Extended O/E Invoice Entry SmartFinder — Invoice Number

Extended O/E Invoice Entry

Extended O/E Invoice Entry is an enhanced replacement for the Sage O/E Invoice Entry screen.

e |t provides SmartFinders to speed up invoice 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.

e It lets 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 Invoice Entry:
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Click the following links for details on Extended O/E Invoice Entry features:
SmartFinder — Invoice Number Quickly look up existing invoices for a customer.
SmartFinder — Customer Number Find a customer fast from a name, description, phone number or
address.
Line Finder Quickly find a detail line in a large invoice 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 Invoice Entry
screen.
Display and Edit Optional Fields Inline in the OE Invoice Entry Grid Optional fields appear as grid
columns.
Margin and Recent Cost Columns and Invoice Margin Button View margin and markup columns in the
item display grid. Click the Invoice Margin button to display margin and markup for the whole invoice.
Quick Forms Printing (O/E Forms) Print an order confirmation, picking slip, or invoice order — or email
a packing slip — without posting the shipment or navigating to another window.
Prepayments lets you view order, shipment, and invoice prepayments entered in Order Entry,
Shipment Entry, Invoice Entry, or in Accounts Receivable.
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Extended O/E Invoice Entry SmartFinder — Invoice Number

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.

File Help
Seach  [plack | Find
Invoice Number Customer Number | Bill To [= Bil-To Address 1 Bill-To City Bill-To State Bil-To Zip Code
INODDOODOD00002 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 USA
INOODOODOD00004 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 USA
INOODOODOD0000I 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 USA
INQDO0O00000013 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 USA
IN0DO0000000023 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 USA
IN00DD0C0D000026 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 50048 USA
INC0DOO0D000030 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 50048 USA
INODDOODOD00033 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 USA
INODDOOD0D00043 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 USA
INODD0OODOD00D6T 1200 Mr. Ronald Black 2820 Wabash Road Los Angeles CA 90048 LISA
| ETOO0UUTEZMN[ 1200 [ Wir Ronald Black | 2820 Wabash Road 90043 LS|
Description Kit/BOM Number | Price List Location Shipment Date Currert Quantity... | Invoice Unit of
A1-103/0 Fluorescent Des... USA 4 202211407 10 Ea.
A1-105/0 13W Mini Fluore. USA 1 2022-1107 15 Ea
A1-400/0 Desk Note Book USA 4 2022-1107 3 Ea
A1-450/0 Bulletin Board USA 4 2022-1107 2 Ea
A1-900/8 Answering Mach. USA 1 2020-07-01 0 Es
AZ(MAGE-1500)G  Image 1500 Seri. USA 1 2022-11407 10 Ea
A1-320/0 50W/12V Halog... USA 1 2022-11407 20 Ea.
51-200/8 Flat Screen 56 .. USA 2 202211407 10 Ea.
< >
Select Cancel

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 invoices 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.

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.
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Extended O/E Invoice Entry SmartFinder — Customer Number

SmartFinder — Customer Number

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

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

Double-click the customer to select it and return you to the Invoice Entry form.

Search:

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

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".

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 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:

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

The bottom grid displays the ship-to locations that match the search criteria.

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.

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.

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

e Recenng Dock A ACME Recenn... 527 Wemboute |
A Pecong Dock B ACHE Rnc 2w

” oving Dock B ACME Recaivi 327 Warehoute
c Actwe Recenng Dock C  ACME Recevin. 527 Wasehouse: |
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Extended O/E Invoice Entry Using the Line Finder

Using the Line Finder

The Extended O/E Invoice Entry Line Finder window lets you quickly find any detail line in a large invoice
by item number, description, item comments, location, customer item number, picking sequence, price
list, ship-via code, or shipment date.

Click the Line Finder button to display the Line Finder pop up window.
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The following Invoice 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.

