DEALER CHOICE
3.1.1

This is the Dealer Choice user manual. This document is updated with each software release to
include details of new features added. The New Features section will briefly list new features.

The details for the new features will also be included in their respective sections in this User
Manual.

Bookmarks have been added to make finding specific sections easier.



Login Window

From your computer desktop, open Windows Internet Explorer and browse to the URL defined
during system setup. You will see the Login Window. Before you can access your system, you
must enter a valid username and password.

Usernames are not case sensitive and can be entered with any combination of upper and
lowercase letters. Passwords are case sensitive. You must type your password exactly as it was
entered into the database by your System Administrator. Case sensitive means that an uppercase
letter is different from a lowercase letter.

The passwords "Password™ and "password" are not the same.

Press the 'Enter' key or click on the ‘GO’ button and your login information will be verified. If the
username and password entered are valid (exist in the User database) you will see the Main
Window. If not, you will see an error message noting that the information you entered is invalid.
You must enter your username and password again or check with your System Administrator to
verify your login credentials.

-

DEALER

Site URL: staging.dc.-syslic.com

Username ’Te-:!

Fasswory Ir

Database [5?3; ng_v26 _test

|«

¥ Reme=ber me on this computer
SIGN IN

censad To: DeaerCnoce (122459

The Database selection box allows you to choose which of your databases you want to log into.
Use the database selection box to select which database you want to log into. Once you select a
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database, this selection will be preserved for you until you change it again during the login
process.

Each site consists of two databases, a production database and a test database.

The test database is the database that you used during your training (pre-live) period. This
database remains available after you go live. This database is intended for you to use to train
new employees or to use as a practice area. The test database is denoted by "TEST' at the end of
the database name. Your live database is your site name.

In the example above, the user will be logged into the test database called "staging-dev26_test".

Upon the entry of valid login information you will be presented with the 'Main' window.

Main Window

The Main window displays the menu navigation options that you have access to. You can
navigate to all options that your permissions settings allow (see 'Permissions’).

If a menu item appears in the menu bar then you have 'View' access to this menu item. You may
click on any available option to begin your work.

After clicking on a main menu item, you may see a submenu appear. If a submenu item displays
with a right arrow, there is another set of menu options under that item. Placing your mouse on a
menu item that has a submenu will cause the submenu options to appear. You may click on any
menu option to access that option.

Vs

3 Welcors, Admin

.......

Welcome Dealer Chob = Admin

Logout Messages Proposal Search

On the upper right corner, we have added a proposal search feature. Here, you can enter your
proposal number to easily search through your proposal list.

The Home menu option can be clicked on at any time. This option will clear your browser
window and display the Main window. You may also click on the Dealer Choice logo for the
same effect.

Dealer Choice allows you to send messages to all members of a Group. These messages are
accessed by clicking on 'Messages' in the upper right side on the Main Window. To access the
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Message system, click on ‘Messages' in the Main window and the Messages window will open.
You can read, write, delete and reply to internal Dealer Choice messages from here.

To the right of the Dealer Choice logo is the [Logout] link. To properly logout, click on 'Logout’
under the 'Welcome' greeting and the system will log you off.

Do not use the X" in the top right hand corner of your browser. This will close your
browser but leave your session open so that it appears to Dealer Choice that you are still
logged in.

Dealer Choice will automatically close (logout) any sessions that are left open for an extended
period of time. This time out period can be set by System Administrators in System
Configuration. The time out feature is a global setting in System Configuration. This setting does
not have an individual user time out feature.

Upon logging out properly, your browser will return to the Login window. You may then close
your browser.

Customers

To access your Customer List click on the Customers menu option in the main menu bar at the
top of the screen. There are three menu items under Customers; Customer List, Receive
Payments and Customer Credits. Under Customer List there are two options; Create a New
Customer and Search for a Customer.

The Receive Payments option is only available to users that have permission to receive customer
payments (See System Settings & Configuration - Users - Permissions).

Progosal Number:

Aello Dealer Choice Admin! l

C] e redity v
Welcome Desler Cholkce Admint

Customer List

The Customer List displays the customers saved in your customer database. To access the
Customer List, click on Customers, Customer List.



Showiing 1 - 2 of 2 Customers.

HE

Allgnktasn, P F651.36 Sh651.30

Catonsyille, MD

There are several icons available in the Customer List window.

My Customars

Showing 1 - 2 of 2 Customers.

Pagelofl 1

C(stome ¢ Nat Account No,
L
L

Export to Spreadsheet
Receive Customer Payments
Search for Customers
Create a New Customer

Customer List Icons

Current { Total
Alartown, BA $651.35 $651.36

Catonsvile, MD

Create a new customer

Click on this to create a new customer entry

Search for a customer

Click on this to search your customer database

Receive a customer payments

Click on this to receive a customer payment

Export customer list to a spreadsheet

Click on this to export your customer database to a
spreadsheet. This icon will only appear to users
that have permission (See System Settings &
Configuration — Users — Permissions).

Each Column title in the customer list is underlined. Any column title in any Dealer Choice list
that is underlined may be clicked on to sort the list by that column. You do not have to run
additional sort options to change the way your list is displayed. If you click on the Customer
Name column title, your list will automatically be displayed in ascending order. Click the
Customer Name column title again and your list will be displayed in descending order.

Below is an example of the customer list displayed in Customer Name descending order.



My Customers

Showing 1 - 3 of 3 Customers. Page1oft 1
B B A

Customer Name Account No. Location Past 30 Past 90

Test Customer 3 Parkyville, MD

Test Customer 2 Towson, MD $107.25 $107.25
Test Custormer 1 Baltainore, MD

Create New Customer

To create a new customer, you can select Create a new customer from the menu option or you
can click on the icon to create a new customer from the Customer List.

Menu option:

O

a Cumomarist | p=Coate a ew Customes
F g Raceres Pypmenits Sagch for 8 Custores
-’q Customer Crecks ' [ v=t0 Dealer Choice Admin!

HEaLEn

Welcome Dealer Choles Admint

Menu Option

Icon option:

Showelng 1 - 3 of 3 Custamers. Paga lafl 1

1H

Ciistpimer Wadme AcCognt M nCatio 0 Past 60

t Customar Alentown, P4 FA51 .24

= =

05130

Tst Customar 1 Catorsvila, MD

Test Customar T1 IersEy Ciky, N1

lcon Option

Both options will display the Create A New Customer window.



Create A New Customer [ _ | x|

General Info | Payment Info | Contact Info || Location Info |

Customer Name: * | |

¥ Active

Street:

City: * |

State: * || Select State v

e

Country: * | | United States of America v

Phone: || |

Fax: | |

Customer MNo: I:I

Customer Notes:

add a note]

Add Customer

When creating a new customer entry, you will only see 4 tabs (General Info, Payment Info,
Contact Info and Location Info).

There are 2 more tabs (Discounting and Customer Stats) that will appear after the customer entry
has been saved to the database.

General Info tab

The General Info tab stores the billing address information for your customers. Required fields
are noted by the asterisk following the field name. After changing any customer information,
always click on the 'Update Customer' button to save your changes. The example above is an
example of creating a new customer.

The save button is named 'Add Customer' when creating a customer record. It will appear as
'‘Update Customer' on an existing record.



‘ The only required fields are the Customer Name, City, State and Country, as noted by the
asterisks, to create a customer entry.

Customer Name * Enter the customer name

Street: Enter the customers primary billing address

City: * Enter the customers City name

State: * Select the customers State name

Zip: Enter the customers ZIP or Postal code

Country: * Select the customers country name

Phone: Enter the customers phone number

Fax: Enter the customers fax number

Customer No: You may assign a customer number. If an existing

customer number is entered here, a warning will
alert you that the number entered is in use.

Customer Notes: You may enter any text you want concerning this
customer. The information entered in the
Customer Notes field will not appear on any
customer facing documents.

Although the Customer Name, City, State and Country are the only required field to create a
customer database entry, as much information as is available should be entered in the General
Info tab.

If you have all the customer information that you are going to enter be sure to click on the 'Add
Customer' button to save your changes.

Payment Info Tab




Create A New Customer

General Info I Payment Info | Contact Info || Location Info |

DUNS Mumber: | | | mr-wax-rnx

Customer Account Mumber: |

Required Deposit Percentage: %o

G54 Account:

Customer PO Required:

Default Currency: || Canadian v

Custormer Payment Terms: |j| days

#| |Upon Receipt

Customer Credit Limit: |:|

Manual Credit Hold

Late Invoice Reminder:

Apply Finance Charges:

Tax Exemption Mumber:
Separate by cormma o line break

Add Customer

4

The Payment Info tab contains information regarding the payment information for this customer.

{

|54

There are no required fields on the Payment Info tab.

DUNS Number:

Enter the customers Dun & Bradstreet number

Customer Account Number:

You may assign an account number to your
customer

Required Deposit Percentage:

Enter the amount of deposit that you require from
this customer to process with cutting purchase
orders. There is a System Configuration field that
allows you to set the default customer deposit
required. If this field is populated, that value will
be presented in this field when you are creating
new customers.

GSA Account:

This flag allows to you define this customer as a
GSA customer. If this flag is set, then US tax




rules will not be invoked and only discounts that
are defined as GSA discounts will be allowed to be
used for this customers proposals

Customer PO Required:

If this flag is set, then the Customer PO field in the
Project info tab on Proposals is expected to be
filled in. If it is not, the user will get a warning
during proposal finalization that the customer po is
required.

Customer Payment Terms:

The number of days that this customers invoices
are due. This will affect the Due Date field that is
printed on customer invoices.

Customer Credit Limit:

Enter the maximum amount that you are extending
to this customer. EXxisting purchase orders and
outstanding invoices are used to validate the
customer remaining credit. If this limit is reached
then users will get a warning when trying to create
purchase orders that exceed the available credit.

Late Invoice Reminder:

If this field is checked, a late invoice reminder will
be sent to your customer if the original invoice
was emailed or faxed from Dealer Choice.

Apply Finance Charges:

If this field is checked, finance charges will be
applied to outstanding invoices.

Tax Exemption Number:

Enter your customers tax exempt id number. Sales
tax will not be applied if a tax exemption id
number is on file.

The example above shows a new customer entry being created. The save button is titled
~  "Add Customer" until the record has been saved. The save button will be titled "Update
Customer™ on existing records. You can save your new entry by clicking on the "Add Customer"

button from the General or Payment tab.

Contact Info Tab
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Create A New Customer M E

General Info | Payment Info | Contact Info || Location Info ‘
Contact Name: ™ | |
Title: || |
Phone: || |
Phone 2: || |
Mobile: | |
Fax: | |
Email: | |
A
The Contact Info tab contains all your contact information for this customer. If you would like
to add a contact, the Contact Name is the only required field. You can add as many customer
contacts as you need. You can only enter a single contact name if you are creating a new
customer. Once you save your customer record, you can add additional contacts. Customer
contacts can be used as the contact name in proposals.
Contact Name: * Enter the name of the contact person
Title: Enter the contact's title
Phone: Enter the contact's phone number
Phone 2: Enter a second phone number for the contact
Moabile: Enter the contact's mobile phone number
Fax: Enter the contact's fax number
Email: Enter the contact's email address

When you are finished entering the contact information, you will have to go back to the General
Info or the Payment Info tab to click on the Add Customer button (When adding a new
customer).

If this is an existing customer, The Contact Info tab will have an Update Contact and a Delete
Contact button as shown below.
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Edit Customer : ABC —

Contact Marme: *

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

lABC Proposal Person

Title:

Phone:

l443-973-3003

Phone 2:

Mohile:

Faw:

Ermail:

=- Back

Update Contact Delete Cantact

Location Info Tab

Create A New Customer M E
General Info | Payment Info | Contact Info H Location Info ‘
Location Name: = | |
Account MNo: | |
Street:
A
City: * |
State: * | | Select State v
Zoe [
Country: * | | United States of America v
A

The Location Info tab is for storing multiple or alternate addresses for this customer. You can
only enter a single location if you are creating a new customer. Once you save your customer
record, you can add additional locations. If your customer has more than one location (building

or site) you can add these addresses here without creating a separate entry in your Customer

database.
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Address information stored as a Customer Location can be used in the following fields when
creating or updating a Proposal: Customer (this is used as the billing address), Propose To,

Install Location, and Ship To Location.

Location Name: * Enter a name for this location (South Building,
Deliveries)

Account No: If you assign account numbers to your customers,
enter that number here for this location

Street: Enter the street address for this location

City: * Enter the City name for this location

State: * Select the State name for this location from the
drop down selection box

Zip: Enter the ZIP or Postal code

Country: * Select the Country for this location from the drop
down selection box

You can add as many Locations as you need for each customer. After a location is entered, it will
be displayed in a list on the location info tab (shown below). If this is a new customer that you
are entering into the database, you have to click on the General Info or Payment info tab and
click on the Add Customer button to save your changes. For existing customers, click on the
Add New Location button in the upper left corner of the Location Info window as shown below.

Edit Customer : Test Customer | M E

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

Showing 1 - 1 of 1 Locations for Test Customer I Pagelofl 1
[Add Mew Location]

Location Mame Account Mo. Location Address

Test Location Baltimore, MD

A

Tax rules can be set for each customer location. This can only be done after a location has been
added to the customer database. To set tax rules, click on a location name. A window will open
with the information you previously entered for that location. There will be a new section at the
bottom of the window called Location Sales Tax (shown below). This is where the tax rules can
be selected. Check the boxes next to where you would like sales tax to be applied. (See system
configurations for information on how to set those locations). You also have the option of
locking the tax rules so that they cannot be changed during proposal finalization when that
customer location is used. When you are finished, click the Update Locations plus sign icon to
save your changes.
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Edit Customer : Test Customer |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

Location Mame: *

Mest Location |

Lock Tax Rules:

account Mo
Street: | 1100 Mountain Road
4
City: * | Baltimore
State: * | Maryland v
Zip:
Country: * || United States of America v
Location Sales Tax:
¥ MARYLAND

¥ Baltimore

Catonsville

=- Back

Update Location Delete Location

Discounting Tab

. The Discounting tab will only appear for existing customers. You will not see this tab
Y when you are creating a new customer entry. If discounts have been entered for this

customer, they will be listed in the Discounting tab. To edit an existing discount, simply
click on the discount in the list.

You can enter your customer specific discounts (price agreements) from the Discounting tab in
the customer database or from the Discounting tab in the Vendor database. You can only create
discounts for the customer you are editing via the Discounting tab in the Customer database.
You can create a discount for any customer when you are working in the Vendor Discounting

tab.

Creating discounts is a two-step process. The first step is creating the discount record by entering

general discount information. This will be displayed in the discount list. The second step is

entering specific details for that discount on the discount table.

Creating a New Discount
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Step 1: To create a customer discount record, click on the Discounting tab and Select “new
discount”.

Edit Customer : Test Customer Il [ _ | |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

Showing 1 - 0 of 0 Discount Records for Test Customer I1. Pagelofd 1
[New Discount]

Yendor Discount Descr Discount ID Expiration Date

Mo discounts have been created under this custormer,

A
Fill in the information about the discount. Required fields are marked with an asterisk *.
Edit Customer : Test Customer 1 ! E
General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |
vendar: * | Teknion |
Discount ID: *
Description: * | [Test Customer 1 |
G5A7
Effective Date: * | [sep ¥ | 12 ¥ [z016 |TA
Expiration Date: * | |Mar ¥ |11 ¥ E|
&dd Discount
4
Vendor: * Enter the vendor that the discount is for
Plus sign icon on Vendor This is a link to create a new Vendor, only users
with permission will see this icon
Discount ID: * Enter the discount id number, (SQ #, Price
Agreement Number)
Description: * Enter a description for this discount so it can be
identified for selection in proposals
GSA Check Box: If this is GSA specific discount, check this box. If
the GSA Account flag is set on the Payments tab
in the Customer database, then only GSA flagged
discounts will be available for selection in
proposals to this customer
Effective Date: * Enter the date that this discount becomes active.

15




Only active discounts can be selected in proposals
Expiration Date: * Enter the date that this discount becomes inactive.
Inactive discounts cannot be used in proposals
Add Discount: Click the plus sign button to create the discount
header.

After entering the discount record information, click on the Add Discount plus sign icon to save
your changes. This will create the discount record in the database. A window will open to allow
you to add the products to the discount. If you would like to go back to the discount list instead,
you can click on ‘Customer Discounting’ link. The discount information will appear in the
discount list as shown below.

Edit Customer : Test Customer 1 HER

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

Showing 1 - 1 of 1 Discount Records for Test Customer 1.

[New Discnunt]

Pagelof1 1

Vendor Discount Descr Discount ID Expiration Date

Teknion Test Customer 1 250000 31172017

~All saved discount records are displayed in the Discount list. If you are adding product
w lines to an existing discount record, click on the discount record. The information for that
discount will open. You can update the discount if desired or select the ‘view discount
table’ link on the top, right corner to be able to add the product lines. (See ‘Adding or
Editing an Existing Discount’ in the section below for more information)

Step 2: The second step is to assign the actual discounts on product lines. Once the discount
record information has been entered and the Add Discount button has been clicked to save the
discount information, your discount record will be saved. The following window will open to
allow you to select the product to be discounted.
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Edit Customer : Test Customer 1 [ _ I <}

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

W Customer Discounting = Teknion

@ Item & Product Discounts

[New Discount]

Product Item/fCode Buy Disc List Disc Margin

Discount has no associated productfitem level discounts

[create new]

A
[New Discount] Click on this link to start assigning discounts to
product
create new Click on this link to start assigning discounts to
product

Both of these links open the exact same input window as shown below
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Edit Customer ; Test Customer |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

s Customer Discounting = Teknion Inc = Custorner Discount

“wll Create New Item/Product Discount

Table

What type of discount are you creating?

.

Which produckis) should be used for this discount?
Ability

Shility Punch

ALTOS

Boulevard

Boulevard Component Guide

-

Which discounting method should be used?
Mon-Tiered or Multi-Level Discount

& discount to be applied to an entire product line
& discount to be applied only on specific items within a product line

A discount to be applied based on item discount code

Buy Discount: | | o |

| % |

&3 | % | %

GP Margin: | | OR |

| %% Discount Off List

funder [ ]

Effective:

L4 L4

Thru:

Are the freight terms on this discount quoted?
Quoted?

If this discount has custom freight terms, enter them here:

¥ | then add I:l

“- Back

Add Discount

-

A

Discount applied to an entire product line

This type of discount will be applied to all items
within the selected catalog(s).

Discount applied only on specific items within a
product line

This type of discount will be applied on specific
item numbers within a catalog. This discount can
be different than the discount for the entire
catalog.

Discount applied based on item discount code

This type of discount requires that the Discount
Code to be entered. The Discount Code is in the
specification tool export file.

Which product(s) should be used for this discount?

Select the catalog, item number or discount code
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to enter a discount for.

Which discounting method should be used?

Non-Tiered or Multi-Level (discount by purchase
volume).

Buy Discount:

The purchase discount - the dealers buy discount.

GP Margin:

You can enter the desired GP% to be applied on
the cost of the product to generate the sell price.

OR % Discount Off list

Or, you can enter the percentage off list price to
generate the sell price.

Custom freight terms:|

If specific freight terms exist for this product, enter
the terms here.

Avre the freight terms quoted?

If the freight terms cannot be entered above, check
the Quoted check box. This will flag a message to
be displayed during proposal finalization that
warns the user that the freight terms must be
quoted from the vendor.

Add Discount

Click on the Plus sign icon to save your discount.

There are three options to select the type of discount you are entering.

1) A discount to be applied to an entire product line.
2) A discount to be applied only to specific items within a product line (by item number)
3) A discount to be applied to items regardless of product line (discount codes)

1) A discount to be applied to an entire product line

Edit Customer : Test Customer |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

----- @l create New Item/Product Discount

W Customer Discounting = Teknion Inc = Customer Discount Table

YWhat type of discount are you creating?

*  Adiscount to be applied to an entire product line

& discount to be applied only on specific items within a product line

& odiscount to be applied based on itemn discount code

This option allows you to enter a discount that will be used to discount all the items within a
specific catalog code Select the Product Line(s) from the 'Apply a discount on' selection box
first. If multiple product lines have the same discount, you can select all of those product lines
by holding down the CTRL(Control)key and clicking on multiple product lines.

19



Edit Customer : Test Customer | _ I =]

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

W Customer Discounting = Teknion Inc = Customer Discount Table

“dl Ccreate New Item/Product Discount

What type of discount are you creating?

* Adiscount to be applied to an entire product line
& discount to be applied only on specific items within a product line

A discount to be applied based on item discount code

Which produckis) should be used for this discount?
Ability

Shility Punch

ALTOS

Boulevard

Boulevard Component Guide =

Which discounting method should be used?
Mon-Tiered or Multi-Level Discount

Buy Discount: | | %o | | %o | | %o | | % | %
GP Margin: | | OR | | %% Discount Off List

If this discount has custom freight terms, enter them here:

funder§[ 11 vlthenadd[ ] 0

Effective: v Thru: v

Are the freight terms on this discount quoted?
Quoted?

= Back Add Discount

A

Next, select the discounting method. You can choose between Non-Tiered and Multi-Level. Both
examples are shown below.

Non-Tiered
Enter your purchase discount percentages here.
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Which discounting method should be used?
Non-Tiered or Multi-Level Discount ¥

Buy Discount: | | % | | %o | | Yo | | % | %
GP Margin: | |2 OR | | % Discount OfF List

Multi-Level
If this discount is based on purchase volume, select the Tiered Discount by List Price option.
The tier window will open as shown below:

Which discounting method should be used?
Tiered Discount by List Price v
Tier 1: Tier 2:
From: % 0.00 Fraom:
o] Tor g ]
Buy Discaunt: |:| % Buy Discount: |:| %
% Offlist: [ % List Discount: | |
Tier 3: Tier 4:
From: Frorm:
Tor 6| Tor §[ ]
Buy Discount: :l % Buy Discount: I:l %
Discount Off List: |:| %o Discount Off List: |:| %%
Tier 5: Tier 6:
From: From:
o] o]
Buy Discount: |:| % Buy Discount: |:| o
Discount Off List: :l %a Discount Off List: I:l o

In the Tier 1: input frame, enter your lowest purchase discount level. If your first discount level
is $100,000.00 enter that amount in the To: field. Enter your purchase discount in the Buy
Discount input field. If the customer’s discount is a percentage off of list price, you can enter
that percentage in the '% Off List:" input field. If your next discount level is $200,000.00, enter
that in the Tier 2 To: input field with the discount that is in effect and so on until you have
reached your highest discount level. Currently, only 6 levels of discounting are available.

