Have a Ship-To Phone Number

Display Order Entry Detail Optional Fields Inline

Display Shipment Detail Optional Fields Inline w

Set Expected Shipment Date To Business Days After Order Date
Set Deliver By Date To Business Days After Order Date

Default Quantity Committed Based on a Customer Optional Field ComMITaTY Q

Orde(/Ehlpment Customer Optional Fields To Display

~ Include > U
Accounts Receivable Contact T

Discount Grace Period

Due Date Grace Period EERIE Maximum Order Amount By
Lease Date

Lease Expiry Date Al

Lease Period

Minimum Order Amount <- None

Mote

Prefemed Customer

The customer optional fields also appear on the Extended Order Entry, Extended Shipment Entry, and
Extended Invoice Entry screens.

Display and Edit Optional Fields Inline in the CR/DR Note Grid

If you have the Enterprise version of TaiRox Productivity Tools, you can display and edit optional fields for
order details inline in the O/E Credit/Debit Note Entry detail grid.

Margin Percent Markup Percent Margin Amount | Most Recent Unit C... | Discounted Unit... | [] Optional Fields Q, Backorder Q tem's Color Dangerous ftem Extended Warra... | Q Freight Met...
8372184 514 32000 0.026045 Yes
-321.3171 -76.26491 L 0716239 Yes
100.00000 0 Yes

0.00000 1000000
100.00000 0.00000 DO0DOOD [ [Yes

Sage 300 Optional Fields Entry

TaiRox Productivity Tools for Sage 300 12
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Extended O/E Credit/Debit Note Entry Credit/Debit Note from History

You choose the option to display optional fields inline in the Productivity Tools Options program —
available in the TaiRox Productivity Tools folder on the Sage 300 Desktop.

Adding Detail Optional Fields to the Shipment Entry Details Grid

e Select the Productivity Tools Options program. Note that you must be using TaiRox Productivity
Tools’ Enterprise Edition to add optional field columns to the grid.

e Choose the Order Entry tab and then select the extended transaction entry programs where you
want to display optional fields. You can add optional fields to the detail grids in Extended Order
Entry, Extended Shipment Entry, Extended Invoice Entry, and Extended Credit/Debit Note Entry.

Menu  ftem Quantties  Business Days| Order Ertry | Purchase Orders  General Ledger

Order/Shipment Must Have a Purchase Order Number REQPONUM ‘

Leave the Customer Optional Field blank if a Purchase Order Mumber is required for all customers. Select a Yes/Mo Customer
Optional Field name to control this option by customer.

Show Totals for This Unit of Measure o]

Ship-To Location Cannot be Blank A
Do Mot Allow Ship-To Address to be Changed
Order/Shipment Must Have a Ship-To Phone Number

Display Order Ertry Detail Optional Fields Inline . .
Display Shipment Detail Optional Fields Inline Th eseo ptl ons a p p ear If YOU h ave

Digplay Invoice Detail Optional Fields Inline
Display Credit/Debit Mote Optional Fields Inline

Productivity Tools Enterprise Edition

Credit/Debit Note from History

The Credit/Debit Note from History window lets you quickly create new credit notes and debit notes for a
customer based on previous invoices and previously purchased items.

¢ Click the CR/DR From History button to display the pop-up window for looking up previous
invoices and purchased items.

%) SAMLTD - Extended OF Crecit/Deisit Note Entry ] e i
[ e [
= - rvoes | S oy
Cummamer asber) [1200 L+ o BB [ | Exemany
o Farge
Sekct nvoces By Fom
= x il

Croelite Cistomer Tases Optioos ekl Swes 508 Bates Totws

v Horsbe | 3 FO torbr veice Date

Tenclia Code [CTIVE 2 P T
Creck Note Dete [2722021 gy FPosmiee  [BEE | Yexfeiod [W0@ |
= | \ vt seaie

Mare

g To Lacatin 1+ B Job Reatnd E 7 Caleiate Tax
Dessrpton | Feisence.

Gty OriHord Oy, O Safes Ovder Gty O Pschase Order Gty Commted [y——
A Locston ] 0 (] a 0 Locston 9 [] [] [] 0

A Licaers ] (] ] ]

Fog Hmary CR/DA b Hetry e

You can select items from previous invoices — or previous purchases — update the quantities, and
copy the selected item information into the grid in Extended OE Credit/Debit Note Entry.