File Help
Order By
Select Order By
[fem v
| (Mone) - |
| (Mone) - |
Select tems By From To
[ Location v B < |
| Categary V] |2 A |
| (Mone) ~ |
| ltem V| |Contain5 ~ || | Load
Line Mumber | ftem Number | Description Price List Shipm... | Cument... | Order .. | Invoice ...
1 Flucrescent Desk Lamp USA 2022-1... | 35.0000 | Ea. Ibs.
3 A1-400/0 Desk Note Book USA 4 2022-1... 30000 Ea. Ibs.
4 A1-450/0 Bulletin Board USA 4 2022-1... 20000 Ea. 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, picking sequence, location, price list, ship-via
code, or shipment date. The example above selects item lines for a single location and category.

e Click the Load button to display the selected lines.

e 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 Invoice 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 Invoice Entry screen.

R i R E— s
G [ PR e [ |

Invoice  Cystomer Taxes Optional Fiekds Sales Splt  Rafes Totals

Shipment Mumber * [SHO0000000000000000081 QM From Muttiple Shipments

Optional Field

i 20230228 | i 20230228 | PO-20228372 Customer Credt Warming  No
nvoice Date Posting Date PO No. S r—
Year/Perod Location [ | [Fertral warshouse - Seatte Prefemed Shigping Method  FEDEX for Expedited ¢
o UPS Zone WHI
S o l:l Q+ 5 Job Related Retnage [ACalculate Tax || User
v
Description [Morty orderor Back ‘ Reference [Black -Noverber Nete o arodter volume ¢

¢ You specify which optional fields to display on the Extended O/E Invoice Entry screen on the
Order Entry tab of the Productivity Tools Options program.

Crder Entry )| Purchase Orders  General Ledger

Order/Shipment Must Have a Purchase Order Number REQPOMNUM C

Leave the Customer Optional Field blank ff a Purchase Order Number 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 Q

Display a waming ff a Customer Purchase Order is used on more than one Order or Shipment A
[v] Subtract Discount from Margin and Markup Calculations
[w] Ship-To Location Cannot be Blank

Do Mot Allow Ship-To Address to be Changed

[] Order/Shipment Must Have a Ship-To Phone Number
Display Order Entry Detail Optional Fields Inline

Display Shipment Detail Optional Figlds Inline

Menu  fem Guantties Business Days

e

Set Expected Shiment 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

Order/gh\pmen( Customer Optional Fields To Display

~ Include > U
Accounts Receivable Cortact Tr Defauft QTY Committed to QT Ordy

Discount Grace Period Customer Credit Waming

Due Date Grace Period SEELE Maximum Order Amourt Eori
Lease Date

Lease Expiry Date Al -

Lease Perod

Minimum Crder Amourt <- Mone

Note

Prefemed Customer v

Save i Close

The optional fields also appear on the Extended Order Entry, Extended Shipment Entry, and Extended
Credit Note/Debit Note Entry screens.

Display and Edit Optional Fields Inline in the Invoice Grid

If you have the Enterprise version of TaiRox Productivity Tools, you can display and edit optional fields for
invoice details inline in the Extended Invoice Entry detail grid.

Margin Percent Warkup Percert Margin Amount | Most Recent Uni C... | Discounted Unit... | ] Optional Fields Q Backorder | Q emsColor | Dangerous hem | Extended Wama
8372184 514.32000 0.13 0026045 Yes
32131711 76.26481 055 0716233 Yes
100.00000 18.41 0 Yes

0.00000 000000
100.00000 0.00000 0000000  |Yes

. Sage 300 Optional Fields Entry / Productivity Tools Inline Optional Fields v

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.
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Extended O/E Invoice Entry Margin and Recent Cost Columns

Adding Detail Optional Fields to the Invoice 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.

Order Entry | Purchase Orders  General Ledger

Menu  tem Quantities Business Days

Order/Shipment Must Have a Purchase Order Number REQPONUM _‘

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

Show Totals for This Unit of Measure Q

Ship-To Location Cannet be Blank ~
Do Mot Allow Ship-To Address to be Changed
Order,/Shipment Must Have a Ship-To Phone Number

Display Order Entry Detail Optional Fields Inline . .
Display Shipment Detail Optional Fields Inline Th €seo ptl onsa p p ear If VOU h ave

Display Invoice Detai Optional Fields Inline T i H=
Display Credit/Debit Note Optional Fields Inline PrOd Uch\ﬂty TOOIS Enterprlse Ed ition "

Margin and Recent Cost Columns

Knowing item and invoice margins is important when margins are constrained contractually or when the
most recent cost may be used rather than a price list. Extended Invoice Entry saves you time by
displaying margin and cost data on the invoice entry screen.