Below shows an example of a 3 level discount.
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Which discounting method should be used?
Tiered Discount by List Price v
Tier 1: Tier 2:
From: § 0.00 From: $ 100,000.01
To: § To: §
Buy Discount: S Buy Discount: %o
%Offlist: | % List Discount: | | %
Tier 3: Tier 4:
From: % 200,000.01 From: £ 300,000.01
To: § oo gl
Buy Discount: % Buy Discount: |:| %o
Ciscount Off List: |:| U Ciscount Off List: |:| %
Tier 5: Tier 6:
From: $ From:
gl gl ]
Buy Discount: I:l %y Buy Discount: |:| %y
Discount Off List: I:l % Discount Off List: |:| %o

2) A discount to be applied only to specific items within a product line (by item number)

-

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

¥r  Custormer Discounting = Teknion Inc = Custorner Discount Table

----- i Create New Item/Product Discount

YWhat type of discount are you creating?

A& discount to be applied to an entire product line

| * A discount to be applied only on specific items within a product Iinel

& discount to be applied based on item discount code

This option allows you to apply discounts on specific item numbers. These are the base part
numbers from the specification tool. When you select this option, you must select the product
line that the items to be discounted exist in first.
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Edit Custoemer : Test Customer | M E

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

W Customer Discounting = Teknion Inc = Customer Discount Table

=W Create New Item/Product Discount

\What type of discount are you creating?
& discount to be applied to an entire product line
*  Adiscount to be applied only on specific items within a product line

& discount to be applied based on item discount code

Spply a discount to specific items within the product line:
&hility v
Which itern numbers should be included in this discount?

Enter each item number on a new line...

Which discounting method should be used?
Mon-Tiered or Multi-Level Discount ¥

Buy Discount: | | Yo | | B | | %o | | Yo | | B
GP Margin: | |2 OR | | % Discount Off List

If this discount has custom freight terms, enter them here:

If under$|:| ¥ | then add: v

Effective: A Thru: A

Are the freight terms on this discount quoted?
Quoked?

<- Back Add Discount -
|

In the "Where the item numbers to be discounted are:" input box, enter individual part numbers,
with each part number on a line. After entering a part number, press the enter key to go to the
next line. After you have entered all the part numbers that have the same discount, select the
discount method (non-tired or tiered) and enter your discounting. Of course, if there are specific
freight rules that can be entered for these items, enter that information in the custom freight
terms section.

3) A discount to be applied to items regardless of product line (discount codes)
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Edit Customer : Test Customer |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

W Customer Discounting = Teknion Inc = Customer Discount Table

=Wl Create New Item/Product Discount

What type of discount are you creating?

& discount to be applied to an entire produck line

& discount to be applied only on specific items within a product line

*  Adiscount to be applied based on item discount code

This option allows you to apply discounts by Discount Codes. Discount codes are defined by the
vendor and can be different between items in a single catalog. The discount code is part of the
specification file that is imported into Dealer Choice. Upon import, Dealer Choice looks for the
discount code for each line item in the specification file. If a discount code is defined in Dealer
Choice that matches the discount code of the line item being imported, the discount is applied to
that item in your proposal.
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Edit Customer : Test Customer |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

L]

Customer Discounting = Teknion Inc = Customer Discount Table

i Create New Item/Product Discount

What type of discount are you creating?

A discount to be applied to an entire product line
& discount to be applied only on specific items within a produck line

*  Adiscount to be applied based on item discount code

Which discount codes should be included in this discount? *
Enter each discount code on a new line...

Description:

Which discounting method should be used?

Non-Tiered or Multi-Level Discount ¥

Buy Discount: | | %o | | % | | % | | % | %
&P Margin: | |% OR | | % Discount Off List

If this discount has custom freight terms, enter them here:

If under$|:| ¥ | then addl:| ¥

Effective: v Thru: v

are the freight terms on this discount quoted?
Quoted?

=- Back

Add Discount

-

A4

When this option is selected, you will see an input box for discount codes ‘Which discount codes
should be included in this discount? * *. This is a required field. The 'Discount Description:'
field is optional and is used to describe the discount code.

Below are a list of examples of Discount Codes and Discount Descriptions:

Discount Code Discount Description
GAL All Seating
FSB Falcon
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For each product line, item number group or discount code discount that you enter, be
sure to click on the Add Product Discount plus sign icon on the lower right of the
window to save your changes.

It under % T | then add T
Effective: v Thru: v

Are the freight terms on this discount quoted?
Quoted?

=- Back

add Discount

After you click on the Add Product Discount plus sign icon, your window will update and you
will see product with their associated discounts in the Product Discount Table.

Edit Customer : Test Customer |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

e  Customer Discounting = Teknion Inc

@ Item & Product Discounts

Showing 1 - 4 of 4 Product Discounts for Test Customer L. Fage 1of1 1

[New Discnunt]

Product Item/Code Buy Disc List Disc Margin
Ability 84 F6% F0%
Boulevard B F6% 20% 10% TO%
F&p Casegoods EC 629 S52%
Seating PD 61% 51%

If you have completed entering your discount, you can close the Edit Customer window.

Adding or Editing an Existing Discount
To add to or edit an existing discount, click on the discount name in the Discount tab window.

Expired discounts will be displayed with the expiration date and will be highlighted in red, as
shown below.
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Edit Yendor : AlS M B2

-

[ Update vendor | [ Delete vendor |

General || Payments || Contacts || Locations || Products || Discounting || Vendor Stats |

Showing 1 - 3 of 3 Discount Records for AIS Pagelof1 1
[Add Mew Discount]

Discount Description Discount ID Customer

AIS Standard AIS-DISC Standard Discount 12-31-2017
Test Customer ALS Tiered Test Customer 12-31-2017
Test Customer — Clone AIS Tiered Test Customer 12-31-2018

[ Update vendor | | Delete vendor |

|
Then click on the 'view discount table' link.
Edit Customer : Test Customer | [_ Il x|
General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |
.ﬁ wiew discount table
vendor: * | Teknion Inc
Discount ID: * | (250000
Description: * | Test Customer I |
G547
Effective Date: * | [sep v |[12 v |[zo1e |TH
Expiration Date: * | |Mar ¥| 11 ¥ E|
Ao Back Update Discount Celete Discount
|

Then click on the Product name that you wish to edit to open the details of the discounting.
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Edit Customer : Test Customer |

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

W Custormer Discounting = Teknion Inc

----- W Item & Product Discounts

This will open the Edit Item/Product Discount window where you can make your changes to the
product. Click on the ‘update discount’ plus sign icon to save your changes or use the ‘back ->’
link to go back to the Product Discount Table.

Showing 1 - 4 of 4 Product Discounts for Test Customer L. Pagelofl 1
[New Discnunt]

Product Item/Code Buy Disc List Disc Margin
Shility aa 6% F 0%
Rrlaward R TR PO% 109 o,

Edit Customer : Test Customer | [_| E

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats |

W cCustomer Discounting = Teknion Inc = Custorner Discount Table

@ Edit Ttem/Product Discount : Ability

Itemn discount for produck line:
Ahility

Item Mumber:

B4 |

Discounting Method:
Non-Tiered or Multi-Level Discount ¥

Buy Discount: | 76| % | | % | | o0 | &3 %
GP Margin: | |* OR | 70/ % Discount Off List

If this discount has custam freight terms, enter them here:

If under$|:| ¥ | then addl:| bl

Effective: A Thru: A

Are the freight terms on this discount guoted?
Quoted?

== Back Update Discount Delete Discount
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Discounts can also be cloned to save time. You can even clone an expired discount. Click on the
discount you would like to copy from the discount list. Then click on the Clone Discount option.

Edit Vendor : AIS M E

Fy

| Update vendor | [ Delete vendor |

General || Payments || Contacts || Locations || Products || Discounting || Vendor Stats |

—”l’? view discount table

Discount Type: | Customer Discount : Test Customer

Discount Description: |Test Customer |

GS5a7

Discount ID: | |AIS Tiered
Effective Date: | [Jun ¥ |[13 ¥ [zo17 |[E

Expiration Date: | [Dec ¥ [|31 v |[zo17 |TE]
== Back Update Discount Delete Disc:c:unt Clane Disu:u:uunt

| Update vendor | | Delete vendor |

Now the discount you just cloned will be displayed in your discount list with the phrase ““---
clone” behind it. You can edit the cloned discount any way you would like now.

Edit Yendor : AIS M E

ry

| Update vendor | [ Delete viendor |

General || Payments || Contacts || Locations || Products || Discounting || Vendor Stats |

Showing 1 - 3 of 3 Discount Records for &1S Pagelofl 1
[2dd Mew Discount]

Discount Description Discount ID Customer Expiry Date
AIS Standard AIS-DISC Standard Discount 12-31-2017
Test Customer AIS Tiered Test Customer 12-31-2018
Test Customer -- Clone AlS Tiered Test Customer 12-31-2018

[ Update vendor | [ Delete vendor |

Customer Stats Tab
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The Customer Stats tab will only appear for existing customers. You will not see this tab
“  when you are creating a new customer entry.

{

The Customer Stats tab gives you a current standing of your customers.
Edit Customer : 1A Good Customer

| ‘ (;;eneral_ Info. L Paﬁymg{nt,ﬁlﬁnfo"_i Contact Info Al Location lnfg | Dis_cqgnting Customer Stats

| Customer Statistics for 1A Good Customer as of 12-04-2009 2:51 pm

r Open Invoices (7)

Invoice No. Invoice Date Invoice Amount Amount Due j
! : 2009-1 04-22-2009 $5,300.00 $4,430.82

2009-21 05-15-2009 $1,000.00 $550.00

INNO.OK/ NS N INnN0 cITRN NN CR7R 77 :j

r Accounts Receivables

Totzl Outstanding: $12,213.17

Total Current: $0.00 Total Over 60: $1,718.42
Total Over 30: $5,593.34 Total Over 90: $4,501.41

Total Deposits [included in aging above}: $125.00

r Total Invoiced Sales

Average Days To Pay: 18.53 days Average GP Margin: 28.06%

Total Invoiced Sales:

MTD: $0.00 YTD: £15,866.66
QTD: $5,855.34 Overall: $15,866.66
Open Invoices This frame displays the open invoices for this
customer. The invoices in the list can be
clicked on to open and view the invoice
details.
Accounts Receivables This frame displays aging statistics and
deposits received from this customer.
Total Invoiced Sales This frame displays statistics on the customer
payment history.

Customer Search

Searching for a Customer
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There are two ways to search for a customer. The first option is from the main navigation menu
Customers — Customer List — Search for a Customer. The second way is from the Search
Customers icon in the customer list window.

Proposd

Cukitomer Lict . Craate 3 New CLstomes
4 Recowo Fayments Saxch for 3 Customer

_—— Custoeney Cro0ts \d

ol bvee =0 Dealer Choice Admin! I

Icon Option:

My Customers

sh g1-30f3C 5. Pagelofl 1
HE

Custsmer Name Accosnt No, Lecation Current Past 0 Past GO Past 20

Tast Qustomer Alantown, PA $651.36 $651.36

Test Qustomer 1 catorswiba, MD

Tast Qustomer 11 arsay Cry, N)

Search Customers Icon Option

Both options will display the proposal list search window. Several search criteria fields’ display
on the Customer Search form.
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Search Customers

Choose your customer & location search criteria below.

’7::ustomer Name

Customer Number——

’ﬁﬁccount Mumber

(

(Sales Rep
|

— Located In Country
v ’7 v
—Tax 1D 1 ’7Credit Limit
— Discount ID
| GSA? PO Required?

-

If you have multiple currencies defined in your System Configuration, you will also see the
Customer Currency selection option as shown below.
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Search Customers

Choose your customer & location search criteria below.

”Custumer MName

”Accuunt Mumber

”Custumer Numher—‘

—Located In Country
v ’7 v
—Tax ID—————— r— Credit Limit Customer Currency —
| ’7| | ’7 v
—Discount ID
| | G547 PO Required?

’*Sales Rep
|

-

)

Search Field Options

Customer Name

Enter the first few characters of the customer name
or Second Name (if used), if you entered a

second customer name, the search will return the
primary customer name, if found

Account Number

Enter the Customer account number

Customer Number

Enter the Customer number

Located In Allows searching by State

Country Allows searching by Country

Tax ID Allows searching by Tax Exempt ID number

Credit Limit Allows searching by Credit Limit dollar value

Customer Currency Allows searching by currency type

Discount ID Allows searching by defined discount id's

GSA Allows searching for customers flagged as GSA

PO Required Allows searching for customers flagged for PO
Required

Sales Rep Allows searching by Sales Rep name, finds all

customers that this sales rep has created proposals
for
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Enter as many of the search criteria fields as you like. The more information you enter the fewer
matches you will find. Broader searches will return more results.

If no matches are found, a message saying no matches were found is displayed.

Search Results
[Show &I

18 =

Lustomer Mame Srcognk Mo

Search relurned emply résull set

The example below shows the search results from inputting 'tes’ in the Customer Name search
field.

Search Customers M E

Choose your customer & location search criteria below.

Customer Mame Account Number Customer Mumber——y
(ltesl | | | (I | ‘
—{ Customer List x|
[7| Test Customer

Test Customer 1 v
] T
— Discount ID

| G547 PO Required?

’*Sales Rep
|

-

|

As you type in the Customer Name field, any matching entries found in the Customer database
will appear in a drop down selection box. If you see the entry you wish to search for, click on

that entry and click on the Search button. If the drop down selection box does not display any
matches then that customer name does not exist in your customer database.
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To select a customer from the Search Results window, just click on that entry in the displayed
list. This will open the Edit Customer window on the General Information tab.

Customer Credits

Customer credits created from the Customers menu are credits that can be applied to any invoice
for that specific customer. Customer Credits are applied to a customer invoice by opening the
customer invoice (from the Receivables tab on Proposals) and applying the credit from the
Receive Payments (once the invoice has been opened) tab.

These credits are considered "gift certificates”, meaning that they can be applied to any customer
invoice for any reason. These are not credits that you need to issue on a specific line item. See
the section on the Proposal Receivables tab for applying credits on a specific line item.

Clicking the 'Customer Credits' menu item will display a list of all existing customer credits as
shown below:

Customer Credits

Showing 1 - 25 of 68 Customer Credits,

Pags L of 3 13233 2>

& M sor Optices
Customer Invelce Na, Cradit Ne, Crodit Date = Amaunt Balance
Tast Custoener 299 CR-37680 0e/0a/2018 $10.60 $0.00
New Test Customear 2788 9499 §400.00 $0.00
Test Customer 3273 CR-37720 $117.96 $0.00
New Test Customar 111 $100.CO $100.00
New Tast Customar 123 $20.00 $£20.00
New Tast 124 £20.00 £20.00
New Tast Customar 663 CR-36530 $140.26 $0.00
X7s CR-3674( $106.00 $0.00
20 Q8 Daposk Cradl  08/14/2015 $9,265.00 $0.00
-3 R[5 CR-TST-36320 Oe/17/2013 $106.00 $0.00
faT ISI-3613 CRTST-36130 0z/12/2015 $106.00 $106.00

The Sort Options function allows you to filter the Customer Credits that are displayed in the
main Customer Credits window. The Sort Options link is in the upper right hand side of the
window under the Pagination controls.
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Customes Cradits

Showing 1 - 25 of 68 Customer Credits. Pagalof2 123 =

¢

Zoos Option

Sort Options
Show

Customer Invhice Ne Credit No

Credit Date = Amount

Tust Custoemer 2794 CR-37980 06/08,/2016 $1060 o' s Crodita
P Tast Customser 785 Gas $400.00 Cradits with Open Balances
Tast Customar 772 CR-37720 $117.96 Fully Apphed Credes
Naw Tast Customar 1l $100.00
All Credits This option will display all credits you have
created
Credits with Open Balances This option will only display credits with balances
Fully Applied Credits This option will display credits that have been
applied
Remember Preferences Check this box to have Dealer Choice remember
the option you have selected

The Customer Credits window has two icons, one for creating customer credits and one for
searching for customer credits.

You can click on any credit that is displayed to view or edit the credit details.

Create Customer Credits

There are two ways to create a customer credit. The first option is from the main navigation
menu Customers — Customer Credits — Create Customer Credits and the second is from the
Create Customer Credits icon in the Customer Credits window.

Menu Option:

F I e

A oy = S = lo Dealer Choice Admin!
O Custome Oede 0 Craste Customse Crackt

------ Sawch Qustormes Credits

Menu Option

Icon Option:

Customer Cradits

Showing 1 - 2% of 69 Customer Credits.

i
e - @ seet Options

Pagelofia 123 =

Customar Invaice Mo, Credit Pin. Credit Date Bk

Create Mew Customer Credits Icon Option
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The Customer Credits list displays all credits that you have created for your customers. The list
can be sorted by clicking on any of the column headings that are underlined. The list can be
sorted in ascending or descending order for any of the underlined column headings. The list also
displays the remaining balance. If the balance is 0.00 then the credit has been used in full.

‘ - Customer credits created here do not include sales tax and are not linked to a specific

=) proposal or invoice. Credits created here are considered "gift certificates" and can be used
on any invoice for the customer that the credit was created for. To create a credit on a
specific invoice (and to include sales tax) see the proposal Receivables tab section for
details.

Credits are applied to customer invoices in the Receive Payment tab (Proposals - Receivables
tab) after the invoice has been opened from the Receivables tab on your proposal. If a credit
exists for a customer and you are in the Receive Payment tab of an invoice, you will see a link
called [Apply Customer Credits] to the right of the Receipt Date: field.

To create a customer credit, click on the menu option or icon and the Create a New Customer
Credit will open. Both options will display the proposal list search window.
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Issue New Credit

Customer

Proposal No

Distribution Total:

Amount:

Reference:

Date:

Create New Customer Credit

_ | >

Save & Close

g |Se|ect customer first...

| |
1an v |26 v|zo1s |[H

Notes:

| Optional

Correction Code Amount Memo

add maore lines

4

Customer

Enter the customer name that you are creating the
credit for, as you type, customer matches in your
customer database will appear in a selection box
below this field, you can click on the entry in the
list to select that customer

Proposal No (Optional)

The proposal number is optional and has no effect
on this credit; it can be applied to any invoice for
this customer. This may be the proposal number
that the credit was generated from.

Amount Enter the amount of the credit, credit amounts
cannot be negative

Reference Enter a reference number that you devise. This
reference number is a way for you to track the
credit

Date The date that you are creating the credit

Notes Use this input field to enter any information you

need to document this credit




Correction Code

Correction codes are used to define the G/L
account to log the credit transactions. The account
entered here, typically a General Sales account,
will be debited when the credit is created. When
the credit is applied to an invoice, A/R will be
debited. See creating Correction Codes below

Save & Close

Click on the Save & Close button to save your
credit

After your credit has been created, you have to apply it to an invoice to issue the credit to a

customer, see Receivables for details.

You can create Correction Codes from the Customer Credit create window by selecting --
Create/Edit Correction Codes option in the drop down selection box in the Credit Distribution

section.

The Create Correction Codes is also available under System Configuration - Company & System
Settings - System Settings. The Customer Credits option is only available to users with access to

Customer Credits via permissions settings (See System Configuration for details).

Issue New Credit

(_§ x|

Create New Customer Credit

Save & Close

Customer: |

Proposal No: [Select customer first... | Optional

Amount:

Reference: |

MNotes:

Distribution Total:

Correction Code

Date: | Sep ¥ |13 ¥ E|

Amount Memo

v] |

CEDIMTLL - To credit Installtion
CRFRT - To credit freight
CRERPOAMT - To Correct PO Amt Invoiced
PROD - To credit product return
QB DEP - QB Deposit Credit
-- Create/Edit Correction Codes

add raare lines




After clicking on the -- Create/Edit Correction Codes option, the Edit List: Customer Correction

Codes window will open.

Edit List : Customer Correction Codes

Correction Code Table

[2dd new cade]

Customer credit correction codes are used o issue a customer a credit memo, Each correction
code can be used to identify the reason for the credit being issued, as well as the chart of
account that is affected by the credit. You may create and edit your correction codes below,

Description Code Account Active
To credit Installtion CRDIMTLL 575 : Installation Y
To credit freight CRFRT 570 : Freight In Y
To Correct PO Amt Invoiced CRPOAMT 510 : Cost of Goods Sold Y
To credit product return PROD 510 : Cost of Goods Sold Y
QB Deposit Credit QB DEP 400 : Revenue Y
A
Click on the [add new code] to create a new Correction Code.
Edit List : Customer Correction Codes ! E
Add Correction Code
=-- Back
Description: |
< Arctive?
Correction Code: |:|
IncomefExpense Account: ¥
.
4

Description Enter a description for this correction code, such
as Customer Returns, or Returned - Damage to
identify the credit reason.

Active? This check box is set to Active (checked) by

default. To make a Correction code inactive, un-
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select the Active flag

Correction Code

Enter a code that describes the credit. This can be
an alpha-numeric code. You cannot use the same
code twice.

Income/Expense Account

Select the account from your G/L that will be used
for logging the credit transactions.

Save

Click on the Save button to save your codes.

An example of a correction code is shown below.

Edit List : Customer Correction Codes ! E
Edit Correction Code : C-REF
<-- Back
Description:  |[Customer Returns
4 Activae?
Correction Code: |C-REF
Income,/Expense Account: | 404 - General Sales r
| save || Delete | -

A

After you create Customer Correction codes, they can be edited from the Edit List: Customer
Correction Codes window by simply clicking on the code you wish to edit.

Search Customer Credits

The Customer Credits search window can be accessed from the main navigation window under
Customers or from the Customer Credits window using the Search icon.

Menu Option:

Customer Lt

F @ Receess Papments e

(M e T T lo Dealer Choice Admin!
-_—r Customer Orades . Oaste Customes Cadt

------ Sewch Qustoemes Credts

Menu Option
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Icon Option:

Shoveimg 1 - 25 of 659 Customer Credits, Pagalof3 123 =

{4 1
o B com Spticns

Custor jer Invmice Mo, Credit Mo, Credit Date

Search Customer Credits icon Option

Both options will display the Search Customer Credits window.

Search Custemer Credits _ | E

Filter your search criteria belows:

— Credit Mumber — Ihvoice Mumber

— Credit Date —Search By Customer

v | |

— Credit Applied/Unapplied

L

.
£
Credit Number Enter the credit number to search for
Invoice Number Enter the invoice number that the credit was
created for
Credit Date Enter a date for which the credit was created on
Customer Enter the customer name that the credit was
created for
Applied/Unapplied Select to search for applied on unapplied credits
select Fully Applied, Partially Applied or Not
Applied

Receive Customer Payments
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There are two ways to receive customer payments:

Customer Payments can be received by using the Receive Payments menu option under
Customers in the main navigation menu and payments can be received on the actual invoice by
using the Receivables tab in Proposals and clicking on the invoice then selecting the Payment
Tab. Receiving payments on invoices in the Proposal is covered under Proposals. Users must
have the appropriate permission settings to receive payments through Proposals.