Note: The CR/DR from History button is disabled until you enter a customer number on the form.

Use the Invoices tab on the popup form to create a new credit note or debit note
from prior invoices

e Click the “CR/DR from History” button. [CFUDHfrcm Histor:.r...] The form that appears has two tabs:

o Invoices tab — lets you select items from customer invoices.
o Sales History tab — allows you to select any items that were previously ordered.

We'll work through a typical sequence for the Invoices tab.

TaiRox Productivity Tools for Sage 300 13
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Extended O/E Credit/Debit Note Entry

Credit/Debit Note from History

Use the range fields to select past invoices for the customer, and then click the Load button.

You can use the Field Settings button to change which fields appear in the range field dropdown
lists (see below). You can also use the Additional Criteria button to select invoices using more
fields.

The following selection example shows invoices entered since January 1, 2020.

r 3
% SAMLTD - Extended OE Credit/Debit Note Entry BN
Fie Help

Invoices ~ Sales History
Invoice Range

Select Invoices By From To

Invoics Date: - [01/01/2020 12/31/9999 | [ Addtional Crtena ]

{None) -

{None) - Field Seftings.

[8 Invoice Number | Invoice Date | Purchase Order Number | Ship to Address Code | Description Customer Accourt Set

INDOOODDO0000ST 74172020 UsA BB
INDDOODOOO00048  5/28/2020 ‘WAREHS Ship asap Ref #1005-2-1 USA BB
INDDOODDO000038  4/5/2020 ‘WAREHS Ovemight shipm. Ref 1004-11 USA BB
INDDDODOOO00030  1/4/2020 Received Dec 2. REF #Q200378.. USA BB

chude | Include Comments | Include Instructions | Line Ty... | Credit Type
1 No No No tem kems Retumed to Inventory  A1-500/8
2 Mo No No tem tems Retumed to Invertory  A1-800/L

<[ i | v

GQty.OnHand  Qty.On Sales Order ~ Qty. On Purchase Order Qty. Committed Qry. Avaiable
Location (Ea) ] o4 0 L] []
Al Locations (Ea.) ] (N E] 0 0 ]

[ Load J[[__SeletAl ][ Selecthone || Credit ]

Click any invoice in the top grid to see the invoice details in the bottom grid.

Click the Select All and Select None buttons at the bottom of the screen to include all or none of
the items on the selected invoice.

[ Selectal | [ SelectNone |

Double-click the Include column to select individual lines (the Include column displays “Yes”).

Row | Include | Include Comments Include Instructions | Line Ty... | Credit Type [E kem No./Misc. Charge | Kit/BOM MNumbe:

No No tem tems Retumed to Inventory  A1-103/0

No No ltem tems Retumed to Inventory  A1-320/0

MNo No ltem tems Retumed to Invertory  A1-310/0 =
[No _INo [tem |temsRetumedtolnventoy [At4000 | |

4| - 11 | 2

Select the Credit Type from the dropdown in the Credit Type column — or select it in the grid on
the main Credit/Debit Note Entry screen when you close this popup window.

Include | Include Commerts | Include Instructions Credit Type [H tem No./Misc. Charge | Kit/BOM Mumbe:
1 No No Ne ltem tems Retumed to Invertory  A1-103/0

Yes No No ftem ftems Retumed to In\renttl:l A1-320/0

2
B i i =0 ttems Retumed to Invertony Gl [
4 A1-400/0

- - MU Draoed tens | el

4 | i | | Price Adjustment

L2

Edit the Qty. Returned column to change the quantities for the new credit or debit note that you
are creating. (The Quantity Shipped field shows the original quantities shipped.)

Kit/BOM Mumber | Description Frice List | Location | Order LUOM Quantity Shipped | Quantity Re... Unit Price | Most Recent Linit (i
Fucrescent Des...
B0W/12V Halog....

Halogen Desk Li...
Desk Note Book

You can also enter the quantities credited in the grid on the main Credit/Debit Note Entry screen
when you close this popup window.

When you have finished editing items from this invoice, click the Credit button at the bottom of the
screen to add the items to the new credit note.