Item margin and cost information in the order grid

Extended Invoice Entry's line detail grid includes 4 additional columns for margins and costs:

Margin Percent
Markup Percent
Margin Amount
Most Recent Unit Cost (based on P/O receipts).

Non-Stk. CIr. Ac... | [ Shipment No [8 Order No. ] Optional Fields | Export Declaration .. Margin Percent Markup Percent Margin Amourt | Most Recert Urit C... [

T T - T - 1ol

SHO00DOD00D0000D...  ORDO00ODO00000B4 Yes 100.00000 0.00000 710

$SHOO000D00000000...  ORDOOO00000084 Yes 64.20167 179.34263 16.02
$5HD00DOD00D0D00D...  ORDO00ODOD00D084 Yes 4865228 5475063 861
ORL Yes 3954285 65.40640 253

< >

You can also include line discounts in margin and markup calculations by selecting the option to “Subtract
Discount from Margin and Markup Calculations” in the Productivity Tools Options program.

Note: Users must have Order Entry ltem Cost Inquiry rights in order to see the margin columns.

To view Invoice Margin information:

¢ Click on the Invoice Margin button (below the item quantities) at any time to see the margin on
the invoice as a whole.

Qty onHand  Gty. on Sales Order Qty. on Purchase Qty. Committed Qty. Avaiable Iy
Location 4 (Ea) 161 10 4 a 0 161
All Locations (Ea.) 616 3[4 43 [4 0 g1 | Die Help
Margn Perent
Enrall e e S UL )
Maran
Fox W | [ Prepayment
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Extended O/E Invoice Entry

Quick Forms Printing (O/E Forms Button)

The O/E Forms button lets you quickly print a number of order, shipme
without posting an invoice or navigating to another window.

Quick Forms Printing (O/E Forms Button)

nt, and invoice-related forms,

The OE Forms popup also appears automatically when you post invoices, letting you print order
confirmations, picking slips, and invoices — or email packing slips to customers — immediately after

posting invoices.

Rl (A

Entersd By

IADMIN

o

Invoice  Customer Taxes Optional Fields Sales Split  Rates  Totals

Shipment Number (SHODDO00D0000000000078 L

From Muttiple Shipments g

Optional Field 3
Invoice Date PogingDate (230125 | poNe.  [FO-2021173 | g*::ligm‘:mg .
Year/Period e [ | . [Gontral warchouse - Seattie || Prefered Stipping Method FEDEX fo
Ship-To Location 1+ B Job Related Retainage Calculate Tax 3:5,20"9 L
Description ﬁﬂd"“‘“"emb?”"de’ | Reference | L\Iole How ur:e v
Q tem Mo./ Misc. Charge | Q Kit/BOM | Description Q Price List Location Shipment Date 0] Qty. Invoiced | Invoice UOM
A1-103/0 Fluorescent Des... [ USA 4 2022-1107 10 | Ea
2 tem A1-105/0 13W Mini Fuore... USA 1 20221107 15 Ea Ibs.
3 hem A1-400/0 Desk Note Book USA 4 20221107 3 Ea Ibs.
4 fem A1-450/0 Bulletin Board USA 4 20221107 2 Ea Ibs.
5 hem A1-500/B Answering Mach... USA 1 20200701 0 Ea Ibs.
& hem A2(IMAGE-15000G Image 1500 Sen... USA 1 20221107 10 Ea lbs. w
< >
Qty.onHand  Gty. on Sales Order Gty. on Purchase Gty. Committed Qty. Available
Location 4 (Ea.) 161 10 0 1] 161
All Locations (Ea.) 616 31 [H 436 [H 0 616
tem/Tax Components Line Findr. Invoice Margin invoice Subtotal | 3-Tf3ﬂ|USD |
Post History.. Prepaymert... Prepaymerts... Close
To print O/E forms
e Click the O/E Forms button.
The following form appears. Click the buttons on the right to use the Sage 300 printing functions
and the Productivity Tools Email Packing Slip function.
File Help
Order Number Q Print Order Corfirmation
Shipment Number |SHCHJDDDEH]HHHJDDDM}DZ ‘ Q Print Picking Slip..
Invoice Mumber |INDD[H]]4]4]4]4]DDD2 ‘ Q Prirt Invoice...
Shipment Number |SHﬂ’DDDDﬂ’D’D’D’D’D’DDDDDD’D’D2 ‘ _‘( Email Packing Slip...
Close
e You must select a shipment number for the Print Picking Slip and Email Packing Slip functions.
By default, the shipment number displayed on the invoice entry screen will be used unless you
change it. This is the first shipment number if the invoice is for multiple shipments.
e Selecting the Email Packing Slip choice