Menu Option:

Custormess

Cgtomer List

,,,,,,,

G Recone Paymnents L
r .Qq PR < MEss s \Hello Dealer Choice Admin! '

Menu Option

To enter customer payments, click on Receive Payments under Customers in the main navigation

window.

Receive Customer Payment

Receive Customer Payments

Customer: Date Received:
| | Gan v (26  pore 2
Receipt Amount: Payment Method: Check / Reference No:
I Check v |
Account: | 100.01 Operating Cash v
A
Customer Enter the customer name

Date Received

Enter the date that the payment was received

Receipt Amount

Enter the amount of the payment

Payment Method

Select the payment type, Check, Cash or Credit
Card

Check/Reference Number

Enter the check number or reference number of the
payment method

Account

Select the account to save the payment to (if you
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have multiple accounts defined

Save & Close Click to save and close the Receive Customer
Payments window

Enter the first few characters of the customer’s name; select the appropriate customer from the
list of matches that are displayed.

Once a customer has been selected the Receive Payments window will update to display all the
outstanding invoices for this customer.

Enter the payment information (Date Received, Amount, Payment Method and reference
number) then you can select the invoice or invoices to apply the payment to.

You can select multiple invoices and the payment will be distributed to pay the selected invoices

until the Amount entered has been exhausted. You cannot select invoices that total more than
the amount received.
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Receive Customer Payment _ |

— .

Receive Customer Payments

Customer: Date Received: Outstanding Balance:
Mew Test Cust $1,550.64
[Mew Test Customer | o v 7e + E|

Receipt Amount: Payment Method: Check / Reference No:

E— Check v |

B Invoice No. Invoice Date Original Amount Amount Due Payment

3690 11/24/2015 $635.99 $635.99 ]
3691 11/24/2015 $323.88 $323.88 [ ]
3694 12/02/2015 $205.78 $205.78 ]
3739 12/21/2015 $0.00 $-50.00 [ ]
3740 12/21/2015 $212.00 $212.00 ]
3754 11/23/2015 $150.00 $150.00 ]
3759 12/21/2016 $167.99 $167.99 [ ]
3760 1/04/2016 $265.00 $265.00 ]
3765 1/12/2016 $159.00 $-100.00 [ ]

Save & Close

Account: | 100.01 Operating Cash ¥

After you select an invoice to apply the payment to, the window will update showing any
remaining amount of the payment. You also have options to save the remainder as an un-applied
deposit or to create a refund to the customer.
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Receive Customer Payment

Receive Customer Payments

Customer:

Date Received: Outstanding Balance:

[New Test Customer

$1,774.64

Receipt Amount:

B Invoice Mo. Invoice Date
2690 11/24/2015
2691 11/24/2015
3694 12/02/2015
3739 12/21/2015
2740 12/21/2015

¥ 3754 11/23/2015
2759 12/21/2015
2760 01/04/2016
3765 01/12/2016
3786 03/30/2016
a7a7 03/30/2016

Overpayment of $1,850.00.

What should we do with the remaining amount?

Save it as unapplied to be used |ater.

| [sep v 13 v fzoie |2

Payment Method: Check / Reference No:

Check v 65778

original Arnount Amount Due Payment
$635.99 $635.99 L 1
$323.88 $323.88 ]
£005.78 £005.78 1

£0.00 £-50.00 :|

£212.00 £212.00 1
£150.00 £150.00
$167.99 $167.99 L 1
$265.00 $265.00 L 1
£159.00 $-100.00 1
£318.00 £-82.00 1
£106.00 £106.00 1

Account: | 100.01 Operating Cash ¥

Refund the overpayment to the customer.

_J x|
-

If you have multiple cash accounts defined, you will see the Account: prompt below the
Save & Close button. This allows you to select the account that the payment transaction

Once you have selected the invoices to apply the payment to, click on the Save & Close button.
Your customer invoices will be updated with the payments.

will be saved to.

After saving the payments, your Cash Receipts report will display the receipt and the invoice

amount (Proposals - Receivable tab) will be updated with the payment amount received.
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Vendors

To View, Create or Edit your Vendors, click on Vendors in the main navigation bar. You can
also enter Vendor Payables from the Vendors menu through the Receive & Pay Bills menu
option.

ety K Corrwmsre diarn Stozeesl Mumbee
Voo it

Coaate
F S e Recave 8 Piy B ' Sawch v a
s’ oo sadani

e veier Cholce Admin! I

~ Only users with the appropriate permission settings will have access to the Receive & Pay
v Bills menu option.

Vendor List

There are 2 sub-menu's available under the Vendors menu, 'Vendor List' and 'Receive & Pay
Bills'. Under the VVendor List menu there are two menu items: 'Create a New Vendor' and 'Search
for a VVendor'.

To display the Vendor List, click on the Vendor List menu option.

Menu Option:

Verhor Lit

I \Wolcoy Rooane B Py i

S

» (N

nEALEN

e |Hello Dealer Choice Admin! I

Menu Option
A window will open displaying all the vendors in your database.

Shawing 1 25 of 20 Vendors.

Pagolot2 1 >
e
Vendoe Kame N Location Current Past 0 East o0
AlS Huason, MA $3,969.00 $3,969.00
AlS Mrstallers Datanore, MO
Aderrrear Ltd Babmore, MD
Adseanng MEsissaua, O
Bemhbarck Terties Catonyvle, ND
Srothers Upholstery Babmore, MD $1.570.95 | $1,538.95
avs Fumritire Pasadena, N
Faslar Frvers Costame Lo Fatenevde N fin €n co 417y an
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The Vendor List displays all the vendors in your Vendors database. On the top left, you have
icons to Create a New Vendor (permission required), Search Vendors and to export your
Vendors List to a spreadsheet. The Export Vendor List Icon will only appear if the user has

permission

Showeing 1 - 25 of 30 Vendors.

P

Pagrlof2 1

Yo nds € a0 Acceunt No.

Import Catalog Codes
Export to a Spreadsheet
Search for Vendors
Create a New Vendor

Vendor List Icons

Cucrnnt Past &0 Past 90

Create a new vendor

Click on this to create a new vendor entry

Search for a vendor

Click on this to search your vendor database

Export customer list to a spreadsheet

Click on this to export your vendor database to a
spreadsheet. This icon will only appear to users

that have permission (See System Settings &
Configuration — Users — Permissions).

Import Catalog Codes

vendors of your choosing.

On the top right, you have your pagination controls to page through your vendor database. You
can click on a page number to advance directly to that page, or you can click on the left "<" and
right ">" arrows to scroll page by page.

The column titles in the Vendor List are underlined. This means that they are active links. By
clicking on any of the underlined column titles, your vendor list will be sorted by the column.
The first time you click a column title, the list will be sorted in ascending order (the default) the
second time you click on the same column title, the list will be sorted in descending order.

The Vendor list also displays the Vendor Account number field, Location, and Accounts
Receivable status per your aging defaults.

To view or edit your vendor details, click on any vendor name in the list to open the vendor
details.

Create a new Vendor
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There are two ways to create a vendor database entry. The first method is from the main
navigation menu under Vendors, Vendor List Create a New Vendor. The second option is from
the Vendors List window by clicking on the Create a New Vendor icon.

Geate 3 New Vandor

P SR Veico| f F:-~-4 Pay B . Search bor 2 Vendo
.‘ [Logciny ™ rienw weamel Choice Admin!

Icon Option:
Showing 1 - 25 of 865 Vendors, Pagelof3s 123 35

Vondor Name Account No, Location Current Past 30 Past 60 Past 90

Create a New Vendor Icon Option

Both options will open the Create a New Vendor window.

49



Create A New Vendor

_ | ]|

| »

General || Payments || Contacts || Locations
Vendor Name: * ||
¥ Active
Street:
City: * |
State: * || Select State
o
Country: * || United States of America
Phone: | |
Fax: | |
Vendor No: I:l
Vendor Account No: |
Electronic Ord?r |
Emiail:
Electronic Order Fax: | |
E-Order Template: | Assign E-Order Template
Default Order | ) pax
Method:
) Email
'® none
S0 |
WVendor Notes:
add a note]
4

When creating a new vendor, the Create a new Vendor window will open displaying 4 tabs,

General, Payments, Contacts and Locations. Once the Vendor entry is saved to the database the

Products, Discounts and Stats tabs will be displayed.
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General Tab

Required fields are noted by an asterisk following the input field name. These fields must
“  be completed before you can save your vendor entry into the database.

Vendor Name *

Enter the name of the Vendor to be created. As
you type any matches found in the database will
appear below the Vendor Name input box to help
you avoid duplication of Vendors.

Active Check box By default the active flag is checked, meaning the
vendor is available for use. If you uncheck this
box, then vendor will not be available for selection
in reports or proposals.

Street Enter the primary street address. This is the
default billing/remit to address

City * Enter the City for the vendors location

State * Enter the State or Province for the vendors
location

Zip Enter the ZIPCODE or Postal Code for the
vendors location

Country * Enter the Country for the vendors location

Phone Enter the vendors phone number

Fax Enter the vendors fax number

Vendor No If you have used vendor numbers in a previous

system, you can enter those vendors numbers here

Vendor Account No

This field holds YOUR account number with the
vendor. It will be included on purchase orders to
this vendor

Electronic Order Email

Enter the default order email address for this
vendor. This address can be changed at purchase
order creation

Electronic Order Fax

Enter the default order fax number for this vendor.
This address can be changed at purchase order
creation

Default Order Method

Select your default order method, either by email
or by fax

Vendor Notes

You can enter any information that you want in
this input box. This can be any information you
want pertaining to this vendor. This information
does not appear on any outgoing documents, it is
for internal use only.
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) After entering your vendor information, click on the Add Vendor button and your entry
~  will be saved into the database.

Payments Tab
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Create A New Vendor

General || Payments || Contacts || Locations |

Required Deposit Percentage:

[

Early Payment Discount:

|:| % if paid |:| days prior to due date

vendor's Payment Terms:

[ Jdays

Tax ID Mumber:

1099 vendor:

Default Currency:

Canadian ¥

Group Invoices Into Single Check?

||

[Multiple invoices can be grouped and paid in a single check)

Comment To Appear On POs:

Small Order Fee:

If under |:| ¥ | then add |:|

Cuekags |
Effective: v Thru: v
Freight Terms: | If under § |:| ¥ | then add |:| v
Queoted? ||
Effective: ¥ Thru: ¥
Fuel Surcharge: |:| )
Quotads | Effective: v Thru: v
Call Before Delivery Charge: | & |:|
Effective: ¥ Thru: ¥
Manual Credit: | Activate Manual Credit? )
Account: | |ﬂ

smount %[ ]

Billing Remittance Information If

different from general info

Remittance Mame:

Street:
o
City: |
State: | | Select State v
zipt | ]
Country: | | United States of America v
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Required Deposit Percentage

If this vendor requires a deposit payment before
processing orders, you can enter the deposit
percentage required here. When purchase orders
are created for this vendor, the deposit payable
will be created and placed in your Payables
window so the deposit check can be generated.
Only use this field if the deposit is required for all
orders for this vendor

Early Payment Terms

If this vendor offers an early payment discount,
enter the terms here. When invoices are entered
for this vendor, the early payment terms are
checked and the due date of the invoice will be
flagged with an asterisk (and if you hold your
mouse over the due date - an early discount
message will be displayed) to alert you that a
discount can be taken if the invoice is paid early.
The early payment discount will be calculated and
deducted from the payment automatically when
the invoice is flagged for payment

Vendor's Payment Terms

Enter the payment terms you have with this
vendor. This will be used to warn you of
payments coming due for this vendor in the View
and Pay Bills window.

Tax ID Number Enter the vendor's Tax ID number here (1099
Vendors)
1099 Vendor If you need to issue 1099 forms to vendor's (or

employees) check this box. This vendor will be
included in the 1099 report for reporting purposes

Default Currency

Enter the default currency that you will pay this
vendor in. Only applicable if you have multiple
currencies defined in your System Configuration

Group Invoices Into Single Check

If this box is checked, multiple invoice payments
for this vendor will be grouped to be paid on a
single check. Up to 22 invoices can be paid per
check. If more than 22 invoices are being paid, an
additional check will automatically be created to
pay the remaining invoices. The limit is set at 22
invoices per check because only 22 printable lines
exist on the check voucher stub. If more than 22
invoices were listed, the print would run into the
check print area. This also helps you conserve
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check stock

Comment To Appear on POs

Text entered here will be printed on all purchase
orders generated for this vendor

Small Order Fee

If the vendor charges a small order fee and the
terms can be defined here, enter those terms here.
If the terms cannot be entered here, check the
Quoted box. Proposals containing products from
this vendor will be checked to see if this vendor
charge is to be applied during the proposal
finalization process. If the charge is to be applied,
you will get a message alert in the proposal
finalization window displaying the calculated
charge. You have the option of allowing the
charge to be applied to the proposal or to reject the
line from being applied to your proposal. You
also have the ability to add a GP% to the charge to
sell the charge to your customer.

Quoted?

If the Quoted box is checked, you will get an alert
message during the proposal finalization process
that the vendor fee must be verified with the
vendor. You can then call the vendor to discuss the
details of your proposal to see if the fee is to be
applied or not.

Freight Terms

If the vendor's freight terms can be defined here,
enter those terms here. See Small Order above for
proposal finalization processing

Quoted

See Quoted description above

Fuel Surcharge

If the vendor's Fuel Surcharge terms can be
defined here, enter those terms here. See Small
Order above for proposal finalization processing

Quoted

See Quoted description above

Call Before Delivery Charge

If the vendor's Call Before Delivery terms can be
defined here, enter those terms here. See Small
Order above for proposal finalization processing

Billing Remittance Information

These fields allow you to enter a remittance
address for this vendor if it is different from the
address entered on the General Tab. This address
will be printed on checks generated to this vendor

Contacts Tab
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Create A New Yendor

Contact Mame: *

General || Payments || Contacts || Locations

Title:

Phone:

FPhone 2:

Mohile:

Faw:

Ermail:

4

Contact Name *

Enter the name of your contact with this vendor

Title

Enter the contact’s Title

Phone Enter the contact’s phone number
Phone 2 Additional phone number input field
Mobile Contact’s cell phone

Fax Contact’s fax number

Email Contact’s email address

The Contacts tab allows you to enter the contact information for the people or departments that
you work with at this vendor. This allows you quick access to phone numbers and email

addresses.

If you would like to add a contact, the Contact Name is the only required field. You can add as
many vendor contacts as you need. You can only enter a single contact name if you are creating
a new vendor. Once you save your vendor record, you can add additional contacts.

After entering a contact, be sure to click on the Add Contact plus sign icon to save your entry.

Locations Tab
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Create A New Vendor M E

General H Payments H Contacts H Locations |
Location Mame: * |
Account No: |
Street:
A
City: * |
State: = || Select State v
zo: [ ]
Country: * || United States of America v
}
7
Location Name * The short name of the location, (i.e. COM
Location, Shipping Dept.)
Account No If you have a specific account number with this
vendor location you enter that number here
Street Location street address
City * Enter the locations City
State * Enter the locations State
Zip Enter the locations ZIPCODE or Postal Code
Country * Enter the Country for this location

¢ Required fields are noted by an asterisk following the input field name. These fields must
be completed before you can save your entry into the database.

The Locations tab allows you to enter multiple addresses for the same vendor. If the vendor
requires the shipment of COM to a different address than what appears in the General tab, you
can add that address under the Location Tab. Vendor Locations can also be used as Ship To
location in proposals and purchase orders.

You can enter as many Locations per vendor as you want. There are required fields on the
Locations info window. You must complete the required fields before you will be allowed to
save a location entry.

57




After entering a location, be sure to click on the Add Location plus sign icon to save your entry.

Products Tab

Vendor Locations can be used as Ship To locations in proposals and purchase orders.

[ Update vendor | [ Delete Wendor |

General || Payments || Contacts || Locations || Products || Discounting || Yendor Stats |

Product Mame or Description:

7 Ackive?

]

Catalog Code:

Cut Separate Purchase Order?

If purchase orders for this product are subritted differently than is listed under the General tab, enter below!

Electronic Order Email:

Electronic Order Fax:

Default Order Method: Place orders by fax

Place arders by email

If this product has freight terms

different than those found in the Pavments tab, enter below:

If under § |:|

Effective: A

Freight Terms:

Quetad?

¥ | then add: r

Thru: A

Please assign the income account, expense acoount, and tax status to be wsed for this product:

Income Account: *

L

Expense Account: * || 510 - Cost of Goods Sold

L

Taxahle?

=- Back

&dd Product

and then | Return to product listings ¥

[ Update vendor | | Delete Vendor |

-

A

The Products tab is used to define products offered by the vendor. The Catalog Code that is used
in electronic specification catalogs for that product line typically identifies products. You do not
have to enter a catalog code to define a vendor product. Entering vendor products allows you to

specify the characteristics of how that product is handled in Dealer Choice. When vendor
Products are defined, they can be used to create discounts (Standard discounts or Customer
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discounts) and this information will be obtained and used upon selecting the Product for a
proposal line item or during the import of a specification file to create the proposal line items.
The taxable information for each Product is stored here as well as the income and expense
account for tracking dollars associated with each Product.

Product Name or Description

Enter the Product name or description. Typically
this is the catalog name

Active? Select whether or not this product is active. If the
Product is active it can be used in proposals, if it is
not active the Product cannot be selected as a
product in proposals

Catalog Code Enter the electronic catalog code exactly as it

appears in the specification catalog. This is
typically a 3 character code. These codes are
defined by the vendor. These codes are used when
a specification file is imported into a proposal to
identify the vendor, Product and any of the rules
defined in the database to be applied to this
Product

Cut Separate Purchase Order?

If you want this Product to always be placed on its
own purchase order, check this box. No other
product will be placed on the purchase order with
this product.

Electronic Order Email

Enter the default electronic email order address.
This address can be changed at purchase order
creation time

Electronic Order Fax

Enter the default electronic fax order address.
This address can be changed at purchase order
creation time

Default Order Method

Select the default order method (email or fax). The
order method can be changed at purchase order
creation time

Freight Terms

If there are specific freight terms for this product
that can be defined here, enter those terms. If not,
check the Quoted box

Quoted

When the Quoted check box is checked, a message
will be displayed during the proposal finalization
process warning users that the freight terms must
be confirmed by the vendor. This helps avoid
missing freight charges that should be applied to
proposals

Income Account *

Select the income account (Sales) that is to be used
to track the sales dollars of this Product
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Expense Account *

Select the expense account (COGS) that is to be
used to track the cost dollars of this Product

Taxable?

Check this box if the product is taxable. When
checked, you will be presented with all the tax
entities defined in your tax table (System
Configuration) and you must select the entities that
you are responsible for collecting sales tax on for
this product

~ Required fields are noted by an asterisk following the input field name. These fields must
w  be completed before you can save your entry into the database.

After entering a vendor Product, click on the Add Product plus sign icon to save your changes.
You also have the option of returning to the product list, or to return to Add Another Product
input window. The option selection box is just below the Add Product icon.

Discount Tab

Vendor discounts are entered into the database via the Discounts tab. Discounts defined for
vendor Products can be applied to proposal line items automatically during specification file
import into proposals or manually on the Item Details tab in Proposals.

In the Vendor Discounts tab, you can create vendor standard discounts or customer specific
discounts. In the Customer Discounts tab, you can only enter customer specific discounts
(discounts for that customer only). A Standard discount is a discount offered by the vendor that
can be used for any customer purchasing that vendor’s products. A Customer discount can only

be used by that customer.

Edit Yendor : Test Yendor M E

| Update wendor | [ Delete vendaor |

General || Payments || Contacts || Locations || Products || Discounting || Vendor Stats |

[Add Mew Discournt]

Discount Description
Mo discounts have been created under this vendor,

Discount ID

Customer Expiry Date

[ Update vendor | [ Delete vendar |

A

Standard Discount
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Edit Vendor : Test Vendor ™ E

[ Update vendor | [ Delete vendor |

General || Payments || Contacts || Locations || Products || Discounting || Vendor Stats |

Discount Type: || Standard Discount

Discount Description: | | |

G547

Discount I0D: |:|
Effective Date: | [Sep ¥ |19 ¥ E|

Expiration Date: | |[Mar ¥ |15 ¥ E|
< Back Add Discount

[ Update vendor | | Delete Vendor | -
A

See Customer Discounts for details on entering discount information. The only difference
between entering a discount in the Vendors Discount tab is that you get the option to create a
vendor standard discount. Typically, discounts are entered in the Vendor Discount tab because
you can enter both vendor discounts and customer discounts here. The input fields are exactly
the same in the Customer Discount tab and Vendor Discount tab and they update the exact same
database.

Customer Discount
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Edit Yendor : Test Vendor [_ | x|

[ Update vendor | [ Delete vendor |

Discount Type:

Customer Discount ¥
Custamer:

|

General || Payments || Contacts || Locations || Products || Discounting || Yendor Stats |

Discount Description:

GSATY

Discount ID;

]

Effective Date:

zep v 19 v [zote |TH

Expiration Date:

Mar ¥ |18 v |zo17 |

=- Bachk

Add Discount

[ Update vendor | [ Delete Vendor |

See Customer Discounts for details on entering discount information. The only difference

between entering a discount in the Vendors Discount tab is that you get the option to create a
vendor standard discount. Typically, discounts are entered in the Vendor Discount tab because
you can enter both vendor discounts and customer discounts here. The input fields are exactly

the same in the Customer Discount tab and VVendor Discount tab and they update the exact same

database.

Vendor Stats Tab
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Edit Yendor : Test Vendor M E

| Update vendor | | Delete vendaor |

General || Payments || Contacts || Locations || Products || Discounting || Yendor Stats |

Vendor Statistics for Test Yendor as of 1: 50 pm
— Open Bills {0)

There are no open bills far this vendor,

— Outstanding &/P

Total Outstanding: $0.00

— Purchase Order Booking

Total Booked Sales:
MTD: $0.00 ¥TD: $0.00
QTD: $0.00 Owerall: $0.00

[ Update vendor | | Delete Vendor |

4

Open Bills Lists any open invoices that you have with this
vendor. You can click on any invoice that appears
in this list and that invoice will open for review

Outstanding A/P Displays a dollar amount of all open invoices you
have with this vendor
Purchase Order Booking Lists a snapshot of your Month To Date, Quarter

To Date, Year To Date and total Purchase Order
amounts you have for this vendor.

Search Vendors

There are two ways to search the Vendor database. The first option is from the main navigation
menu and the second is from the Search Vendors icon in the Vendors List window.
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Main Menu Option:

Verdor Lst Create o New Vencor
F.ag: '[mn-‘-:u Racsiss & Pay Bk
Lonodey
-_—

Search br 3 Vendor

newe wemer Choice Admin!