TaiRox Productivity Tools for Sage 300 14
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Extended O/E Credit/Debit Note Entry Credit/Debit Note from History

e To continue, select another invoice from the top grid, choose the items that you want to credit,

enter the new quantities, and again click the Credit button.

You can also choose the Sales History tab at this point to choose individual items that were
previously ordered by this customer.

e Click the Close button when you have finished adding items to the credit note.

Credit Type Descrption ] Guartity | Q Order UOM | Q Order Weight UOM Price By Pricing UOM | Q Price/Adjust... | ] Price Approval | Shipmert. i
1 hem Damaged fems A1103/0 Fluorescent Des... LSA 4 2 Ea Ibs: Quartiy Ea 5939 No
2 hem Damaged kems A1-3200 S0W/12V Halog... USA 1 1 Ea Ibs. Quartty Ex 639 No m
3 tem Price: Adustment A131010 Halogen Desk Li.. USA 1 1 B Ibs Quantty =] 5035 No B
4 tem Htems Refumed to Inveniory  AT-400/0 Desk Note Book  LISA & 3 Ea Ibs Quartiy Ex 2495 No
|__slkem _[tems Retumediolvenioy [ [Buleinfoard  Jush e | 3lea ______lbo _________ JOwmty _JE____| ___7nlvn | |
< m 1 3

The credit/debit note screen grid will be populated with line items from the historical invoices.

If security is enabled and you have Unit Price Override rights, a confirmation and completion
messages will appear.

Extended OF Credit/Debit Note Entry =

"\I Do you want to add items and miscellanecus charges to the current
@' credit/debit note using historical item and miscellaneous charge prices
from invoice IN00000000000387

[ s [ N0 ][ comce |

Important Note: Yes means use historical prices. No means that current pricing will be in effect.

Use the “Field Settings” button to customize the list of fields for selecting invoices:

Click the Field Settings button to change the fields that appear in the “Select Invoices By” dropdown

lists on the CR/DR From History screen. (By default, the list includes all available fields.)

% SAMLTD - Extended OE Credit/Debit Note Entry [=l2] = |
File Help
Invoices  Sales History
- »
I &, SAMLTD - Extended OF Credit/Debit Note Entry Field Settings =)
5
— | | Salesperson 2 Include -> Shipment Number Up
In| | | Salesperson 3 Shipment Date Additional Criteria...
A | | Salesperson 4 Order Number
| | |Salesperson 5 sabchse, Order Date 20
— | | Ship-Via Code Invoice Date -
M | | Location Purchase Drder Number ‘ [ Field Sefings ]
Tax Group Ship to Address Code
ity Tomoy Sr——
Approved Shipment Tracking Number Customer Accourtt Set | Sal
il | | Courier Customer Accourt Set USA BB
1| || Customer Credit Waming Salesperson 1 i =
Maximum Order Amourt Al Salespecple
IN | | Mote ACH UsA BB|
N | |Order Date 1 UsA BB
Prefered Customer Waybil
P} Temporary Customer Invoice Mumber b
— | |UPS Zone
L Charg b
< n I 3
Cty.OnHand  Qty. On Sales Order Gty On Purchase Order Gty. Committed Qty. Available
Location (Ea.) 0 o= 0 0 0
All Locations (Ea ) 0 0[5 0 0 0
[T =y = ——

e The list of fields on the right are the fields that will appear in the Select Invoices By dropdown.

e To add a field to the dropdown list, select it in the list on the left, and click the Include button.

Using the Sales History tab

The Sales History tab allows a similar sequence of operations — selecting, editing of quantities and
copying to the new credit/debit note.

TaiRox Productivity Tools for Sage 300
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Extended O/E Credit/Debit Note Entry