Productivity Tools lets you email customers packing slips for ea
appears when you click the Email Packing Slip button.

TaiRox Productivity Tools for Sage 300
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Extended O/E Invoice Entry

SAMLTD - Email Packing Slips

File  Help
Use Slip

[] Print Serial/Lot Numbers
[ Prirt it Component ftems

Email To

Sort By | Line Number V|
From Shipment Number |5HDDDDDDDDDDDDDDDDDD35 ‘

To Shipment Number [5HO0000000000000000085 |
Message 1D |PACK\NG | Qb

[ Prirt Bills Of Material Companent tems

|OEPACKSHIPMENT‘I RPT |

Email Address Ertered -

Email

ronaldblack 35@hotmail.com; receiving @rblack com

T0QIEss

Send Cloze

Select the Crystal report form for packing slips.

Confirm the shipment number. By default, the shipment number displayed on the invoice
entry screen will be used unless you change it. (This is the first shipment number if the
invoice is for multiple shipments.)

Select the Message for the Packing Slip. You can edit messages using the O/E E-mail
Messages program, or click the Zoom button beside the Message ID field to load the form.

Select what you want to appear on the packing slip: serial/lot numbers, kit component items,
or BOM component items.

Specify an email recipient or select the customer or ship-to email addresses for sending
packing slips. The customer and ship-to email addresses come from the A/R customer
account.

If you choose “Email Address Entered”, enter the recipient’s email address.
You can separate multiple email addresses with a semi-colon, comma, or blank space.

For more information on emailing packing slips, see the Email Packing Slips User Guide.
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Extended O/E Invoice Entry

View Order, Shipment, and Invoice Prepayments

Although Sage 300 lets you add prepayments on the Order Entry, Shipment Entry, and Invoice Entry
screens, it doesn’t let you view prepayments that have been entered for orders, shipments or invoices.

View Order, Shipment, and Invoice Prepayments

The Prepayments button on the right side of the Extended Shipment 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 to the current

invoice.

To view order, shipment, and invoice prepayments:

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

Post History Prepayment

ltem Number
A1-103/0
A1-103/0

Description Description
Port of San Fan
Central warehou

Name
Flucrescent Des
Fuorescent Des

SAMINC
SAMLTD

Sample Compan... 4
Sample Compan... 1

Stocking Uit
Ea
Ea

0/E Foms.

Prepayments.

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

— 1 in the following example:

Prepayments

Customer Number [1200 | [Mr. Ronald Black

Onder Number [oRD0O00000000ES |

Payer

Mr. Ronald Black

Payment Date | Posting Date | Customer Cumency Code

[& Document Number

ORD00000000008S 2022-12-06 2022-12-06

Payment in Customer Currency
3.890.45

Load

Amount Remaining | [E Batch Number

[& Entry Number

2

Total

Amount Remaining

Close

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

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

TaiRox Productivity Tools for Sage 300
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Batch Number 4 4 [ 3 e i |PI'EDEY|T|enlS |
Batch Date 20200830 MNo. of Entries Total Amourt

Bank CCB 4 Default Cumency CAD . Deposit Number . Deposit Date 12020-08-30

Entry Nurber Ma[  Ir Q[ | | Eneredy  [FOMN |
Transaction Type Receipt Date Posting Date |2{'22'12436 | |2C|22 -12 |
S | e e | e
Reference | | Account Set USA
—— SP—.

Document Number |PPDDDDDDDDDDDDDDDDDD19 | a Job Related
Receipt Amourt | 5‘GDD-DD| ‘CAD | i Customer Amount Optional Fields ;
Apply By |Drder Number | Apply To |DRDDDDDDDDDDD85 |
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