Menu Option

Icon Option:

Showeing 1 - 25 of 865 vendars, Pagelof3m 12 3 35

Graling

Search for a Vendor Icon Option

Both options open the exact same search input window.

Search Yendors _ I %]
Filter your vendor search criteria below:
vendor Mame Account Number viendor Number
(I | (I | (I |
—Located In Country
L 4 ’7 r
—Tax ID—————— ’*Discount ID—— ’*Uendnr CLUrency —
| | | | v
— Default Order Method— Miscvendor Fees
A Small Order Fees
vendor Freight Fees
Product Specific Freight Fees
1099 Vendaor? Fuel Surcharge
Call Before Delivery Fees
Deposit Required?
-
|
Vendor Name Enter the name of the vendor. As you type, any

existing vendor names that match the character
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string will be displayed in the drop down selection
box below the Vendor Name field. If your vendor
name appears you can click on the name in the list
and click on the search button to access the
vendor. If the drop down box with matches does
not appear, then that entry does not exist in your
database.

Account Number If you use vendor account numbers in your vendor
database, you can search by entering the number
here

Vendor Number If you use Vendor Numbers in your vendor
database, you can search by entering the numbers
here

Located In Select the State or Province name to search the
database. Any vendors having the selected State
or Province in their address will be displayed.

Country Select a Country from the selection list and any
vendors having this Country will be displayed

Tax ID Enter a tax id number and the vendor database will
be searched on that id

Discount ID Enter a discount id and the vendor database will be
searched for that number

Customer Currency If multiple currencies are defined, you can search
for vendors that have that currency defined

Default Order Method Select the default order method to search for and
any vendors with your selection will be displayed

1099 Vendor This check box will display any vendors that have
been flagged as 1099 vendors

Deposit Required? This check box will display any vendors that have
the Deposit Required flag set

Misc. Vendor Fees Selecting any of these items will search the vendor

database for vendors that have miscellaneous
vendor fee's defined

After entering your search criteria, click on the Search button. If any matches are found, they
will be displayed as shown below in the Vendor List

Saarch Raesults
[Showi AN]
Showing 1 - 1 of 1 Vendors. Pags1al1 1

=]

Lotabsn Lurrent Past 30 Past el Pazl 30
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Import Catalog Codes

Users have the option of updating their Vendor Catalog Codes through the Import Catalog Codes
icon. This icon will search your vendor list for new catalog codes. Click on the Import Catalog
Codes icon and the follow box will display.

My Yeadors

Import Catalog Codes ng
Showing 1 - 25 of
X » :
— * Solect ¥ waraors Inport
15 Vendors foun nave g ¢
AlS
PR AR L Y Alseating Faloon
AlS Installers 00 nok mecrt v ¢ Zilspatmg - Nistissaugn, ON CA ¥ Falcon - Bbmore, MO L5
Aermut Lt
o tHaworth HEF Herman Miler
fassng ¥ Haworth - Babmoos, ND U5 & HEF - Babmors, MD US ¥ Herman Meler Inc - Zosland. NI LS
nnar Tonle
. Enol LESRO Natsanal
° ohe
- * Vool - &dunore, MO LS * Lo - Adumore, MO US ¥ Natonad OMe Fumburs - Catorsya, MO LS
o
OFS Sk Onn Spec Farnlture
¥ OFS Finst Ofice - Betieare, KD UG £ Ston it stonswie, MO UG ¥ Spec Funture - Catonawle, MD US
Steelcase Tukadan Allermule
¥ Steokase « Catonsvile, MO US @ Tekreon, LT - M Laurel, NI LS ¥ Adermoun Lt - Bakmore, MO U3

Harrmae Miwr In

This window will show all of the vendors from your vendor list that has matches with vendors
that have catalog codes. Select any vendors you would like to update to the latest catalog codes.
When you are finished selecting vendors, click on the import button.

The Import Catalog Codes icon will not delete any existing catalog codes in your vendor
./ database. It will only add new products that are not already in your system. It will not
delete anything that already exists.

|

Now there will be a message in your message box with a list of the catalog codes that have been
added to your site. You can click on the message to view that list. There is also a link in the
message to download the import list in excel format.

66



A D Proposals System Accounting Reports Help & Comrmunications

Messages | Hello User!

Messages M E

Message Detail

<-- Back
Subject: Import Catalog Codes - Summary reply | delete | mark unread | move
From: Dealer Choice Admin Received On: 3/08/2018 9:35 am
Date: 2/08/2018 9:35 am Byi User
To: User

Click here to download a spreadsheet of the product import summary.

The following 4 products were added:

vendor: Knoll -- Product: Rockwell Unscripted (KRW)
vendor: Knoll -- Product: Replacement Parts (KRP)
vendor: Knoll - Product: k.stand (KSa&)

vigndor: Knoll -—- Product: k. lounge Collection (KLO)

The following 25 products were duplicates and did not get imported:

viendor: Knoll -—- Product: Kaw Knoll Activity Spaces (Kaw)
vendor: Knoll -- Product: Anchor (KLS)

vendor: Knoll - Product: Antenna Workspaces (Kaw)
vendor: Knoll -- Product: Autostrada (KAS)

vendor: Knoll -- Product: AutoStrada (Elevation Only) (KE1)
viendor: Knoll -—- Product: Calibre (KFS)

vendor: Knoll -- Product: Currents (KCU)
viandrr Kenll - Dradoet Corrante (Rlaw otinn Cialbe R

Receive and Pay Bills

The Receive & Pay Vendor bills option is available under the Vendors menu. There are 3 options
available under Receive & Pay Vendor Bills and they are New Vendor Bill, Receive Vendor
Credits and Create a Customer Refund.

Wk LKt

P == '.w).':-l Racama & Puy Bl ' Now Vencor 88 Ad |
-.{———7 AAAAA foogady SSIR  pocoe vencr Crodes oce Admin
NoALE® —_— reote » Datormey Reuen

Weltume Dualer Chalce Adming

To view the list of entered vendor invoices click on Vendors - Receive & Pay Bills and the list
will appear.
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Venter Iaviioes and Customer Mefiuls

Shuwing 1 4 of 4 Vandor lavuices.
L2Ea a

8 youtur

Reoouloe M,

Laysive Qafe

e Dade

2/auls $io000 $ou

$1.30000 $120000

$140000 140000

The Vendor Invoices and Customer Refunds window column headings that are underlined can be

used to sort the window data.

Vendor Invoices and Customer Refunds

Showing 1 - 4 of 4 Vender Invoices.
3 & .
3 % & g

B yvender

PO No.

Inyelce No,

Papelofl 1

O cont Cptens

Inyeice Dote Due Date Amount Balance

Vendor Check Box

When viewing unpaid payable, clicking this box
will flag all payables for payment, clicking the box
a second time will un-select the payables

Vendor

This column displays the vendor name the payable
was entered for

PO No.

This field displays the purchase order number that
was entered on the payable, this field is an active
link to the purchase order, clicking on the purchase
order number will open the purchase order without
having to leave the Receive & Pay Bills window

Invoice No.

This field displays the vendor invoice number that
was entered

Invoice Date

This is the invoice date from the vendor invoice

Due Date This is the Due Date of the invoice
Amount This is the amount of the invoice
Balance This is the balance due remaining on the invoice

In the Vendor Invoices window, there are up to 6 icons available.
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Wendar [miokees snd Cudtomssr Refursdy

Shawing 1 - 4 ol 4 Yendar adokies.
4 BB o

ad

Invebie Dale D Date

Pagination Controls
Reprint Checks

Checks Waiting to be Printed
Make Payments

Create a Customer Refund
Receive a New Vendor Invoice

Sort Options Controls

Receive a new vendor bill

This option allows you to enter information from the paper vendor invoice. You are creating an
entry in your Accounts Payables list. This will create an entry in your Vendor Invoices and
Customer Refunds list. This is a list of payables that you will generate a check for. All entries
made will stay in this list unless the entry is deleted. Of course, only unpaid entries may be
deleted. To delete an invoice, click on the invoice and click on the Delete icon at the top of the
window. If an invoice is paid in error, the check may be voided and the invoice can be adjusted if
necessary and sent to the Pay Queue to be paid again. Once a check has been voided, that check
number cannot be used again.

See the New Vendor Bill section of this document for details on entering a vendor bill (invoice).

‘ The Flag Invoices for Payment icon no longer exists. All unpaid invoices appear with a
<] selection box to the left of the invoice in the list. When you select an invoice for
payment by clicking on this check box, the invoice is automatically flagged for payment.

Create a Customer Refund
If you need to generate a refund check to your customer, this option allows you to create the
entry in your Payables list so you can generate a refund check.

See the Customer Refund section of this document for details for creating a customer refund.

Make Payments

This icon allows you to complete the check generation process. Clicking on this icon opens the
Pay Invoices window and all of the invoices you have flagged for payment will appear in this
list. Each entry in this list has a selection check box to its left.
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Yendor Invelces and Customer Refunds

Pay Invoices
< B3k

Payment Account: 100,01 Operabng

Sort 8y Vendor

Cash $402,409 .49 Y

Show all * Show flaggsd Dwe on or bafors

Ending Balance: $301,221.09

o InoNe ANQLL-2100 04/27/2016

.....

ABCO Cffice Furmniture

¢ lrwoxe atco-202 05/22/2016
Lowa's
¥ Invoxe Mermo o5t 09/D1/2016
UPS FREIGHT
¥ Irvokow UPS Charges  09/07/2016
Totals:
Poztng Date

Sep Y 207 ',.‘I:lln '73

| Sutnit To Pay Queue

$584.20

$7490 .00

$20.00

$50.00
$1,414.80

58480 Tobe pnnted v

226 A0 52360 Tobepnnted v
2000 To be printed v

60.00 | To be pnnted v

($226.40) $1,1808.40

Sort By Vendor

Checking this option will sort the invoices by
vendor

Show All Checking this option will display all unpaid
vendor invoices, whether they have been flagged
for payment or not

Show Flagged This option will show you only the invoices that

have been flagged for payment

Due on or before

This option will prompt you for a date. Only
invoices with a Due date on or before the date you
enter will be displayed

Payment Account

Select the cash account that you are going to make
the payments from, if you have multiple cash
accounts that are flagged as an account that you
will write checks from, it will appear as a selection
option here

Ending Balance

This field indicates the Payments Account balance
if you generate checks for the selected invoices

Posting Date

This is the date that the payments will be posted to
in your general ledger. You can pre and post date
your checks

Submit To Pay Queue

Clicking on the Submit To Pay Queue button will
update your ledger with the selected payments

70




Clicking on the Submit To Pay Queue button will flag your invoices as paid even though

-,_‘.f‘ the checks have not yet been printed. You will see the rotating $100 bill when you have
checks waiting to be printed as a reminder that you have submitted checks to the Pay
Queue but have not yet printed them. Don't forget to print your checks.

Manual Vendor Discounts

Yendor [nvesces and Custamer Refunds

_m_, %
Pay I'woices
<= Baih Sort By Vandor Show al * Show fagged Due on or before

Parment Ausinrd 100.01 Opsratrg Caih $402,400,80 v Ending Bolance: $401,885.89

£ o adoo. 202 0S/222016 $750 00 000 226 40 S23.60 Tobepreved

Totats: $750.00 ($226.40) $523.60

Posting Date

Sep Y21 % Bots |TH

Subimet Te Pay Quaus

Vendor discounts can be entered manually if necessary. If the vendor offers an early payment
discount, the discount terms should be entered in the vendor database so the discount can be
applied automatically.

¢«»  To manually enter a discount, place your mouse in the Discounts column on the invoice
Yy

. line in the Pay Invoices window. You will see the discount input field appear allowing
you to enter the dollar amount of the discount to be applied to the invoice.

After entering the discount amount, the Amt to Pay value will update reflecting the applied
discount.

Vendor Invalces and Customer Refunds

Pay Invoices
& Bort By Verdor Show &l % Show flagoed Dus on o betone

Payment &ccount:  J00CL Operating Casn $A0Z A0S 45 ¢ Ending Balance: $401,035.800

@ Invoeoe aboo-10T g%/22/2010 $7%50.00 ! 50.000 220.40 473063 | To be pnnted

Totals: $730,00  ($50.00) ($226.90) $473,00

Poitrg Dats

Sep Y21 Y 201t

Suomk To Py Queue

If your vendors offer early payment discounts and you can enter the terms in the Vendor
database (Payments tab - Early Payment Discount input field) the discounts will be
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calculated for you and will appear in the Discounts column automatically, if the discount

terms are satisfied.

Vendor Deposits and Credits

If a deposit has been paid on a purchase order the deposit amount paid will appear in the
Deposits column on the invoice line. Deposits paid towards a purchase order cannot be altered
because the deposit check has already been generated.

When entering an invoice where a deposit has been paid be sure to enter the invoice for the full
amount of the invoice before the deposit has been applied. The deposit amount paid will be
deducted from the invoice amount when you pay the invoice.

Any vendor credits that have been entered will be automatically applied to payments to that
vendor and if applied, will appear in the Credits column. If you wish to pay the invoice in full,
without using any of the credits, simply remove the dollar amount from the Credits field.

Check No.

To be Printed

If the check is to be printed on check stock, leave
this option selected. The check number on your
check stock must match the check numbers being
printed.

Handwritten

If the check was handwritten select this option.
The check will not be printed but your general
ledger accounts will be updated as if the check was
printed. The check number entered will appear in
your check register as a check that has been
generated as well.

| The handwritten check feature also includes an auto check number incriminator. When

setup in System Configuration, there are fields for a seed number (Check number prefix)
and for a check number counter. When the Handwritten check option is selected, the
Check No: field will be automatically populated with the next check number to be used in

sequence.
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VYendor Invoices and Customer Refunds

Pay Invoices

e Back Sort By Wendor Show all * Show flagged Due on or before
Payment Account: | 100.01 Operating Cash $£402,409.49 v Ending Balance: $401,885.89
Wendor Due Date Amt Due Discounts Deposits Credits Amt To Pay Check Mo,
ABCO Office Furniture Hand written v
¢ Invoice aboo-101 05/22/2016 $750.00 [ 226,40 | 523.ED|! Check No: [ EFT-1026 I
Totals: $750.00 ($226.40) $523.60

Posting Date:

Sep v z1 v|zote |
Submit To Pay Queue

Checks waiting to be printed

Once you have submitted invoices to the Pay Queue, you will see the rotating $100 bill icon,
which serves as a reminder that you have checks waiting to be printed. If you see the rotating
$100 bill then you know that checks are ready to be printed. Once all the checks in the Pay Bills
window have been printed, the rotating $100 bill will no longer be visible.

Vendar Involcrs and Customer Refunds

Showing 1 - 4 of 4 Yenter Iavoices. Pamlott 1
bR @ U B o4 ot

Trooeice Sa, Iy uiie Dot Our Date

Rotating $100 Dollar Bill Icon

Select your starting check number that matches your check stock.

Print Checks M E

Printing checks for account: 100.01 Cperating Cash

Starting check number:

A
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Print Checks

Payments To Be Made
100.01 : Operating Cash [change]

[uncheck all]

ABCO Office Furniture
Total Due: $523.60

Check No. Due Date
¢ 07/01/2016
Knoll, Inc.

Total Due: $584.20

= 1 Invoice for Knoll, Inc.

Check No. Due Date
¢ 04/27/2016
Talbninn T~

You have 3 payments to make totaling $1,523.80.
ABCO Office Furniture 1099

PO Bowx 2787
Florence, AL 35630

[E 1 Invoice for ABCO Office Furniture

Preview Checks

Invoice Mo, Payrment Amt
labco-1002 £523.60 [
Knoll, Inc.

PO Box 841366
Dallas, Tx 75284-1366

Inwoice Mo,

Payrent Arnt

KNOLL-100 t5a4.80 [

T

Takrninn

[change]

This icon to the right of the account allows you to
change the cash account that the selected checks
will be paid from

[uncheck all]

This icon will unselect invoices. Any invoices
unselected will not be paid in this check run

Selection box to left of check number

This check box allows you to (un)select which
invoices you are going to pay in this check run.
The invoice will remain flagged for payment.

Remove invoice from Pay Queue icon

This icon - to the right of the amount to pay field
will remove the invoice from the pay queue,
invoices removed from the pay queue must be
flagged for payment again to be paid

Preview Checks

This button will open the Preview Checks window
showing you a PDF view of the checks to be
generated. From this window, you click on the
printer icon to send the checks to your printer
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After you click on “Preview Checks”, a screen will appear to give a preview of what your
check(s) will look like. Select the printer icon (in the upper left corner) from this screen to bring
up a PDF of your printed checks. From there you can print to your check stock from your printer.

Print Checks [ _ | x|
I

Preview Checks

£ &l
Mo, 72
Date: 2015-09-21
Pay to the i }
arder of: ABCO Office Furniture £ 523,60

Five Hundred and Twenty-three Dollars and 60100
ABCO Office Furniture 1099
PO Box 2787
Florence, AL 35630

Memo: abco-1002

GACILSETESG O LkZ2ILSE TR

Reprint Checks

This icon allows you to reprint an existing check. To reprint a check, click on this icon and enter
the check number or numbers separated by a comma and these check images will be reprinted.
This option is to reprint a previously printed check.

Vendor [avolces and Cuttomer Refunds

Shewing 1 - 4 of 4 Yenser lavoices, famloft 1

e B ed Cotens

B yensar Lavelcn N9 Iaenice Date Kur Date

Reprint Checks Icon

‘-f.,v,.f’ Checks can also be reprinted from the Check Register under Accounting - Check
Register.

Reprint Checks Window
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- This option is only to be used to print an existing check on check stock containing the
A original check number.

- Checks can be printed on plain white paper if desired.

On the Print Checks window, enter the check number(s) of the checks you want to reprint and
click on the Reprint Checks button.

Print Checks M E

To reprint multiple checks, enter the check numbers below, separated by commas (i.e. 1001, 10023, This
option is intended for checks that will be reprinted on the original check number. If your check was
printed incorrectly, you must void that check and reprint it from your payables list,

72,73, 74

Reprint Checks

A PDF will open with the checks you have entered to reprint. From there you can print the
checks from a printer connected to your computer or to a printer on your network.

¢ You can only send checks to printers defined on your company network or to printers
- installed on your computer.

Search Payables
This icon allows you to search the invoices you have entered.

Vendar lavolces and Cuctomer Refunds

Showing 1 - 4 of 4 Yenter Iavoices.

S P |
BRERar R o

W yengar Rroceice e, Inyuiie Ootn Dur Date L

Search for Payables Icon

This is the Search for Payables window.
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Search Payables

Filter your payahles search criteria helow:

—Invoice Mumber

—DealerChoice PO Mumber

—Invoice Due Date
From: v

To. r

—Paid & Unpaid

—Check No

—Search By Vendor

v

A

Invoice Number

Enter the invoice number on the invoice you
received from the vendor. Entering the first few
characters or digits of the vendor invoice number
will display any vendor invoices that match what
you have entered increasing the chance of finding
the invoice

Invoice Due Date

Enter a date range (From date and To date),
invoices with an Invoice Due date within this
range will be displayed

Paid/Unpaid

Search by Paid invoices or Unpaid invoices

Check No

Search by the Check Number

Dealer Choice PO Number

Enter the purchase order number, invoices that we
entered with this purchase order number will be
displayed

Search By Vendor

Enter the vendor name and invoices from that
vendor will be displayed, you can enter multiple
vendor names.

Pagination Controls
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The pagination controls allow you click on a page number to display, or you can use the left '<'
and right ">" arrows to scroll through the pages of your invoices.

PageZofo 1 2 3 4 .6 = =

Sort Options

The Sort Options control is found on the right side of the window under the Pagination controls.
Click on the 'Sort Options' link to see the options.

Pagelof5 123 ..5 >
@A Sort Options
Show:
* Al Payahbles
Only Paid Payables
Cnly Flagged Payables
Cnly Unpaid Payables
By Type:
* Show &ll Types
Only Show Bills
Only Show Credits
Only Show Refunds
Only Show Deposits
With their due dates from:

T

v

Created By:
Testl -
Test2
Test2
Testd T
¥ Remember Preferences |£|
All Payables This option will display the entire list of payables
entered
Only Paid Payables This option will display only payables that have
been paid
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Only Flagged Payables

This option will display payables that have been
flagged for payment

Only Unpaid Payables

This option will display unpaid payables,
including flagged payables

Show All Types

This option will display bills, credits, refunds and
deposits

Only Show Bills

This option will display invoices only per the
option selected in the 'Show' field

Only Show Credits

This option will display credits only per the option
selected in the 'Show' field

Only Show Refunds

This option will display refunds only per the
option selected in the 'Show' field

Only Show Deposits

This option will display deposits only per the
option selected in the 'Show' field

From Date Filters the list to display by the Due date entered
on the bill, credit, refund or deposit, start date

To Date Filters the list to display by the Due date entered
on the bill, credit, refund or deposit, end date

Created by This option allows you to search the list by the

person that entered the payable

Remember Preferences

Checking this box will preserve your Sort Options.
These settings will be used to display your
payables list until you change the settings. This
option is preserved by user, it is not a global
setting, if this box is left unchecked, the particular
sort will be preserved until you leave the Receive
& Pay Bills window

Go

Click on the Go button after you have made your
Sort Option selections to perform the Sort

New Vendor Bill

To Receive a New Vendor Invoice, you can enter it through the Vendors — Receive & Pay Bills —
New Vendor Bills from the menu option or you can click on the Receive a New Vendor Invoice
icon in the Vendor Receive and Pay Bills window.

T Vendo B4
Mecenn Vendor Cn

Creata 3 Customes

Welcome Dealer Chelce Admin!

Menu Option

79
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Icon option:

Yendor Involces and Customer Refunds

Showing 1 - 4 of & Yendor Invoices,
=

Paga1ofl 1
s T amm @

B Sort Optican

lovaice No.

Lovoice Date Due Date Amount Balance

Raceive a New Vendor Invoice

Both options will display the Receive a New Vendor Invoice window.
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Create a New Vendor Invoice/Deposit

—A

Create a New Vendor Invoice/Deposit

Total Expenses:

Account

and | Close

Vendor:

Type:

Bill v

PO No:

Hold Payment:

Invoice Amount:

Invoice No:

Invoice Date:
Date of Receipt:
Due Date:

Exclude Manual Credit?:

MNotes:

ul v 17 v 2017 |TE
Jul v 17 v |zor7 |TE
Aug v (1 v|zot7 |FE

Amount Memao

Proposal

O |

O |

| |

| |

O |

| |

| |

1-25

add rmore lines
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Vendor

Enter the vendor name from the invoice. As you
type, any matches found in your database will
appear in a drop down selection box, select the
vendor name from the list. If the vendor name is
not in the list, you must enter the vendor into the
Vendors database first

Type

There are 3 options to choose from; Bill - a vendor
invoice, Deposit - to create a vendor deposit
payable, Credit - to enter a vendor credit to be
used towards the payment of a vendor invoice

PO No

Start typing the purchase order number and
matches to purchase orders for the selected vendor
will appear in a drop down selection box. Select
the appropriate PO number from the list

Hold Payment

If this box is checked, this invoice payment will be
placed on Hold. You cannot pay a vendor invoice
if it is on Hold, if the payable is placed on Hold,
the Vendor name will appear in the list in red
letters

Invoice Amount

Enter the amount of the invoice. This amount
should match your purchase order amount. If the
amount you enter here does not match the amount
of the purchase order, you will get a warning
message when you try to save the invoice.