View Prepayments for Orders, Shipments, and

# SAMLTD - Extended OE Credit/Debit Note Entry =NECE X
Eile Help
Invoices = Sales History
ltem Range
Select ltems By = To
ftem Number v [A2(MAGE-1500)G (Q |A20MAGE-15001G ] U [ Acdtional Cieria...
(None) -
{None) M
[8 Hem Number Kit/BOM Number | Description [5 Order Number
No tems Retumed to Inventory  A2[MAGE-1500)G image 1500 Se.. ORDO0DOODODO0DG  5/8/2019
No tems Retumed to Inventory  A2IMAGE-1500)G image 1500 Sen.. ORDO0DIODODODT!  B/7/2019
No ftems Retumed to Inventory  A2[MAGE-1500)G image 1500 Ser.. ORDO0DIODODO028  12/1/2019
‘ i v
Qty. OnHand  Giy. On Sales Order  Qty. On Purchase Order Qty. Commitied Qty. Available
Location (Ea.) 0 04 0 0 0
All Locations (Ea) 0 08 0 0 0
=S =y ===y —-—

e Select the range of item numbers, order numbers, order dates, PO numbers, or categories that
you want to use as search criteria, and then click the Load button.

e See the steps listed above for including items from history on the new credit/debit note.

Setting default descriptions, comments and instructions for included items

You can select the default settings for taking descriptions, comments and instructions from the original
invoices. You can also change the settings for items as you select them.

e Select File > Settings from the CR/DR From History popup screen.

% SAMLTD - Extended OF Credit/Debit Note Entry

= | B )

File] Help

Close

Settings.

% SAMLTD - Extended OE Credit/Debit Note Entry Settings

[7] Use description from selected line for detail description
[] Include commerts for each selected line
[ Include instructions for each selected line

Save

Reset Defaults
{Nore)
{None)

[8 Invoice Number | Invoice Dat

Additional Criteria...

Field Settings

Customer Account Set | S:

o Select the checkboxes if you want them to be included by default from the original invoices.

View Prepayments for Orders, Shipments, and Invoices

Although O/E Credit/Debit Entry lets you add prepayments on the Order Entry, Shipment Entry, and
Invoice Entry screens, Sage 300 does not provide a view of prepayments that have been entered.

The TaiRox Prepayments button on the right side of the Extended OE CR/DR Entry screen lets you view
all prepayments entered using the Order Entry screen, Shipment Entry screen, Invoice Entry screen, or
the Accounts Receivable Receipt Entry screen that apply to the original order, shipment, or invoice.

To view prepayments:

o Click the Prepayments button at the bottom of the screen.

ltem/Tax... Components...

Pogt History...

kem Finder... Line Finder. Credt Note Sublotal | 377365 [USD |

Prepaymerts..

CR/DR from History.. Close

TaiRox Productivity Tools for Sage 300
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Extended O/E Credit/Debit Note Entry View Invoice Credit Notes

e The program displays a pop-up form that lists all prepayments for the order, shipment, or invoice.

Prepayments
Customer Mumber

Order Number

Aoply To

Order No. | ORD000D0DD0000ES

[1200

| [Mr. Ronald Black

‘ORDDDDDDDDDDD}E

20221206

2022-12-06

[B Document Number | Payment Date | Posting Date | Customer Cumency Code:

Payer

Load

Payment in Customer Curency | Amourt Remaining | [ Batch Number

Mr. Ronald Black

[8 Entry Number

2

Tatal

Amount Remaining

3

3
&

3

2
&

Close

In this example, the prepayment is for one half of the order amount.
e Click the Document Number column heading to drill down to the order.

¢ Click the Batch Number or Batch Entry column heading to drill down to the receipt entry in
Accounts Receivable.

Batch Number 4 4 P QR [Frepaments |
Bank CCB Default Curency CAD . Deposit Number . Deposit Date
Enty Nunber I« P Q[ | | Entered by
Transaction Type Receipt Date Posting Date ‘2022'12‘06 ‘ |2022 -12 ‘
B |1zou | B |Mr. Ronald Black Cumency UsD

Reference | ‘ Account Set usa
romesc -

Document Number ~[PPODD00000000000000019 & Job Related
Receipt Amount | 5‘DDD.DD| |C-'\D | i Customer Amount | 3,850 45‘ |U5D ‘ Optional Fields 0_
Apply By [Ordier Number | Apply To [pRD000000000085 |

View Invoice Credit Notes
Sage 300 does not provide an easy way to view credit notes that have already been applied to an invoice.

The TaiRox Applied Credit Notes button on the right side of the Extended OE CR/DR Entry screen lets
you view all credit notes that have been already applied to an invoice.