Invoice No Enter the invoice number from the vendor invoice
Invoice Date Enter the invoice date from the invoice

Date of Receipt Enter the date your received the invoice

Due Date Enter the Due Date from the invoice

Exclude Manual Credits

Check this box to exclude manual credits from this
vendor invoice

Notes

Use this field to enter any notes you deem
necessary concerning this invoice

Account Distribution

Enter your expense accounts to track your
expenses, either type the account number or name
or click on the drop down selection arrow to select
the account from the list

[add more lines]

If you need to enter more accounts, click on the
box next to this link. Enter the number of lines you
will need between 1 and 25. Then click on the
“add more lines” link. The amount of additional
expense account lines you entered will be added. If
you need more than 25 lines, you can continue to
add them until you reach your desired amount. It is
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not limited.

Save and ... Use this to specify the action taken when you click
on the Save button

Save and Close This option will save your payable and close the
payable entry window

Save and Add New This option will save your current entry and open
the payable input again so you can enter another
payable

Save and Add New Same Vendor This option will save your current entry and open
the input window again with the Vendor field
populated with the vendor you used on the last
payable.

Total Expenses

‘ When entering invoices that were generated by a purchase order, you MUST use your
" Work In Progress (WIP) account as the first distribution account.

When payables are entered using the WIP account as the primary distribution account, the WIP
account is debited for the invoice amount. When you create your customer invoice that contains
the product on the associated purchase order, your WIP account is credited. This is how your
WIP account is updated.

When entering invoices generated from a purchase order you must enter the purchase order
number in the PO No. field to link the vendor invoice to the purchase order. Do not enter the
associated proposal number in the Proposal input field when you have entered a purchase order
number in the PO No. field. This will cause the costs to be charged twice against this proposal.

When entering invoices that have not been purchased on a purchase order, leave the Po No. field
empty. In the Total Expenses section, enter the appropriate account distribution and include the
proposal number in the Proposal input field to associate the costs with the proposal.

For example, if you incurred overnight shipping fees for sending documents or parts/tools to a
customer or installation company, which were not purchased on a purchase order, you will enter
the account that you have setup on your general ledger for overnight shipping fees (or whatever
that account may be called) include the proposal number the extra charges were incurred on.
This will add the costs to the proposal and will be used in the calculation of the overall Gross
Profit on the proposal.

A/P Line Mapping
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The A/P Line mapping function allows you to select individual line items on a vendor invoice
that you wish to pay for at a specific time. If you prefer to only make payment on specific line
items on a vendor invoice, you can use the line-mapping feature to select those line items to be
paid. Typically, only line items that have been received are selected for payment and the
payment for the remaining items is made after the additional line items have been received.

AJ/P Line mapping is optional. You do not have to select each line item on a vendor invoice to
pay the vendor invoice. If line item mapping in not used, then the entire amount of the vendor
invoice will be paid.

There is a control setting in System Configuration (Company & System Settings tab - System
Settings tab) called 'Require items to be received in order to map on A/P line item?' that can be
set to Yes or No. If this control is set to No, then any line item on the purchase order can be
selected for payment. If this control is set to Yes, then the line items must have a 'Received Date'
entered via the entry of Acknowledgement data. If the line item does not have a received date
entered and this control is set to Yes, then the line item cannot be selected for payment via the
AJ/P line item mapping function.

After selecting a vendor name and the purchase order number to enter an invoice for, the Create
a New Vendor Invoice window will display two links to the right of the PO No. field. These
links are [View Purchase Order] and [Map Line Items]

Create a New Vendor Invoice/Deposit M E

Create a New Vendor Invoice/Deposit
and | Close v
vendor: [noll, Inc., |
Type: |Bill v
PO No: [g265 Wiew Purchase Order Map Line Itermns
Hold Payment:
Coo A B = =

The [View Purchase Order] link allows you to view the actual purchase order.

The [Map Line Items] link allows you to view and select line items on the purchase order to be
paid.

In the example below, the [Map Line ltems] link has been clicked. Also, the [Map Line ltems]
link changes to [Hide Line Items]. You can click on this link if you do not wish to map line
items.
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Create a New Vendor Invoice/Deposit (_J x|

Create a New Vendor Invoice/Deposit

and |Close v
vendor: [Knall, Inc. |
Type: | Bill v

PO No: [3265 | view Purchsse order Hide Line Itemns
Gty Item Mo, Item Desc Ewxt Cost
1.00 D1R9636G Worksurface, Rectangular, 9... $£140.80
1.00 55P3-4-A5K-GH Life Chair, High Perfarmanc... $£279.04
1.00 428C-1-U Harry Bertoia Barstool, bar... £305.76

Hold Payment:

Invoice Amount: 725.60

Invoice No: | |

Inwoice Date: |10l v |[18 v|zoi7 |CE)
Date of Receipt: [1ul v |[13 v|zo17 |TH
Due Date: |Aug Y10 Y E|

Exclude Manual Credit?:

mintac

As you can see in the example above, each purchase order line item is displayed with a line item
selection check box and the line item selection box is grayed out. In this example, none of the
line items can be mapped because the line items do not have a Received Date entered
(acknowledgement info) and the System Configuration control 'Require items to be received in
order to map on A/P line item?' is set to Yes.

In the next example, we have set the 'Require items to be received in order to map on A/P line

item?' to no which means that we do not have to have a Received Date entered to be able to map
line items for payment.

85



_ ] %!

Create a New Vendor Invoice/Deposit

Create a New Vendor Invoice/Deposit

[Save ] and |Close v
vendor: Knoll, Inc. |
Type: Bill v
PO No: (3265 | Vigw Purchase Order Hide Line Items
Qty Item No. Item Desc Ext Cost
1,00 DIR9636G worksurface, Rectangular, 9... $132.32
1.00 55P3-4-A5K-GH Uife Chair, High Performanc... $279.04
1.00 428C-1-U Harry Bertoia Barstool, bar... $305.76

Hold Payment:

Invoice Amount: 717.12

Invoice No: | |
Invoice Date: |Sep ¥ 22 v Zo16 |8l
Date of Receipt: |sep v | 22 ¥ 2016 |9
Due Date: |Oct ¥ 15 v 2016 |T9

Exclude Manual Credit?:

Notes:

We will select 2 of the three line items to be paid as shown in the following example. After
selecting our line items, you will see that the invoice total will be updated to match the line items

selected, not the purchase order total amount.
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Create a New Vendor Invoice/Deposit = E3

Create a New Vendor Invoice/Deposit

[Save |and Close v
Vendor: Knoll, Inc. ]
Type: Bill v
PO No: 8265 | Visw Purchase Order Hide Line [tems
Qty Item No. Item Desc Ext Cost
v 1.00 D1R9636G Worksurface, Rectangular, 9... $132.32
% 1.00 S5P3-4-A5K-GH Life Chair, High Performanc.., $279.04
1.00 428C-1-U Harry Bertoia Barstool, bar... $305.76

Hold Payment:

Invoice Amount:

Invoice No: | ]
Invoice Date: Sep ¥ 22 ¥ 2016 |
Date of Receipt: |Sep v 22 v 2016 (9
Due Date: oOct ¥ 15 ¥ 016 |9
Exclude Manual Credit?:

Nntac:

When the Save button is clicked, an error message will be displayed to warn you that the amount
being entered does not match the purchase order amount. This alerts you to be sure to that you
know that the invoice amount and the purchase order amount are different. Since we are
mapping line items and have not selected all purchase order line items, we can ignore this
message. The 'Proceed Anyway' allows you to save your invoice.
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Create a New Vendor Invoice/Deposit M E

Error!

Total payables entered against this purchase order {%$411.36) differ from that of the
original PO amount {$717.12).

[ Proceed &nyway ]

Create a New Vendor Invoice/Deposit

and | Close v
Yendor: [Knoll, Inc, |
Type: | Bill v
PO No: [gz65 | view Purchase Order Hide Line Items
Oty Item Mo, Item Desc Ext Cost
v 1.00 D1R2&36G Wiorksurface, Rectangular, 9., £132.32
i 1.00 55P3-4-45K-GH Life Chair, High Perfarmanc... £279.04
1.00 428C-1-U Harry Bertoia Barstool, bar... £305.76

Hold Payment:

Invoice Amount: 411.36

Invoice No: [MAP_ExAMPLE |

Invoice Date: |[Sep ¥ /[ 2z ¥ [zo1e |[F
Date of Receipt: |Sep ¥ ||22 ¥ E|
Due Date: | Oct *| 15 ¥ E|

Exclude Manual Credit?:

klntac-

After reviewing your invoice details and confirming that they are correct, click on the 'Proceed
Anyway' button to save your invoice. You can now flag this invoice for payment and only the
amount of the selected line items will be paid on this invoice.

You can edit this invoice to select the remaining line items before paying this invoice or you can
edit the invoice to select the remaining line items after this invoice has been paid. You do not

have to enter a new invoice for the same purchase order to create a new payable entry in your
payables list.

Receive Vendor Credits
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Vendor Credits can be entered through the Vendors — Receive & Pay Bills — Receive Vendor
Credits menu option or from the Receive a New Vendor Invoice Icon on the Vendors — Receive
and Pay Bills window.

Menu Option:

Veroor Lat

o Welcd i oren & Pay Bl . Nerw Verpke (4

g IO I',;A;:,-_.L‘A:——"—"“ﬁa;.x.‘ et oice Admin!
-— fecova Vendor Cradts

eALEn T Create & Custonmes Nefur

Icon Option:

Veador Invoices and Customer Refunds

Showing 1 - 4 of 4 Yendor Invoices, Pagel1of1 1

=
e Q = e @ B sort Options

lnvoice No, Invoice Date Due Date Amount Balance

Icon Option

If you use the Receive a new vendor invoice icon to enter a vendor credit, be sure to change the
Type: field to "Credit".
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Create a New Vendor Invoice/Deposit

Create a New Vendor Invoice /Deposit

_ | %}

and |Close v

Vendor: |

Type: Credit ¥

PO No: |

Hold Payment: | |

Reference No: |

Date: |Aug T2 ¥ El

Exclude Manual Credit?: | |

Motes:

Total Expenses:

Account Amount

Memo Proposal

O |

| |

O |

| |

O |

O |

| |

O |

1-25 add rnaore lines

Vendor

Enter the vendor name that is issuing the credit

Type

This MUST be set to Credit to enter a vendor
credit
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PO No.

Enter the purchase order number that the credit is
being generated for. This is optional and if not
entered, credits will be applied to any payable
being paid for this vendor

Hold Payment

To place the credit on hold, check this box. A
credit that is on hold will not be used when paying
invoices for this vendor

Invoice Amount

Enter the amount of the credit

Reference No

Enter the credit number from the vendor. This
reference number will be printed on the check
stub, if possible when the credit is used on a
payment to the vendor

Due Date

Enter the date the credit was issued by the vendor

Notes

Enter any text you deem necessary regarding this
credit

Total Expenses

Enter your WIP account here. Your Vendor
Credits account will be updated when the vendor
credit is applied to a payment

[add more lines]

If you need to enter more accounts, click on the
box next to this link. Enter the number of lines you
will need between 1 and 25. Then click on the
“add more lines” link. The amount of additional
expense account lines you entered will be added. If
you need more than 25 lines, you can continue to
add them until you reach your desired amount. It is
not limited.

Save and Close

Your credit will be saved and the input window
will close

Save and Add New

Your credit will be saved a the input will open
again so you can enter another credit

Save and Add New Same Vendor

Your credit will be saved and the input window
will open again with the Vendor field populated
with the vendor you used on the last credit

e Vendor credits are applied automatically to vendor payments. If you wish not to use
bt credits when paying the vendor, you can edit the Credits column in the Pay Invoices
window (by changing the Credits amount to zero 0.00) and no credits will be used for

that payment.

When credits are used to pay a vendor invoice, the reference number will be printed on the check
stub. If multiple credits are used on a single payment, all credit reference numbers cannot be
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listed because of space limitations on the voucher. The Check Run Report will list all credit
reference numbers used on each check (if applicable).

Create a Customer Refund

Customer Refunds can be entered through the Vendors — Receive & Pay Bills — Create a
Customer Refund menu option or from the Create a New Customer Refund Icon on the Vendors
— Receive and Pay Bills window.

Menu Option:

Verekr Lot

F gmmm  Welcod Focoe & Pay Bl v New Wandor B ; :
£ fhoaadty ESH . izt ok oice Admin!
[ M. Secetve Vendor Credits

Ty Jeate a2 Custormer Reodrd

------

Menu Option
Icon Option:
Vendor Invoices and Customer Refunds
Showing 1 - 4 of 3 Yendor Invoices, Page10f1 1
“ -
B Zam @ zcet Optens

B vindor PO No, Invoice Ne, Due Date Amaount

Create a New Customer Refund Icon Option

Both options will open the Create a New Customer Refund window.
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Create a New Customer Refund

Create a New Customer Refund

e —————— e I

and |Close r

Customer: |

Original Invoice No: |

Refund Amount: I:l

Motes:

Total Expenses:

Account Amount

Refund Date: 1ul v |18 v |zoi7 |TE
Due Date: Aug vz ¥ El

Memo Proposal

|® |

|® |

|©@ |

|® |

|©@ |

|© |

| |® |

|9 |

1-25 add rnaore lines

-

4

Customer

Enter the customer name to whom the refund is to
be made. After entering the first few characters,
any matches in your customer data base will be
presented in a drop down selection box. Click on
the entry in the selection box

Original Invoice No

Enter the first few characters/digits of the invoice
number for which the refund is being generated.
Any invoice numbers that match the characters
you've entered will be displayed with the invoice
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amounts. Click on the invoice in the selection box

Refund Amount Enter the amount of the refund

Refund Date Enter the date you are creating the refund. The
default is today's date

Due Date Enter the date by which you want to pay the

refund. This is the due date that will appear on the
refund in the Receive & Pay Bills window

Notes Enter any notes you deem necessary for
information about this refund
Total Expenses Enter the account name or number of the account

or click on the drop down arrow to select your
account from the list presented

Amount The Amount field will automatically populate
from the Refund Amount field. This field can be
changed to distribute the amount between multiple
accounts

[add more lines] If you need to enter more accounts, click on the
box next to this link. Enter the number of lines you
will need between 1 and 25. Then click on the
“add more lines” link. The amount of additional
expense account lines you entered will be added. If
you need more than 25 lines, you can continue to
add them until you reach your desired amount. It is

not limited.

Save and Close This option will save your customer refund
information and close the refund window

Save and Add New This option will save your refund and open a new
customer refund input window

Save and Add New Vendor This option will save your refund and re-open the
refund window with the same customer entered
previously

After saving your customer refund, it will appear in your Receive & Pay Bills will as a payable.
You must generate the refund check to be sent to your customer.

A&D

Architectural & Design Community Database

The A & D database options have their own menu structure. Access to the A & D list may be
restricted by user permissions (See Permissions).
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There are 3 options available under the A & D menu item; A & D List, Create a New A & D
Firm and Search A & D Firms.

Coye 2 New & &% DFRm

ammmm  Wecome, Admin Saych 4 &0 Rmm I

®_ ikoams] Mossagus viee wearercholce Admin!

Weicome Desler Chalte Adesat

A & D firms can be added to the A & D database and once added here, they can be applied to
Proposals in the Proposal Project Info tab. This database is in place now to support future
reporting development. Reporting options are being developed to allow you to search proposals
using the A & D information in your Proposals. This may be important to you to allow you to
see which A & D firms you are getting customers from and possibly which firms you want to
focus more on in getting more business opportunities from.

A & D List

Architectural & Design

The A & D list option will display a list of all A & D firms that have been entered into your

system
| tochiteciunl & Design Commoeity |

Shawiing 1 - 2ol 2 A & O Firms
Kz AD T Catorewila, MO

Tost ASD Group Baftirmcen, MWD

Thi Laresremce Groip S Lowa s, MO

To see the details of any entry in the list, simply click on the entry and the Edit A&D Firm
window will open. You can make any changes to the A & D firms information and save them by
click on the Update Firm Button.

The entry can be deleted by clicking on the Delete Firm Button.
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Edit AZD Firm: The Lawrence Group [_ ]

General Info || A&D Contacts || & & D Stats |

Firm Mame: * |The Lawrence Group

Street: * | 319 N, 4th Street
Suite 1000

City: * | [5t. Louis |

State: * || Missouri v

Zip: * | 63102

Country: * || United States of America v

Phone: * |[3142315700 |

Fax: | |

[ Update Firm | [ Delete Firm |

-

£

You can also create a new A & D firm from the A & D List by clicking on the Create a New A &
D Firm icon and you can search your A & D firms by clicking on the Search A & D Firms icon.

Architectwal & Deslgm Community

Showing 1 - 3of 3 A & D Firms. Pageiafli 1

Eirm b ame Location
Search for an A&D Firm
Create a New ABD Firm

A & D Create New A & D Firm

Architectural & Design

To create a new A&D firm, you can select Create a New A&D Firm from the menu option or
you can click on the Create a New A&D Firm icon from the Architectual & Design Community
window.

Menu Option:
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F..§= Wedcors, Admin
{Leqaut)

-_—

......

Welcome Dealer Cholce Admin

Icon Option:

Architectsal & Design Coammunity

Shovsing 1 - 3 of 3 A & D Firms,

Craste a b ASDRAm

Saych A & O Frms

e wearsr wHoice Admin!

Pagelotl 1

|C|reate a Mew A&D Firm

Both options open the same input window.

The Create a new A&D Firm window opens with 3 tabs. The General Info tab, the A&D
Contacts tab and the A & D Stats tab.

General Info

Create A New A&D Firm (_§ x|
General Info || A&D Contacts || & & D Stats |
Firm Mame: * | |
Street: *
A
City: * |
State: * || Select State v
zipr* | ]
Country: * || United States of America v
Phone: * || |
Fau: | |
.
4
Firm Name * Enter the name of the A&D firm (required field)
Street * Enter the address for the firm (required field)
City * Enter the City of the A&D firm (required field)
State * Select the State of the A&D firm (required field)
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Zip* Enter the ZIP or Postal Code of the A&D firm
(required field)

Country * Enter the Country of the A&D Firm (required
field)

Phone * Enter the phone number of the A&D firm
(required field)

Fax Enter the FAX number for the A&D firm

Add Firm After entering the required data, click on this

button to save your entry

Input field names followed by an asterisk (*) are required fields and must be entered

i

A&D Contacts

s before your entry will be saved.

Create A New A&D Firm = E3
General Info || A&D Contacts || A & D Stats |
Contact Mame: |
Title: | | |
Phone: || |
Phone 2: | |
Mohile: || |
Fax: | |
Email: || | .
£

Contact Name

Enter the contacts name

Title Enter the contacts title

Phone Enter the contacts primary phone number
Phone 2 Enter a secondary phone number for the contact
Mobile Enter the contacts mobile phone number

Fax Enter the contacts fax number

Email Enter the contacts email address

There is no limit on the number of contact's you may enter per A&D firm

A&D Stats
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Create & New A&D Firm M E

General Info || A&D Contacts || A & D Stats |

& & D Statistics for as of 12:25 pm

— Resulted Sales & Proposals

Ayerage GP Margin: 23.08%

Total Invoiced Sales:
MTD: £0.00 ¥TOD: $0.00
QTD: $£0.00 Overall: $0.00

Total Proposed Sales:
MTOD: £0.00 ¥TOD: f0.00
QTD: £0.00 Overall: $0.00

-

A

There are no input fields in the A&D Stats window. This window shows statistics on proposals
where the A&D firm has been added on the Project Info tab of your Proposal.

Average GP margin - this is the average GP % on proposals that this A&D firm is associated
with.

Total invoiced Sales - this shows the Month To Date (MTD), Quarter To Date (QTD), Year To
Date (YTD) and Overall total of invoiced sales that this A&D firm is associated with.

Total Proposed Sales - this shows the Month To Date (MTD), Quarter To Date (QTD), Year To
Date (YTD) and Overall total of all proposals (not booked, booked, invoiced) that this A&D firm
is associated with.

A & D Search A & D Firms

Architectural & Design

To search A&D firms, you can select Search A&D Firms from the menu option or you can click
on the Search for an A&D Firm icon from the Architectual & Design Community window.

Menu Option:
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Welcomes, Admin BN = - Sagch A &0 Frms

& [Loacut] Menaa) 1 renw wearsr wholice Admin! '
—— |

------

Welcome Dealer Choice Admint

Menu Option

Icon Option:

Architectsal & Des lgn Community

Showing 1 - 3 of 3 A & D Flems, Paga lafl 1

|5ean:h for an AZD Firm lcon Option
Both options open the same input window.

Search For an A&D Firm M E

Search By Firm Name

If you know the design firm name or part of the name enter it below.

Firm Mame: | |

A

Enter the first few characters of the A&D firm name and click on the Search button. Any
matches in your A&D database will be presented in the A&D list.

Architectual E Design Community

Search Results
[shove &ll]

Showing 1 - 1 of 1 & & O Firms. Pagalofl 1

Test &R0 Gioiug Bakimona, MO

You can click on any entry in the list to see the details.

Proposals
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The Proposals database is accessed from the main menu bar option called Proposals. There are
six options under the Proposals menu:

Proposal List - Create a New Proposal - Search for a Proposal

Project Management — Install & Delivery Schedule — Word Orders

Project Management will be covered under the Project Management section of this document.

Provesal Membae

The Create a New proposal option allows you to create a proposal from the menu. You do not
have to create proposals from the Proposal list. Clicking on this menu option will open the
Create A New Proposal window.

The Search for a Proposal option allows you to search for a proposal from the menu. You do not
have to search for proposals from the Proposal list. Clicking on this menu option will open the
Proposal Search window.

These options are also available as icons from the Proposal list as well. The menu options and
the icon options open the exact same window.

The Proposal menu option is managed by Permissions (See Permissions).

Proposal List

To view your proposal list, click on Proposals - Proposal List from the main menu and the list
will appear.

A D
Propond Lst 4
F S YRkama, Admin Propct Marsgarent > =
-’:. , [Lousel I:m.«;.-s e waaler Choice Admin! I

IMain Menu Option

This will display your proposal list. There are two icons on the My Proposals window.
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Showing 1 - & of 4 Propesals. Pageicdy 1

Proposal Numbar Go @ 3ot Options

1 ope: gl No. Customer Description Creation Date Sales Rep Status
2915-%08 Test Customer Sample Proposal 3 9/22/2016 12:53 pm Tast Usar
2915-307 Test Customer 1 Sample Proposal 2 9/22/2016 12:51 om Tast Usar

Search Proposals
Create a New Proposal

Create a New Proposal Click on this icon to create a new proposal

Search Proposals Click on this icon to search your proposal database

The My Proposals window column headings that are underlined can be used to sort the window
data.

My Propasals

Showing 1 - 4 of 4 Propesals Pagatlofl 1
Proposal Number GO B zo¢ Optiora
Eroposel Mo, Customer Description Creation Date Sales Rey Status

This displays your proposal numbers, this column
title is underlined which means you can click on
Proposal No this title to sort your proposals. Click the title
once to sort the list by ascending values, click a
second time to sort the list by descending values

This displays the customer name the proposal was
created for, this column title is underlined which
means you can click on this title to sort your

Customer proposals. Click the title once to sort the list by
ascending values, click a second time to sort the
list by descending values

Description This displays the proposal description that was

entered when the proposal was created

This displays the date the proposal was created,
this column title is underlined which means you
can click on this title to sort your proposals. Click
the title once to sort the list by ascending values,
click a second time to sort the list by descending
values

Creation Date

This displays the sales rep name that was used on
the proposal, this column title is underlined which
means you can click on this title to sort your
proposals. Click the title once to sort the list by

Sales Rep
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ascending values, click a second time to sort the
list by descending values

This is the custom status that is user defined. You
create custom proposal status entries in System
Configuration first, then users can select the
appropriate status for their proposals from the list

Status

Pagination Controls

The pagination controls allow you click on a page number to display, or you can use the left '<'
and right ">" arrows to scroll through the pages of your proposal list.

Page2ofe 1 2 3 4 .6 = =

Sort Options

Proposal list sort options allow you to set and preserve certain display features of the proposal
list. You can change the sort options as often as you like, or not use them at all. The Sort
Options control is found on the right side of the window under the Pagination controls. Click on
the 'Sort Options' link to see the options.

Pagel1of133 1 2 3 .. 133 =

&l Proposals
Only Active Proposals
only Archived Proposals

With creation dates from:

L

To:

L

And where the sales rep matches:

Testl -
TestZ
Test3
Test4

¥ Remember Prafarepces | GO |
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Sort Options

This option is the default, all proposals in your

All Proposals Proposal database will be displayed
This option, when selected, will display only
Only Active Proposals active proposals - archived proposals will not be

displayed

This option, when selected, will show only active

Only Archived Proposals proposals - active proposals will not be displayed

You can enter a from and to date to sort your
Creation Dates proposal list for proposals that were created within
the date range you have entered

You can select a sales rep name, or multiple sales
rep names, only proposals that have been created
for the sales rep names selected will be displayed.
The default is to display all sales reps proposals

Sales Rep

Remember Preferences Checking this box will preserve your Sort Options.
These settings will be used to display your
proposal list until you change the settings. This
option is preserved by user, it is not a global
setting, if this box is left unchecked, the particular
sort will be preserved until you leave the proposal
list window

Go Click on the Go button after you have made your
Sort Option selections to perform the Sort

Search Proposals

There are two ways to search the proposal list. The first option is from the main navigation menu
Proposals — Proposal List — Search Proposals and the second is from the Search Proposal List
icon in the proposal list window.

Menu option:

ACLDUEEY,

Systom L
Froposd Lat .
F 4 B Welcome, Admin Promct Marageerant . Saarch for 3 Proposad
(A [Loa0ut) VWS Ve u\:FIU SR T ‘

Creets & New Fropossl

Welcome Dealer Chaloe Admisd

Menu Option
Icon option:

104



Shawing 1 - 4 of 4 Praposals. Page 1of1 1
s Proposal Mumber [ | Ga B dert Opkisns

Desoriplion

Search for a Proposal Icon Option

Both options will display the Proposal List Search window.

Search Proposals N E
Filter your proposal search criteria below:
—Proposal Mumber—————  —Customer PO Number
—Sales Rep —Search By Customer
Test Uﬁer - | |
Testl
Test2
Test3
Testd
Tests M
—activefarchived ————————  —Purchase Order Mumber
v |
—Proposal Status ———— — Custom Status
L L
— Direct Bill — Item/Part/Product Mumber
v | |
—Invoice Number————— —acknowledgment Murmber
—Proposal Description
;
4

After a search on the proposal list has been done, a new icon will appear at the of the proposal
list search results called Export Proposals. This icon will only appear if the user has permission
in system configurations. Click on this icon to export your search results to a spreadsheet.
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My Proposals

Search Resuts
LShave Al

Shoveing 1 - 1 of 1 Praposals, Pagelofl 1

= Proposal Number Ga B st Opmom

Erogesalh &, Lustamer Description Creation Dotz Sales Bep

“wa & Tt CLasto s User Dotumentation 1016 1122 am ot Ugse

Export Proposals lcon

Create a New Proposal

There are two ways create a new proposal. The first option is from the main navigation menu
Proposals — Proposal List — Create a New Proposal and the second is from the Create a New
Proposal icon in the proposal list window.

Menu Option:

Progesd Lt P | Coaatta @ haew Prigusd
F PUN  Vxicome, Admia Progact Management ’ Soarch 1or 2 Progosal
. [{Usr s e L] 1 PSR RIS A TUTLE PRI l

m

Icon Option

My Progosals

Showing 1 - 4 of 4 Proposals. Pagelofl 1

Sroposal Number o 8 5o Options

Prsnesal Neo, Custamer Description Conation Date Sakles Ren Status

Create a New Proposal Icon Option

Both Options will display the same Create a New Proposal Window.
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Create A New Proposal

Project Info || Design || Install | Clone |

_ |l x|

Proposal Description: *

Proposal Mo: *

| 5630 |

Custamer: * |

Customer PO: |

Sales Rep: * [Test User |

Secondary Rep: | |

Sales Coord: | |

Propose To: *

Contact:

28D Firm: | | #

Contack:

Expiration [gep v |[23 v [zo17 |TE

Date:

Probable v
Close Date:

Probability: [ o] %

Commission
Team:

Order Type: | Mormal ¥

Proposal
Status:

Status Mote: |

Flag as
complete:

Activefarchive: |Active ¥

Proposal Motes:

Save Pronnosal

When creating a new proposal, you are only presented with 4 tabs: the Project Info tab, the
Design tab, the Install Tab and Clone tab. The proposal clone is a feature that replicates an
existing proposal. A more detailed description of this field is mentioned below.

The Project Info tab is the only tab that has fields that must be entered before you are allowed to

save your proposal.

When you create a new proposal, the proposal number field is automatically populated with the
next available proposal number. After you enter a Sales Rep name, Dealer Choice will
remember this name for you and the next time you create a proposal, the sale rep name you used
last will be automatically populated in the Sales Rep field for you.

Proposal Clone

The proposal clone function is a feature that allows users to replicate an existing proposal. It
creates a virtually identical copy of an existing proposal. The proposal clone feature will copy
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the Project Info, Design, Install and Item Details tab information into a new proposal. Data from
other tabs will not be copied to the new proposal (purchase orders, invoices, etc).

To use this function click on, the create a proposal icon.

My Progosals

Showing 1 - 4 of 4 Proposals. Pagelofl 1

freposal Number &0 8 5o Options

Pyanesal No, Custamer Description Crnation Date Sales Ren Status

Create a New Proposal Icon Option

A new window will open with 4 tabs at the top: Project Info, Design, Install and Clone. Go to the
Clone tab and the screen below will appear.

Create A New Proposal _ | x|

Project Info || Design || Install | Clone |

Proposal Mumber to Clone into new proposal:

Mew Proposal No: * [17-1028 |

-

&

Begin entering the proposal number you would like to clone. A drop down will appear with
proposals matching the characters you are entering. Select the proposal you would like cloned
from the drop down.
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Create A New Proposal ™ E

Project Info || Design || Install | Clone |

Proposal Number to Clone into new proposal:

1014 |
Proposal List: |
17-1014 Test Customer - User Documentation

A

The screen will refresh and bring you back to your proposal list. Your cloned proposal will be at
the top.

Shawing 1 - 20 9f 20 Progassls,

Ernpraal Muamber: | e B Sort Ozbara

Prapogal Mo, T Descriptian Cregtips Date

1L7-U0ZR Te=t CLtomer wsr Documentsbon BSHE017 12 16 pm len &

All of the information from the Project Info, Design, Install and Item Details tab of the original
proposal will be copied over into the cloned proposal.

Saving Your Proposal

109



Create A New Proposal

Project Info || Design || Install | Clone |

_ | x|

Proposal Description: *

Proposal Mo: *

|User Documentation

| 5630 |

Customer: * [Test Customer

100 Frederick Road
Catonsville, MD 21228

Sales Rep: * [Test User

Secondary Rep: |

Catonsville, MD 21228
[edit]

Contact:

dit
[edit] Sales Coord: | |
Customer PO: | |
Propose To: * [Test Customer | 48D Firm: | | &
100 Frederick Road Contact:

Expiration |gep v |23 v [zo17 |78

Date:

Probahle v
Close Date:

Probability: Ijl o

Commission
Team:

Order Type: | Mormal *

Proposal
Status:

Status Mote: |

Flag as
complete:

Ackivesarchive: | Active

v

Froposal Notes:

Save Proposal

Click on the Save Proposal button at the bottom of the Project Info tab to save your proposal.
The proposal will open with all available tabs displayed.
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Proposal 630 1 User Documentation

- 2

Project Info | Daslgn || Install || Itens Details

Prepoesal Description: *
User Documentation

Customer: * frest Customar

123 Main Stroet
Baltrmore, MD 21229

[ada]
Customer PO
Proposa To: *
Baltemars, MO 21223
[adn]
_orka v
Expiraton Date! gun vy * G017 "-]
Prabable Close v
Dato:
Probabity 0 %
Commission Taaer Ll

Proposal Notes
[agd s notal

Purchase Orders | Recaivables

Payables  File Vault | Service & Pundh | Ledyer

Proposal No: *
5630

S#as fep: * Tast User

Secondary Rep

Saes Coced: [Jen

ARD Firm ¢+
Cantact
Proouct GP:

check Box:

Order Type:  Normal ©
Propossl ELaws v
Sratus Nota
Flag as complens

Active/archve: [Actve ¥

~  After you save your proposal, all available proposal tabs will be displayed. Proposal tabs
w  are controlled by permissions (See Permissions) and depending on how your user
permissions are set, your proposal view may differ from what is displayed here.

My Proposals

Proposal 2016-5626 : Sample Proposal

& .Gk B

'l
| rojgct Info
1

| Design || Install || Item Details || Purchase Orders || Receivables || Payables || File Yault || Service & Punch || Ledger |

Delete this Proposal
Save this Proposal

Submit a Proposal to a Group or Department

Close this Proposal and Go Back to the Proposal List

Proposal Icons

Close this Proposal and Go Back to the Proposal
List

Clicking on this icon will close your proposal and
you will be returned to the Proposal List

Save this Proposal

You can click on the Proposal Save icon at any
time. Dealer Choice performs an auto save
approximately every 10 minutes.

Delete this Proposal

Click on this icon to delete your proposal. You
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cannot recover a proposal after it has been deleted.
If you wish to send a message to another group
regarding this proposal, click on this icon, select
the group or groups that you want to notify, enter
Submit Proposal to a Group or Department your message text in the message input box and
click on the Go button. All members of the
selected group(s) will be alerted by a message in
their message queue.

Project Info Tab

The Project Info tab is the only tab that has fields that must be entered before you are allowed to
save your proposal. This tab contains basic information about a proposal.

My Proposals

Proposal 630 1 User Documentation

- 2

Praject Info | Dasign || Install || Itens Detalls  Purchase Orders | Recaivabies | Payables | File Vault | Sorvice & Punch | Ledger

Prepesal Description: * Proposal No: *
User Documentation 5630
Customer: * ffest Customear S#as fep: * Tast User

123 Mam Stroet S crnndary B
Baltrmore, MO 21229 PNy vio
fadn
[ada] Saes Coowd! [len

Customer

Peoposs To: * Tast Customer ABD Firm *
123 Main Strast =
Baltmare, MO 21223 ODRSES
[adn] Procuct GP:

Zorkat v check Bax:
Expiration Date: gun v /(3 * G027 I[H Order Type:  Normal *
Prabable Close v Propossl SLatus v
Dato:
us Note
Probabity 0 %
Fag as compless
Coemmission Taarr v

Active/Archive: [ Actve ¥

Proposal Notes

Ladd o nove]

s Fields that are followed with an asterisk (*) are required fields and data must be entered
” before you will be allowed to save your entry. You do not have to enter data in all
proposal input fields to save your proposal

| Proposal Description * | The proposal description is a required field. Enter |
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a description of your proposal. This description
will appear in the proposal list and you can search
for proposals on the description field

Proposal No *

The proposal number is automatically generated
for you and is incremented by one each time a
proposal is created. The starting proposal number
is set in System Configuration. The system
generated proposal number can be changed before
the proposal has been saved.

Customer *

This is the Bill To information. Customer invoices
created will be to the customer named here. Enter
the first few characters of your customers name
and any matches found in your customer database
will be displayed in a drop down selection box.
Select the entry from the list presented. If the
customer does not exist in your customer database,
you can create a new customer by clicking on the
blue plus sign icon to the right of the customer.
You can create your new customer without leaving
the Create Proposal window. After entering and
saving your new customer information you will be
able to enter the first few characters of the new
customers name and select it from the drop down
selection box. You may also select any Customer
locations that have been entered into the Customer
database for this Customer as the bill to
information. If locations exist under this
customer, you may select a location as the Bill To.

Customer PO

If you received a purchase order number from your
customer for this order, enter the customer
purchase order number here

Propose To *

The Propose To field defaults to the Customer
name. The Propose To field may be different from
the Customer. If you have entered Customer
locations for this Customer you may select any of
these locations as the Propose To.

Contact

If you have entered Contacts for this Customer,
you may select any of the existing contacts. This
information will appear as the ATTN: field on
proposal and invoices. New Customer Contacts
can also be added from the Proposal window by
clicking on the drop down arrow and clicking on
the Add New option. This will open the Customer
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Contact edit window allowing you to enter
customer contacts without leaving your proposal
window. After you have entered and saved your
contact information, you can add a contact to your
proposal.

Expiration Date

By default, the expiration date is set to 30 days
from the date your proposal is being created. The
default expiration date can be modified in System
Configuration. The Expiration date will print on
the bottom of your proposals if the proposal print
option called "Proposal Valid Thru date” has been
selected (see Proposal Print Options), otherwise
the Expiration date has no effect on your proposal.

Probable Close Date

This field is for future development and will be
used for sales process evaluation reporting. It has
no effect on your proposal.

Probability

This field is for future development and will be
used for sale process evaluation reporting. It has
no effect on your proposal.

Commission Team

This field is for future development. Commission
teams are created in System Configuration and
allow you to define a commission structure
composed of multiple people. Each person
defined on the team can receive a different
commission percentage of the commission total
amount. Individual people can be assigned to the
specific proposal to receive commission as well by
clicking on the drop down arrow and clicking on
the Custom Commission Team option. You will
be allowed to select user names to add to the
proposal and their commission percentage amount.
To add another person to the custom commission
team, click on the Next link and select another
name. The commission distribution must add up
to 100% to use custom commission teams. The
Commission Report does not yet display
commission team distributions.

Sales Rep *

Enter the name of the sales rep assigned to this
proposal. This name can be printed on proposals
and invoices and this person will collect
commission on this proposal if a commission rule
has been assigned to them in System
Configuration - Users.
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Secondary Rep

This field is for future development.

Sales Coord

Enter the name of the sales coordinator assigned to
this proposal if applicable.

A&D Firm

This field is for future development. If A&D firms
have been entered into the A&D database, you can
assign a firm to your proposals. A&D firms can be
added without leaving your proposal by clicking
on the blue plus sign icon and adding the firm
information. After entering and saving the firm
information the firm can be added to your
proposals.

Contact

After entering an A&D Firm, you can select any
contact that has been entered for the A&D firm
here.

Order Type

Normal and Direct. A normal order type is a
proposal where you will be invoicing the customer
for the product ordered on this proposal. A direct
order type is a proposal where a vendor or vendors
will be invoicing your customer for the product
ordered on this proposal and you will invoice the
vendor(s) for your commission or dealer's fees.
See Direct Bill Order Type section for details.

Proposal Status

Custom proposal status options are entered in
System Configuration - Company & System
Settings - System Settings tab via the Proposal
Status Options function. You can create your own
proposal status options here which can then be
assigned to your proposals. The custom status
option is displayed on the far right of your
proposal list under the Status column. You can
change this status as often as you need to.

Status Note

This is a free text field that allows you to enter text
(if desired) to support your proposal status setting.
You can add any information you want. The
Status Note information is displayed when you
hold your mouse pointer over the Proposal Status
field.

Flag as complete

If this check box is checked, this proposal will no
longer appear on the Project Status report by
default. To see any proposal with the "Flag as
complete” check box checked on the Project Status
report, use the "Marked complete™ filter.

Active/Archive

This field allows you to force a proposal into an
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Active or Archived state if you wish. Proposal
archiving is handled automatically and is
controlled by the parameters defined in System
Configuration - Company & System Settings -
System Setting tab via the "How many days
should a proposal wait before being archived?"
function. If a proposal is not opened/edited within
the number of days set here, the proposal will
automatically become archived. Archived
proposals will not appear in your proposal list if
you have filtered (proposal list sort options) the
list to display Only Active Proposals. If your
Proposal Sort Options are set to display All
Proposals, archived proposals will be displayed.

This is a free text field that allows you to enter
information about this proposal. You can enter
any information that you feel is necessary for
Proposal Notes others that may be looking at this proposal to
know. Currently, Proposal Notes are internal
notes only, they do not appear on any customer
facing documents.

Design Tab
Design Tab

The Design tab allows you to enter information about your project that pertains to design. The
more design information you enter here the better prepared your design team will be to provide
their services. The information entered here is for internal use only and cannot be transmitted
outside Dealer Choice.
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My Proposals

Proposal 5630 | User Documentation

- * 3

Project Info  Design | install  1tem Details | Purchass Orders || Rocelvables | Payabies | File Vault  Service & Punch  Ledgar

Designer

Subme Design Reguest?

Drawings Dus v

BOM Due

Mo Wrkstns: D Product
No, OfMcss: D Product
Analiary Praduct

Design Notes

[add a note]

Value Engmear Figlg Maasure Rarag
Invantory Rogrd Instad Tagging
Typicais/[=ometncs Presentaban 2oards
Spec Tagging Buikding Shell Prvd

21D IS XPRESS

Designer

You can assign a Designer to this proposal by
typing the first few characters of the designers
name. A list of matches will appear in a drop
down selection box, click on the name in the list.
This designer will get a message in their message
queue alerting them that this proposal has been
assigned to them

Submit Design Request

If you have a team of designers, you can click on
this check box and a message will be sent to all
members of the Design group that you have
requested Design assistance. Typically, the
Design team leader will evaluate the proposal
request and then may assign a particular designer
to this job by entering the designers name into the
Designer field

Drawings Due

You can enter a date that you would like your
project drawings completed on.

You can enter a date that you would like your Bill

BOM Due OF materials completed on
These fields allow you to convey design
information to your design team. Checking any of
Check Boxes these boxes means that you are requesting this

information to be included in the design project
portion of this project

Value Engineer

Notes that you are trying to keep costs to the
customer as low as possible, checked means YES

Inventory Rqrd

Does a customer product inventory need to be

117




completed, checked mean YES

Typicals/Isometrics

Typical or Isometric drawings are required,
checked means YES

Spec Tagging

Do you have product tagging requirements,
checked means YES

Field Measure Rqrd

Do you need someone to field measure the
building space, checked means YES

Install Tagging

Do you need the drawings tagged for installation
purposes, checked means YES

Presentations Boards

Do you need presentation boards prepared,
checked means YES

Do you need a building shell drawing, checked

Building Shell means YES
BID Is this a bid situation, checked means YES
GSA Is this a GSA project, checked means YES
Does the project contain quick ship or express ship
XPRESS product, checked means YES
No Wrkstns If you know how many workstations are required,
you can enter that number here
If you enter a number of workstations, then you
Product must enter a description of the workstation product
to be used
No Offices If you know how many offices are required, you
can enter that number here
Products If you enter a nymber of offi_ces, then you must
enter a description of the office product to be used
Ancillary If ancillary_(not your primary vendor Iir]es)
products will be used, you can check this box
If you check the ancillary check box, then you
Product must enter a description of the ancillary product to

be used

Design Notes

This is a free text field that allows you to enter
information about the design requirements for this
proposal. You can enter any information that you
feel is necessary for others that may be looking at
this proposal to know. Currently, Design Notes
are internal notes only, they do not appear on any
customer facing documents.

Install
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The Install tab allows you to enter information about your project that pertains to installation.
The more information you enter here the better prepared your installation team will be to provide
their services. The information entered here is for internal use only and cannot be transmitted
outside Dealer Choice.

My Proposals

Proposal 5630 1 User Documentation

- -

| Project Infa  Ceslgn || Install

Projact Mrgr

Submet PM Requast?

Delivary Only

instaliation Cnly:

Inst Locatan

Shp To Lecation:

Shrpping Contact Name
Fhone

Bidg Mngmt POC

Site Information

a NO. Floars
Instal Nemd Hours
Loading Dock
Stair Cary
Jocupnad Space
LRt of Insurance

Install Nates
"

Item Dotalls || Purchase Ordors

Receivabies | Payables | Flle Vault | Service & Puach | Ledger

Target
Iretyl/Delivery Date

v

Sehagulad
IrsrsDelivary Dats

Delvery & Installatan

Reconfig Only:

Shipping Notes:

Ofvr RNeml Howurs
8ldg Resonctions
Fraghi Elayator
Mova Product Pror
Hermits

Personngl Soty Pag

Schaculan
Inztal/Delivery End \/
Dake

Instal Time Available: D Days
Submit Quota Rgst?