If the Order Entry Option ‘Apply Credit Note to Previously Credit Invoice’ is set to warning the user will be
prompted when an invoice number is entered that has already had credit notes applied.

e Order Entry Option ‘Apply Credit Note to Previously Credit Invoice’

TaiRox Productivity Tools for Sage 300
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Extended O/E Credit/Debit Note Entry

® SAMLTD - O/E Options

File  Help

Company Processing Documents

Functional Cumency Multicumrency
Processing Options
Calculate Backorder Quantities
Keep Transaction History
Allow Non-existent Customers
[[] Defautt Quantity Committed
Calculate Tax Reporting Amounts Automatically
Ot e bW
SRE—
-
Defaut Quote Expiration Days [ 3
[¥]Clear Expired Quotes After D| Days
Default Create Invoice Option to No v

|Poply Credit Note to Previously Credited Invoice | Waming v |
Post A/R Batches | On Request Using Create Batch Icon

Detak ostng Dt

%)

Save

View Invoice Credit Notes

Default Rate Type o
Sales History
[] Keep Sales History
Accumulate By Period Type
l Fiscal Year v I | Fiscal Period v
Sales Statistics
[ Keep Sales Statistics
[] Allow Edit of Statistics
Accumulate By Period Type
| Fiscal Year v | ’ Fiscal Period v
Commissions
Track Commissions
Conmason
Credit Checks
Include Pending A/R Transactions in Credit Limit Check
M Include Pending O/E Transactions in Credit Limit Check
M Include Other Pending Transactions in Credit Limit Check
Close

ed OE Credit/Debit Note Entry

File

Help ed Menu
Document | [4 4 ["NEW™ [» M QU+ DocumentType [Cedtfiote | - Requed
VARG [ I
Credt Note Customer Taxes Optional Fields Sales Spit Bates Totals
ACTIVE 120172055 | g [ORDO00000000030 Customer Creck Waming Mo
Template Code )} Actual Retum Date Order No. e — — R
Credt Note Date |12/01/2025 Posting Date Year/Pesiod User ADMIN
Note
4 /ancouver
Location { J . |P°"‘7‘V __I
Ship-To Location [POSTAL 1+ b
Description ‘37“'9"‘5”’ 0 There is one or more Credit Notes already applied to Invoice

Number INOODOO000D002E.

Q em No./ Misc Do you want to view credit notes applied to this invoice?
1 kem tems Retumedt... AI-103/0
2 hem kems Retumedt... A1-105/0
Yes No
< > N
Qty.onHand  Gty. on Sales Order Qty. on Purchase Order Gty. Commited Qty. Available
Location 4 (Ea) 196 08 0 0 1%
Al Locations (Ea ) 310 =4 436 [f 0 310
Rem/Tax Components tem Finder .. Line Finder. Credt Note Subtotal 3a1g| us |
Post History Prepayments. CR/DR from History Applied Credt Notes. . Close
To view invoice credit notes:
o Click the Invoice Credit Notes button at the bottom of the screen.
Post History. Prepayments. CR/DR from History Close

TaiRox Productivity Tools for Sage 300
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Extended O/E Credit/Debit Note Entry View Invoice Credit Notes

The program displays a pop-up form that lists all credit notes previously applied to this invoice.

& SAMLTD - Extended OF Credit/Debit Note Entry
File Help
Credit Notes ~ Sales History

[B Credit/Debit N Credit/Debit Purchase Order Number | Ship-To Location Code | Description Reference
CNOO0D000000002  1/4/2020 POSTAL Damaged ftems Tyler Levine LSA DI
< >
Credit Type [B kem No./Misc. Charge | Kit/BOM Number | Description Price List | Location | Order UOP
1 kem ems Retumed to Inventory  A1-103/0 Fluorescent Des... USA 3
2 lem tems Retumed to Inventory A1-103/0 Fluorescent Des... USA 4 Ea.
3 tem ltems Retumed to Inventory  A1-105/0 13W Mini Fluore... USA 1 Ea.
< >
Qty.OnHand  Qty. On Sales Order  Qty. On Purchase Order Qty. Committed Qty. Available
Location (Ea) 0 (S 0 0 0
All Locations (Ea.) 0 04 0 0 0
Load Close

In this example, only one credit note has been applied to this invoice with 3 Items Returned to
Inventory.
Click the Credit Note Number column heading to drill down to the credit note.

TaiRox Productivity Tools for Sage 300
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