Work Ordars

TIhera ara 1o wirk Orgews 10 ahow

Phone: Fax:

Product Information
Task Seatng ary: D
Guezt Seatnp
Orawngs #rovideo wall Mrtd Product
Wood Trim/Elemeants

Powar Poles

Mutiplz Tnps Ovarazed

Project Manager

You can assign a Project Manager to this proposal
by typing the first few characters of the PM's
name. A list of matches will appear in a drop
down selection box, click on the name in the list.
This PM will get a message in their message queue
alerting them that this proposal has been assigned
to them
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Submit PM Request

If you have a team of PM's, you can click on this
check box and a message will be sent to all
members of the Project Management group that
you have requested PM assistance. Typically, the
PM team leader will evaluate the proposal request
and then may assign a particular PM to this job by
entering the PM's name into the Project Mngr field

Delivery Only

If this project consists of a delivery of product
only, check this box

Installation Only

If this project consists of installation work only,
check this box

Delivery & Installation

If both delivery and installation are required on
this project, check this box

Reconfig Only

If this projects consists of reconfiguration only,
check this box

Target Install/Delivery Date

Enter your target installation date here, this gives
your install team an idea of when you would like
this work to begin

Scheduled Install/Delivery Date

When the installation date has been confirmed,
enter the begin date here, entering a date here
places this project on the Install & Delivery
schedule under the Proposals - Project
Management menu options

Scheduled Install/Delivery End Date

Entering a date here places this project on the
Install & Delivery schedule for each date starting
with the Scheduled Install/Delivery Date through
this date, under the Proposals - Project
Management - Install & Delivery Schedule

Install Time Available

Enter the time available (in days) that you have to
install this project

Submit Quote Request

If you would like your install team to prepare a
quote for this project, check this box. All
members of the Project Management group will
get a message in their Message Queue alerting
them that you have requested an install quote

Install Location

Enter the location of where this product will be
installed. This can be printed on Delivery Tickets
and Purchase Orders. This field is required for
sales tax to be applied to your taxable product on
your finalized proposal

Ship To Location

Enter the default location of where the product is
to be shipped. The ship to field for your product
lines on your proposal will automatically be
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populated with this address. You can change the
ship to location on individual product lines on
your proposal if necessary

Shipping Contact Name

Enter the name of the person to be contacted with
any shipping questions. This information appears
on purchase orders

Phone

Enter the Shipping Contacts phone number

Fax

Enter the Shipping Contacts fax number

Shipping Notes

This is a free text input field where you can enter
any information you desired concerning shipping
instructions. This information appears on
purchase orders

Bldg Mngmnt POC

Enter the Building Management contact if
required. Some locations require the Building
Management to be contacted before deliveries, etc.
This gives you a place to store this information
with your proposal. This information appears on
purchase orders

Phone

Enter the Building Management contacts phone
number

Fax

Enter the Building Management contacts fax
number, if applicable

Site Information Check Boxes

These check boxes allow you to note site
conditions and considerations. If any of these
conditions exists and/or must be considered, check
the appropriate boxes. Some of these conditions
may also affect your installation quote. The more
information you enter here the better prepared
your installation team will be

Product Information Check Boxes

These check boxes allow you to note product
conditions and considerations. If any of these
conditions exists and/or must be considered, check
the appropriate boxes. Some of these conditions
may also affect your installation quote. The more
information you enter here the better prepared
your installation team will be

Install Notes

This is a free text field that allows you to enter
information about this proposal. You can enter
any information that you feel is necessary for
others that may be looking at this proposal to
know. Currently, Proposal Notes are internal
notes only; they do not appear on any customer
facing documents.
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Item Details Tab

The Item Details tab is where you create the line items of your proposal. Line items can be
entered manually, imported from a specification tool (CAP, Worksheet, Project Matrix) and they
can be copied from another proposal. After all the line items have been created on your
proposal, you must run the Proposal Finalization process by clicking on the Finalization icon.
The Finalization process performs several checks on your proposal setup and line items and will
alert you to any possible problems detected. This process also is where your sales tax rules are
applied, direct bill invoice settings are defined and any vendor miscellaneous fees are applied.
Once your proposal has passed the Finalization process, the Print and Email/Fax terminal icons
will be available. If you edit a line item after the Finalization process, your proposal will
automatically return to an unfinalized state so the edits can be checked again. You can finalize
and unfinalize your proposal an unlimited number of times. If a line item has been ordered
(exists on a purchase order) that line item will not be considered in the finalization process.

My Propesals

Proposal 5630 : User Documentation

- =< r!

| Project Info || Design || Instadl || Item Details | Purchase Orders || Receiyables || Payables | File Voult || Service & Punch | Ledger
e BT wDa&

tem Doscr. Item List Item Cost Item Sall Ext Sell

ou pavelno ige itdms o display, Craate a new ling £&M Now

Import Work Orders
Import Items into this Proposal
Add a New Comment Line
Create & Edit Proposal Groups
Toggle the Selected Items Between Active & Inactive

Delete Selected Line Items
Add New Line Item

Item Details Tab Icons

Click on this icon to manually enter a line item,
Add a line item the Create a New Line Item window will open
allowing you to enter your line item data

Click on this icon to delete the selected line items
from your proposal. To select line item, click on
the selection check box to the left of the item
quantity field. The line item delete function
cannot be reversed. Once a line item has been
deleted it cannot be retrieved - it must be re-

Delete selected line items
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entered or imported again

Toggle selected line items between Active &
Inactive

Click on this icon to make a line item or items
inactive. Inactive line items appear on the Item
Details tab grayed out (not bold like active line
items). Inactive line items are not considered in
proposal finalization, are not considered in the
proposal's totals, will not appear on the customer's
proposal and cannot be ordered. This option
should be considered before deleting a line item,
or it can be used for staging your proposal data to
your customer. Line items must be selected before
they can be made active or inactive. Selecting an
inactive line item and clicking this icon will return
the line item to an active state.

Create & edit proposal groups

Click on this icon to create group names for your
proposal. You can create as many groups as you
like. Line items can then be added to the groups
you create to visually segment your proposal.
Groups can be deleted as well. When deleting a
group, only the group name is deleted. Any line
items that are part of that group will remain on
your proposal.

Add a new comment line

Click on this icon to add comment lines to your
proposal. Comment lines created with this
function will appear at the top of your proposal
line items. Proposal comments can be assigned to
print on the proposal only, all vendor purchase
orders or on a specific vendor purchase order.
Comments can be edited and deleted from the
proposal.

Import items into this proposal

Click on this icon to import line items from a
specification file (CAP, Worksheet, Project
Matrix), or to copy line items from an existing
proposal. Importing line items from a
specification file is discussed later in this section.

Import work orders

Click on this icon to import completed work
orders. Once a work order has been marked as
complete, the work order must be imported into
the proposal as a line item to be proposed to your
customer. Work orders are discussed in detail
later in this section
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Additional icons will be displayed after line items have been added to your proposal as discussed

below.

Add a new line

Create A New Line Item

Yendor:

Item Number: Item Description:

Ship To:

Item Tagging:

Product/Service:
Select Vendor First.,..

Item Taagging (2):
v | |

Item Taagging (3):

| | p

Proposal Line Mo
Quantity:

Item List Price:
Discounting:
Item Cost:

GP Margin:

Item Sell Price:

Ling

|:| Discount ID:

I:l Description:

Expiration:

| | % | | % | | o | | o | | %

|:| Extended Cost:
Extended Sell:

[ Jwor[ | % Discount Off List rreneed =e

I:l Profit Dollars:

GP Margin:

Vendor

Enter the first few characters of the vendor name,
any matches found in your vendor database will be
displayed in a drop down selection box. Select the
vendor by clicking on the name in the selection
box.

Ship To

This field will be populated with the vendor that
was entered in the Ship To Location field on the
Install tab if it was completed. The example above
shows the Ship To as Test Customer 3 because
Test Customer 3 was entered as the Ship To
Location when the proposal was created. If this
field is empty, enter the first few characters of the
Ship To vendor name, any matches in your vendor
database will be displayed in a drop down
selection box. Select the vendor by clicking on the
name in the selection box. This field can be
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changed here if a particular line item needs to be
shipped to a location other than that defined in the
Ship To Location on the Install tab.

Select the Product/Service of this line item. In
most cases this will be your default product
(General Furniture). It may also be Installation
Services, Design Services, or vendor
miscellaneous fees. Products and Services are
discussed later in this section. Products and
Services can be defined by vendor in the Vendor
database as well as in System Configuration.

Product/Service

Enter the product part number or product number.
This is the item number from either a paper or

Item Number electronic catalog that identifies the product you
are ordering.
You are allowed to enter up to 3 item tags per line

Item Tagging item. Item tagging fields are used differently by
the various manufacturers. You can enter up to 3
item tag fields.
Enter your product description here. This is where

Item Description you enter your fabric and finish codes (for manual
line items)

Quantity Enter the quantity to order

Item List Price Enter the list price of the line item

Discounting Enter your buy discounting here, this is the

discount that you are purchasing the product.

If you entered a list price and a buy discount, the
Item Cost Item Cost field will automatically be calculated for
you. Otherwise, you can enter your item cost here.

Enter your GP percentage to be used to calculate
GP Margin or % Discount Off List the sell price or enter a discount percentage to be
calculated off of the list price.

If a cost and GP or percentage off of list has been
Item Sell Price entered, the Sell price will be calculated for you,
otherwise enter your sell price here.

Click on the Save button to save your line item
Save details and you line item will be added to the Item
Details tab as a proposal line item.

As you enter the pricing information on your line item, the right side of the window will update
with the Extended Cost amount, Extended Sell amount and will display your Profit dollars and
the calculated GP percentage. You can also apply a customer or vendor discount to this line item
here as well. If discounts have been entered in the Vendor or Customer databases for this vendor
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or product, the discount will be applied to the product line. You can change the applied discount
by clicking on the [Change] link below the Discount information.

Proposal Line Items

Proposal 5630 ! User Documentation

- x ¥

dojestinte | Dasign )| install, | ttem Detall= | Piacchors Orders | Rycaivebles| Poyablas, | Elle Yoult,) | Secvice & Punsh) Ltadger)
Showing 1 - 1 of 1 Line Items for Proposal 5630,
e R wbDe @ & & @

1tem List ftem Cost Item Sell Ext sell

1234% I§zs. §rush $1,200.00 $420.00 $560.00 $£2,800.00 25 %

$2,800.00 25%
Finalize Proposal
Summarize Line Items

Function Menu
Export Items from this Proposal

After saving your line item, the Item Details window will update to display the added line item
as well as several additional Item Details icons that can be used for working with your proposal.

Icons Available After Line Items Are Created

This option allows you to export your proposal
line items to a spreadsheet. After clicking on this
icon, the Export Items From Proposal window will
open. The default option is to export the line items
to a spreadsheet file. If a vendor electronic order
template file has been loaded for any of the
vendors appearing on this proposal, you will also
have the option to export the line items in the
electronic order format. Click on the Export
button to export the line items and you will be
prompted to open or save the file. You can view
the file or save it to a local disk drive.

Export items from this proposal

The function menu provides access to several
additional functions that allow you to manipulate
your proposal data. The Function menu details are
listed below.

Function Menu

Click on this icon to open the Proposal Summary
Summarize line items window. This window gives you a snapshot of the
totals of your proposal. The products are listed by
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vendor, by product. To return to the Item Details
tab, click on the <-- Back link.

Click on this icon to run the proposal finalization
Finalize proposal process. Proposals must be finalized before you
can print, email or fax them.

Function Menu Options

Proposal 5630 ; User Documentation
* x 2
Project Info || Design || Install || (tem Details || Purchase Orders || Receivobles  Payobles | Fie Vault | Service B Punch || Ledger

Showing 1 - 1 of 1 Line Items for Preposal 5620
[#

e B TR L4 + 04 < 4
- Fuanction Menw | v
Oy [teen No Item List ftem Cost [tem Sedl Ext Sell GP
P Dscourng
Lirw 1 0 Marman Mter G
Changa Distount 1D Suct
arms,
5 12345 &R Marprs $1,200,00 $420.00 $560.00 $2,600,00
found Sall Frice Lp
Found Sek Price Dawn ‘ $2.800.00 25%

Uadate Itoms To Zers Sall
Update items To Zero Cost |
Adjust List Prong

Chanpe Shioping Locabion
Add Taggng Informaton
Smart Grouping

Add Proposal Fea

Function Menu Options

This option allows you to change the purchase
discount on selected line items. After entering
Discounting your purchase discounting and clicking on the
Update button, the selected line items will be

updated with the discounting you entered here.

This option allows you to add or change the
customer or vendor discount. You will be
presented with a list of all the vendors that are
used on your proposal. Select the vendor group
that you want to apply a discount to. After
Change Discount ID selecting the vendor, any discounts that can be
applied to this proposal will be presented to you so
you can select the discount to apply. After you
have selected the discount, click on the Update
button and your discount will be applied to the
vendor's products on this proposal.

GP Margins This option allows you to add or change the GP %
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on the line items you have selected. You can enter
a GP percentage of a percentage off of list. Click
on the Update button and the selected line items
will be updated.

Round Sell Price Up

This option allows you to round the sell prices up
on the selected line items. Using this option will
round the selected line items sell pricing up to the
whole dollar amount. If you want to reverse the
rounding, you must enter the original GP
percentage or Percentage off of List on the line
items.

Round Sell Price Down

This option allows you to round the sell prices
down on the selected line items. Using this option
will round the selected line items sell pricing down
to the whole dollar amount. If you want to reverse
the rounding, you must enter the original GP
percentage or Percentage off of List on the line
items.

Update Items to Zero Sell

You can force the sell price to zero on the selected
line items with this option. To reverse this
function, enter the original GP percentage or
Percentage off of List on the line items.

Update Items to Zero Cost

This option will change the selected line items cost
to zero. To reverse this function, enter the original
buy discount percentage.

Adjust List Pricing

This option allows you to modify the list pricing
by a percentage amount. You can enter a positive
amount to increase the list pricing or you can enter
a negative amount to decrease the list pricing on
the selected line items.

Change Shipping Location

This option allows you to change the Shipping
Location on the selected line items.

Add Tagging Information

This option allows you to add tagging information
to the selected line items. You can enter up to 3
tag fields.

Smart Grouping

This function will automatically group your line
items by the information found in the Tag 1 tag
field. You can un-check any of the tag names to
prevent that group from being created. If the
group already exists, the line items matching that
tag will be added to that group. The groups will be
automatically created for you on your proposal
using the Tag 1 data as the group name.
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| Add Proposal Fee

Working with line items Right Mouse Click Options

Proposal Line items can be manipulated by using a right mouse click on the line item. The Line
Move menu will appear. Depending on where the line items exist on your proposal will
determine the line move options you see. If you have right clicked on the first line item on your
proposal, you will not see the ‘Move up’ option. You can move line items (each line may be
moved either up or down one line or to the top or to the bottom) or you can move groups in the

Same manner.
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. @

Project 1nfa || Design | install || item Details  Puechase Ordors

Shewing I - 4 of 4 Line Itemns for Preposal 2018-1000.

“ - s n -
e R a0 > 5 @O ¥ 38 & o 7 S

1tem Deser,

Roceivahles  Poayables  Fle Vault | Service & Punch  Ledger

Item List Item Cost Iem Sel £xt Sell g Tox Applied

L0e 1 Kol | ENENGE Monzon

Warkzurface, Rectargular,
1 DIRSEIEG SEWHIBD, with grammed

Siaue 2
Line 21 Knoll @ Offxs Seathng
Life Chair, Migh
Parformancs Ams

Auminum Base & Lovers,
1 SSF3-5-A%C-GH No um

e 30 Kool KnodStudo
Harry Bartols Barstool, bar

haighe, full cover, black
! 4JEC-1-U frama

Line 4 Natonal Office Rurrature © SEATING
ELOQUENCE END

TRELE LAMINATE
1 ESNZO24ENLW Toe

Option

*
$827 .00 $1:2.32 $132.32 $13232 0% MO: 6.00%
Stege 1 Total: $132.92 0%
¢
Copy &5 a nem Ine item
Maove to top
$279.04 §27904 0 % MD: 6.00%
Move w
Move down <«
Move to bottam
Move group to top $305.76 $305.76 0% MO 600
Move 9mup up
Stage 2 Total: 584,80 e
Move group domn
Move group to bottem ¢
Sort all groups st top ascending
Sart all groups at top descanding $219.00 $6815 00 ( MD: 6.00%

Sart all greups ot boram
aroanding

Sart all groups &k bottom
desendeg

Copy as a new line item

This option will open the View & Edit Line Item
window allowing you to make any necessary
changes before saving the item as a new line in
your proposal. You can also define where the line
should be saved on your proposal by selecting an

129




insert location on the Save button options.

This option will move your line item to the top of

Move to top your proposal

Move up This option will move your line item up one line
This option will move your line item down one

Move down

line

Move to bottom

This option will move your line item to the bottom
of your proposal

Move group to top

This option will move the entire group to the top
of your proposal

Move group up

This option will move your group up one group

Move group down

This option will move your group down on group

Move group to bottom

This option will move your group to the bottom of
your proposal

Sort all groups at top ascending

This option will move your groups ascending
starting at the top

Sort all groups at top descending

This option will move your groups descending
starting at the bottom

Sort all groups at bottom ascending

This option will move your groups ascending
starting at the bottom

Sort all groups at bottom descending

This option will move your groups descending
starting at the bottom

Moving line items via Save button

‘ Line items can be moved to any location in your proposal by editing the line item, then
v selecting an option as to where the line item is to be saved. If this is your first line item
on the proposal, the 'Save and insert' option is not available. Only the Save button is

available.

The line item Save button options allow you to save your proposal line items anywhere on your

proposal.
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Yiew & Edit Line Item

R W@ e

Vendor: Item Number: Item Description:
[Herman Miller |[12345 | Manually entered product description, HM
Ship To: Item Tagging: Eﬂiﬁ arms, legs.
|New Test Customer || |

Product{Service: Item Tagging (2):

General Furniture Sales [1 v | |

Can't find a discount for the Item Tagging (3):

sefected product! Defawlting to | |

Standard P

Proposal Line Mo: Line S

Quantity: Discount ID: AQ00QO
. i Description: Standard
Item List Price: 1,200.00 .
[change]
Discounting: | 65 % | o | | % | | o | | o Expiration:
Item Cost: 420,00
Extended Cost: £2,100.00
GP Margin: | 25 % OR | | % Discount Off List Extended Sell: £2,800.00
Item Sell Price: S60.00 Profit Dollars: $700.00
GP Margin: 25.00 %
and insert this item;Back where it was ";
At the beginning of your line items T

Back ere it was

After line number 1
After line number 2
After line number 3
After line number 4
After line number 5
| AL the end of your line items

Importing Items into a Proposal

There are three ways to populate your proposals with line items. Lines can be added manually,
imported from a specification file and copied from another proposal. Any combination of these
methods can be used on any proposal.

Your proposal line items can be created by importing a specification file from CAP, Worksheet
or Project Matrix.

. If you are using a specification tool not named here, please contact Dealer Choice
'« Support (support@dc-sysllc.com) and tell them what spec tool you are using. You will
be contacted for information regarding your spec tool and tests will be run to verify the
accuracy of importing spec files from your application.
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Imported line items appear as proposal line items on the Item Details window. If customer or
vendor discounting has been defined in the customer or vendor database, product discounting
may be applied automatically to your line items during the import process. Your proposal must
be created and saved before you can import specification files to create line items. The import
process begins on the Item Details tab.

Specification tools allow you to export your projects using different export formats to allow you
to import your line items into Dealer Choice. Contact Dealer Choice Support (support@dc-
sysllc.com) if you have questions on which export format to use for your application.

Most specification tools allow you to export your project files in multiple formats. The two
primary export formats are XML and SIF. After exporting your project data to either an XML
file or a SIF file and saving the file to a local disk drive, you can import that file to create your
proposal line items.

Import Iltems Into Proposal ™ E3

Select Import File || Import Preview H Existing Line Items |

Import From:
OFD& ¥ML (version 2 or higher) ¥

CFDA XML (version 2 or higher)

SIF
ProjectMatrix SIF (Custom SIF)

| Another Proposal

A

Option
. . Use this option to import spec files that were
OFDA XML (version 2.0 or higher) exported using the OFDA XML option

SIF Use this option for most SIF file exports

Use this option if you exported your project using

ProjectMatrix SIF (Customer SIF) the ProjectMatrix Custom SIF option

Use this option to copy lines from an existing
Another Proposal proposal

After selecting your import format, use the Browse button to locate the specification file on your
local disk drive. Select the file that you want to import into the proposal. After selecting your
import file, the Import Preview window will open displaying the contents of the file you
selected. The Import Preview allows you to verify that this is the file you want to import before
you complete the import process.
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Import Items Into Proposal M E

Select Import File || Import Preview || Existing Line Items |
The below list represents items found in your import file, &ll itmes are checked by default. To import
only selected items into wour proposal, check those items. Unchecked items WILL MOT be imported.
To prevent items from being grouped as shown, simply uncheck the group and that group will not be
imported.
Oty Vendor & Item Item Descr.
Knoll, Inc, » Dividends
Horizon Wiarksurface, Rectangular,
o 1 D1R9E36G Q5\W =360, with grommet
Knoll, Inc, : Office
Seating Life Chair, High Performance &rms,
* 1 S5P3-4-A5K-GH Aluminum Base & Levers, Mo Lum...
. Harry Bertoia Barstool, bar
Knoll, Inc. : KnoliStudio  height, full cover, black
= 1 428C-1-U frame

[ Complete Impu:ur‘t]

b
4

If this is the file you that you want to import into this proposal, click on the Complete Import
button and your line items will be imported into the proposal and will appear as line items on the
Item Details tab. If you have selected the incorrect spec file to import, you can click on the
Select Import File tab and select a different file to import.

The Existing Line Items tab displays the line items that are on your proposal before you import

the current spec file. If you select any of the existing line items on this tab, they will be
overwritten by the lines that you are about to import on the Import Preview window.
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My Proposals

Proposal 5630 : User Documentation
“ x &
Preject Info || Design install  1tem Details Purchase Orders | Rocvivables  Payables  File Vault | Service & Punch  Ledger

Showing 1 - 5 of 5 Line 1tems for Proposal 5630,
e R 20 € @\ &L G

Item No Itam Descr. item List 1tem Caost Itam Sell Ext SoM

Line ) FROman M | Ganeral Rumitume Sales

Maniualy entecad produd:
desonpnon, MM Chair, s

S 12345 Iegs. Firish $1.200.00 $420.00 $560.00 $2.,800.00 25%
Line 2 ' Knal, Inc. : Dividends Horizon

Worksurfac, Rectangudar
1 DIRSGIGG FEN3ED, with grommet $227.00 $132.32 $185.40 $185.40 20%
Lne 30 Kol Inc, ¢ Office Saatng

Ufe Char, High Perfarmance &rms

1 S3P3-4-A5¢-GH Aluminum Base & Levers, No Lum £1,744.00 $279.04 $348.80 $340.80 20 %
Ling 4 ¢ Knal, Ine. | KnoNShadio

Harry Bectons Barstool, bar

heght, full coves, black
1 $28C-14) frame $£1,911.00 $305.76 $382.20 $382.20 20%
Une 5 ABCO Office Aurniture | Genoral Rurrvture Sales

Dask, sguara, with legs and &
2 4 twist $1500.00 $420.00 $550.00 $1,120.00 25 %

$4,816.40 24.07%

Your line items have been imported into your proposal. If customer or vendor discounts have
been defined and match the product being imported, the discount will be applied to your proposal
during the import process. You can now make any necessary adjustments or modifications to
your proposal via the Function menu or line item editing.

~  Thereis no limit to the number of spec files that you can import into a single proposal.
< You can also manually add lines to your proposal and/or copy lines from other proposals
either before or after importing specification files.

After a line item has been imported, there are two ways to see the finishes and options on each

line. You can click on the View Item Details from Original Import icon or you can scroll down
in the View Item Details window to see them. See photo below.
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View Item Details

Ll x|

Test Customer |[Phase 14 |

Product/Service: Item Tagging (27:

ta| T
Yendor: Item Mumber: Item Description:
|Tekni0n ||TCCR6618 5 | Three-Way 1280 deg., Square Edge, 66"h,
. . Grade 5 Luna Impression Movoso 4-22LF
Ship To: Item Tagging: Fabric, MPY real wood top cap.

Transit (Cdn-Int-US ) [TST ¥ lkiosk |
Item Taagging (3 ):
| | y
Proposal Line Mo: Line 1
Quantity: Discount ID: Mo Discount
Used
Itern List Price: 119.23 Description:
Discounting: | | o | | o | | o | | o | | % SpllEian:
: 119,23
Item Cost: Exte(r:wgsetq $119.23
GP Margin: | [+ OR| 0| % Discount Off List Extended Sell: $119.23
Item Sell Price: 119.23 profit Dollars:
GP Margin: 0.00 %
and insert this item | Back where it was hd

Item Details From Original Import:

r— Electronic Catalog Details

Catalog Code: TST

File Name: Teknion_large_import_file.sif

r— Item Motes

Report: |CR 235072

r— Finishes & Options

FinishfOption: 1

Level: [0 |

Group descr:  [Finish Calors (For Corner|

Name: |[~Fahric |

Descr: |[Fabric |

Price: [0.00 |

FinishfOption: 2
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Before you can print, email or fax a copy of your proposal, you must run the proposal
finalization process. You cannot generate purchase orders if your proposal has not been
finalized.

Proposal Finalization

The proposal finalization process is your last step in preparing your proposals before presenting
them to your customers. The finalization process checks your proposals for discounting
conflicts, missing Ship To information, incomplete item specification, missing Install Location
information as well as presenting vendor miscellaneous charges such as freight and small order
charges. If finalization identifies a problem it will be presented in the finalization window and
you will be allowed to edit or add the missing data.

Conflicts or missing data do not prevent you from completing the finalization process.

~  The warnings are presented to be sure that you are aware that potential problems exist on
your proposal. There are cases where the warnings may not apply or may be ignored
such as budgetary pricing estimates.

Applying Sales Tax

A Sales tax rules are also applied to your proposal during the finalization process. Sales tax
is based on the Install Location information entered on the Install tab. If you do not have
an Install Location defined for your proposal, you will not be presented with the sales tax

rules selection option and your proposal will not include sales tax.

To start the proposal finalization process, click on the proposal finalization icon on the Item
Details tab.

The finalization process will review your proposal checking for missing data such as the Ship To
location and the Install Location and will notify you of such omissions. You have the option of
continuing with the finalization process by completing the missing information or cancelling the
process and reviewing your proposal again.
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Proposal 2010-1164 : Proposal Import Spec File Example
¢ &g
| Project Info || Design || Install || Ttem Details | Purchase Orders || Receivables || Payables || File Vauit || Service & Punch || Ledger |

Finalize Proposal

ExBack

Before printing, emailing, or faxing your proposal vou must mark it as final. The finalization functions shown below will be
performed and added to the proposal.

To prevent any changes below from being executed, simply uncheck that item.

Finalization : Discounting Conflicts (1) [unchedk all]

Herman Miller : Seating A Discounting Conflict:

Item: C)1232ASF

Descr! +Wk Chr Celle Std-Ht Tit Lim/ang Ad)

Arms{Sea... Disc Expected: [V | Sample Discount (2555
Qty: 1.00

List: $1,033.20

Cost: 3413.28

Discount Used: None

Finalization : Assign Your Sales Tax Rules

There are tax rules established within the state of  |29ntapply any tax rules
MARYLAND. Please determine which tax rules should

be applied to this proposal.

MARYLAND (6%
-- Baltimore City (1%}

e
| Finghzs' |

In this example, a purchase discount was manually entered on the line item displayed and the
system found a Customer or Vendor discount that may apply to this line item. This does not
mean that the discounting entered manually is wrong, this is simply a warning that another
discount exists and may be applicable. After reviewing the line item for accuracy, you may
choose to ignore the warning or you may have to update the discounting on the line item. The
warning can be ignored by un-checking the Discount Expected check box. If left checked,
Dealer Choice will change the discount to the "expected" discount for this line item.

¢ Note that in the Discount Conflicts title bar there is an [uncheck all] link that will remove
the check marks from all discounting conflicts presented. If you have received special
pricing and you know that you have used the correct discounting you can over-ride the
systems recommendation by leaving your discounting in place.

This example also shows the sales tax rules options. Again, the sales tax rules are based on the
Install Location as defined on the Install tab of your proposal.

You can click on the '<-- Back' link to discontinue the finalization process and return to the Item
Details tab or you can click on the Finalize button to proceed.
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My Proposals

Proposal 5630 ! User Documentation

]

bk &

Project Info || Design || Install || Item Details || Purchase Orders || Receivables || Payables || File Yault || Service & Punch || Ledger

Finalize Proposal

#-- Back

Befare printing, emailing, or faxing your proposal you must mark it as final, The finalization functions shown below will be
performed and added to the proposal.

To prevent any changes below from being executed, simply uncheck that item.

Finalization : ¥endor Charges & Fees (2]

ABCO Office Furniture

Total List: $£3,000.00
Total Cost: £240.00

#/  Small Order Fee:

If under $5,000.00 List
Then add $80.00

Description: [ABCO Office Furniture Small Order Fee |

Cost; $80.00  Sell 80.00) [ap marain]

¥ Freight Charge:

If under $100,000,000,000,000,000.00 Net
Then add 15% of Met

Description: l-’-\E\CO Office Furniture Freight Charge |

Cost: $126.00  Sell: 126.00/ [ap rmarqgin]

Finalization : Assign Your Sales Tax Rules

There are tax rules established within the state of qugﬁf&%névtgzv)tax s
MaRYLAND. Please determine which tax rules should ; 2 =
be applied to this proposal. -- Baltimors (2%)
-- Catonsville (1%}

This example shows two vendor charges that are defined in the vendor database for this vendor.
The rule being applied is detailed under the rule type and the amount of the fee is presented to
you. You can edit the Sell amount with a specific dollar amount or you can use the [GP margin]
calculator to add a GP percentage to the fee. If these fees are left checked in the finalization
window, these fees will be automatically added to your proposal as additional line items. These
line items can be edited from the Item Details tab if you do not change the sell pricing in the
finalization window.

If you edit a line item on your proposal that was not added by the finalization process,
your proposal will revert back to an un-finalized status and the line items that may have
been added by the finalization process will be automatically removed. Since you have
edited a line item, the proposal must be evaluated again to see if the vendor charges and
fees are applicable or not. For example if you changed a quantity on a line item from 100
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to 10 because of a typing mistake, a small order fee that was not applicable before may
apply now. The finalization process will capture this extra cost and allow you to include

it on your proposal.

My Proposals

Proposal 5630 : User Documentation

£ sk B

Project Info || Design

Install || Item Details || Purchase Orders || Receivables || Payables || File Yault || Service & Punch || Ledger

Finalize Proposal

<-- Back

Before printing, emailing, or faxing your proposal you must mark it as final, The finalization functions shown below will be
performed and added to the proposal.

To prevent any changes below from being executed, simply uncheck that item.

Finalization : Assign Your Sales Tax Rules

There are tax rules established within the state of tax il
MARYLAND. Please determine which tax rules should 2
be applied to this proposal,

-- Catonsville (1%)

If no issues are identified with your proposal you will see a clean finalization window as shown
above. You can select the applicable tax rules and click on the Finalize button to complete the
process and you will be returned to the Item Details tab.

After finalization you have additional icons available on the Item Details tab.

My Proposals

Proposal 5630 ; User Documentation

* * B

_Praject Iafo || Design | install || Item Details || Purchase Orders || Receivables || Payables | File oult || Service & Punch | Ledger
Showing 1 - 5 of 5 Line [tems for Propesal 5630

o . ) @ §
¢+ R0 >0 € @5 & b = L

Item Cost ftem Sell Ext Sell

Item No. Item Descr, Item List
Open the Mail and Fax Terminal

Print the Proposal
Remove Finalization Flags from this Proposal

The Finalization icon has changed to the 'Un-finalize this proposal' and you now have a new
icon to print the proposal and one for the email and fax terminal.

After a proposal has been finalized with tax you will see a new column appear called Tax
Applied. The tax percentage that was applied will appear for each line item where applicable.

See example below.
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My Praposals

Proposal 2018-1000 ! User Documentation

» %

| Project Info  Design || ImmL Ttem Detalis | Purchase Orders | Recalvablos || Payabies || Flle Yault || Servlce & Punch  Ledger

Showing 1 - 4 of 4 Line Items for Proposal 2018- 10000

= ~ w O £ 3
+ DR »a0¢g TR LTI

1tem Deser. Ttem List 1tem Cost Item Sell Ext Sell Tax Appled

Lune 20 Kool - Dividends Monzon <
Waorksurtace, Rectanguiar, \
1 DIR9EICG W40, with grommet $827.00 $132.32 $132.32 $13232 1% | MO:6O0%
Stoge 1 Total: $132.32 n%%
Stage 2
Line 2 | Mol | Office Seating <
Life Chair, High
Performance fems,
Numnum ase & Levers,;
1 559 34-ASK-GH No tum..., $1,744.00 $279.04 $27904 $270.94 ow | MD:ea
Line 3 ¢ Xnol : KnolStudo +*

Haery Bartola Barstocd, bar
haight, full covar, black

1 428C-1 frame $1911.00 $30%.7¢ §305.76 $305.76 1% | MOD:BO0%
Stage 2 Total: $584.80 0%
L 4 Matoena Office Rurrsture © SEATING “

ELOQUENCE END
TEBLE LAMINATE
TOR $819.00 $319.00 $510.00 $616.00 0% MD: 6.00%

Proposal Printing

To select your proposal print options and to preview your proposal, click on the Printer icon in
the Item Details tab.

Proposal 5630 : User Documentation

* * ¥

| Project Info | Design | Install || item Details || Purchase Orders | Receivobles || Payables  File Voult | Service & Punch | Ledger

| Showing 1 - % of 5 Line Ttems for Proposal 5630,

I~ m W o (7
N 0 Ce 2 % 0 € % I 0 - IF

Item No, Item Dascr, Ttem List Item Cost Item Sell Ext Sedl
Print the Proposal
This will open the Proposal Print options window.
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Print Proposal

Proposal Print Options

Print Proposal

Print Prefs;

Select my print options below

Company Logo;

DCS_Address_Logo
¥ Print Loga?

PG ¥

General Print Fields:
hold cntel kay for mulkipla

Print Logo on First Page Only
Proposal Description

Proposal Totals
Group Totals

Page Break After Groups

Group Summmary

. R N T |

Line Item Print Fields:
hold crtel hay for mulkipla

Line Mumbers
vendaor Name
Product Mame
Itern Mumber
Itermn Description
Item Quantity

Thm e 1D Franimiem =

Proposal Details:

Print Ling Item Details v

Proposal Date:

sep ¥ [29 v |zo1e |FH

Proposal Footer Message:

Thank you for your business! Please accept this

proposal by signing

bielow,

Save These Print

Preferences?

Proposal Print Options

Print Prefs

If print preferences have been saved, the title of
your saved print preferences will appear in this
list. Selecting a saved print preference eliminates
having to select specific print options. You can
select a set of print options and save the settings
(see Save Print Preferences). Then you can use the
saved print preferences to print your document by
selecting a saved print preferences option instead
of have to modify your default set of print options.

Company Logo

If you have uploaded multiple company logos, you
will be able to select which logo is to appear on
your document. To change logos, select the
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appropriate logo from the drop down selection list.
Company’s logos are uploaded in System
Configuration. There is no limit on the number of
logos you can upload.

Print Logo?

Even if you have a logo selected, you can choose
to have the logo print (or not) by selecting this
check box. If the box is checked, your logo will
print, if not checked, your logo will not print.

General Print Fields

Print Logo on First page Only

If selected, your company logo will appear on the
first page only of your proposal

Proposal Description

If selected, the proposal description will appear on
your proposal

Proposal Totals

If selected, sell pricing totals will appear on your
proposal

Group Totals

If selected and if you have groups defined on your
proposal, each group will appear with a subtotal
amount

Page Break After Groups

If selected, a page break (new page) will be
inserted after a proposal group has printed

Group Summary

If selected, a subtotal amount for each group will
appear at the end of your proposal

Tax Detail

If selected, this option will display all tax rules
selected in the totals section. The rule name, tax
percentage and dollar amount will be displayed.

Tax Amount Due

If selected, the sales tax amount will appear on
your proposal in the Totals section

Deposit Requirements

If selected, the deposit request text will appear at
the bottom of your proposal

Propose To

If selected, the Propose To information from the
Project Info tab will appear on your proposal

Customer Contact

If selected, the Customer Contact from the Project
Info tab will appear on your proposal

Shipping Location

If selected, the Shipping Location from the Install
tab will appear in your proposal

Installation Location

If selected, the Installation Location from the
Install tab will appear on your proposal

Proposal valid Thru Date

If selected, the Expiration date from the Project
Info tab will appear on your proposal

Panel Attribute Details

If selected, Teknion panel attributes will be
displayed in detail on your proposal

Company Contact Details in Footer

If selected, your company address information
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from System Configuration will appear in the
footer of your proposal

Sales Rep Contact Phone

If selected and if this information has been added
to the User's definition in System Configuration,
this information will appear in the header of your
proposal

Sales Rep Contact Fax

If selected and if this information has been added
to the User's definition in System Configuration,

this information will appear in the header of your
proposal

Sales Rep Contact Email

If selected and if this information has been added
to the User's definition in System Configuration,

this information will appear in the header of your
proposal

Hide PO Instructions

If Selected and if the proposal is set as a Direct
order type on the Project Info tab, the purchase
order instructions to your customer will not be
displayed

If selected and if the Customer PO field on the
Project Info tab has been completed, the

Customer PO Customers PO number will appear on your
proposal
Display Sub Totals If selected, the proposal sub totals will appear on

your proposal

Line Item Print Fields

Line Numbers

If selected, the proposal line items will be
numbered

Vendor Name

If selected, the Vendor Name will appear for each
line item

Product Name

If selected, the Product Name will appear for each
line item

Item Number

If selected, the item number (product code, part
number) will appear for each line item

Item Description

If selected, the item description will appear for
each line item

Item Quantity

If selected, the item quantity will appear for each
line item

Item List Pricing

If selected, the item list price will appear for each
line item

Extended List Pricing

If selected, the extended list price for each line
item will appear
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Item Sell

If selected, the item sell price will appear for each
line item

Extended Sell

If selected, the extended sell price will appear for
each line item

Item Tagging

If selected and if item tags are in use, the tagging
information will appear for tagged line items

Item Finishes & Options

If selected, the finishes and options for line items
that have been imported via a specification file
will appear

Zero Sell Items

If selected, line items with a zero sell price will
appear

Buy Discounting

If selected, the buy discounting will appear for
each line item

GP Margin

If selected, the GP margin will appear for each line
item

Customer Discounting

If selected, the discounting used to calculate the
sell price will appear

If selected and if the item special flag exists for an

Item Special imported line item, the item special code will
appear
ltem Cost If selected, the item cost will appear for each line

item

Extended Cost

If selected, the extended item cost will appear for
each line item

Print lines that are Not Booked

If selected, only the line items that are not on a
purchase order will appear

Print lines that are Booked But Not Invoiced

If selected, line items that are on a purchase order
and not on an invoice will appear

Print lines that are Invoiced

If selected, only line items that have been invoiced
will appear

Proposal Details

Print Line Item Details

If selected, the line item details will appear

Print Summarized by Group

If selected, line item details will not appear on
your proposal. If no groups are defined, only the
proposal totals will appear

Display Pricing in Currency

Current Selection

If multiple currencies have been defined in your
site, you can select the default currency for your
site. To define multiple currencies in your site, see
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the system configurations section.

Proposal Print Options

Proposal Date

You can change the date to appear in the proposal
header by changing the date in this field

Proposal Footer Message

The default proposal footer message is defined in
System Configuration and will appear here. You
can add information to the proposal footer
message by adding your text here.

Save These Print Preferences

This option allows you to save your selected print
preferences.

Saving Proposal Print Preferences

The Saving Proposal Print Preferences function was created to allow you to save a set of
proposal print options that may be different from your normal proposal print option needs.
Proposal Print Preferences can be shared so everyone in your company can use it.
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Print Proposal

Proposal Print Options

Print Proposal

Print Prefs: || Select my print options below ¥

Cornpany Logo:! || DCS_address_Logo PG ¥
#| Print Lago?

General Print Fields: | Print Logo on First Page Only
Proposal Description
Proposal Totals

Group Totals

Fage Break After Groups
Group Surmmary

. N NP |

hold cntrl hay for multiole

Line Item Print Fields: vendor Name

hotd crtrl hay for muttiele | Product Mame
Itemn Mumber
Item Description
Tterm Quantity
Itern List Pricing

Proposal Details: || Print Line Item Details v

Proposal Date: | [gep v |[za v E

proposal by signing below,

Proposal Footer Message: | |Thank you for your business! Please accept this

Save These Print | |«
Preferences?

What shiould this set of print preferences be called?

Optional description:

¥ Make these public?

To save a set of proposal print preferences, click on the 'Save These Print Preferences?' check
box and you will be presented with a text input box to enter a name for your print preferences.
This may be customer specific so you could name it using the customer’s name. Any future
proposals for that customer will be printed using this set of saved print preferences. If you want
your print preferences to be available to everyone, check the 'Make these public?' check box.
When this box is checked, everyone in your company will be able to select this saved print

preference option.
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Print Proposal

_ | %}

Proposal Print Options

Print Proposal

Print Prefs:

Select my print options below ¥

Company Logo:

DCS_Address_Logo PG T

¥ Print Logo?

General Print Fields:
hatd crbel ey Ffor muitipla

Print Logo on First Page Only
Proposal Description
Proposal Totals

Group Totals

Page Break After Groups
Group Summmary

- N W S |

Line Item Print Fields:
hold cntel kap for multiola

Yendor Mame
Product Mare
Itern Murmber
Itern Description
Itern Quantity
Iterm List Pricing

Proposal Details:

Print Line Item Details v

Proposal Date:

Sep ¥ |29 v |zote |EH

FProposal Footer Message:

Thank you for your business! Please accept this
proposal by signing belowr,

Save These Print
Preferences?

Cd
What should this set of print preferences be called?
|Cu5t|:|rner5 Proposals |

Optional description:

#| Make these public?

The example above shows a set of print options being saved as Customers Proposal and it has
been set as a public (shared) print option.
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Print Proposal

_ x|

Proposal Print Options

Print Proposal

Print Prefs:

Select my print options below ¥

Company Logo:;

Select my print options below
Customers Proposal

Print Logo?

General Print Fields:
hold cntrl Bay for multipla

Print Logo on First Page Only
Proposal Description
Proposal Totals

Group Totals

Page Break After Groups
Group Surmary

L T S T |

Line Item Print Fields:
hold cntrl kay for multipla

Line Mumhbers
Wiendor Marme
Product Mame
Iterm Mumber
Itern Description
Itern Quantity

b F SR B T o -

Proposal Details:

Print Line Item Details ¥

Display Pricing in Currency:

v

Proposal Date:

sep v[z9 v[zo1e |

Proposal Footer Message:

Thank you for your business!

Save These Print
Preferences?

A

After printing then proposal you will now have a new Print Preference to choose from when you
print proposals. As you can see in the example above, the proposal print option called 'Customers
Proposal’ is available to be used for printing proposals. Once a saved print preference is
selected, the Proposal Print Options window changes so other options cannot be selected. If you
wish to select your own print preferences, simply choose the 'Select my print options below’

option and you can continue to select the options you want n your proposal.
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~ Also notice the red x icon appears to the right of the saved print preference. This is the
' delete icon and it is only presented to the user that created it so only that user can delete
their own print preferences. The ability to edit/save print preferences is managed by
permissions so only the users that have permission can create and edit saved print
preferences. To delete a saved print preference you must select it from the list first, and
then click on the delete icon and your saved print preference will be deleted.

Print Proposal _ || ¥
Proposal Print Options PrnEErapasal
Print Prefs: | [ customers Proposal v | [
Display Pricing in Currency: A

Proposal Date: | [sep v |29 v [zote |TH

Froposal Footer Message: | |Thank you for your business!

i

Marking the saved print preference as public allows the print preference to be used by others. It
will appear in every user’s Saved Print Prefs drop down selection box.

Email and Fax Terminal

The Email and Fax terminal allows you to transmit documents to your customers and vendors.
You must have completed the proposal finalization process before you can use the email and fax
terminal. The email and fax terminal icon does not appear on the Item Details tab until you have
completed the finalization process. To open the email and fax terminal, click on the Email and
Fax icon on the Item Details tab.

Proposal 5630 ; User Documentation
* * 'i

| Projact Infe | J)oslog_' [ Install || 1tem Detalls || Purchase Ori._p_‘ﬁ Recelvables | Payables || File Vault  Service & Punch  Ledger

Showing 1 - 5 of 5 Line Items for Propesal 5630,

¢ - Ny
¢ X 8 S » & % e s B

Item No. Item Deser, Item List Item Cost Item Sell Ext Sell

Open the Mail & Fax Terminal
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If your message fails to send and Dealer Choice can determine that your message failed,
you will get a message in your Dealer Choice message queue alerting you that the
message was not sent. Some mail servers and fax machines do not report failures. Itis
highly recommended that when emailing a document, you include your own email
address in the Recipient list so if you do not receive it, there is a very good chance that
the intended recipient did not receive it either. If you are faxing a document, it is highly
recommended that you follow up with the recipient to be sure that they have received
your fax message.

When you "Send" your message by clicking on the Send button, your message is placed in the
message queue. You can check on the status of your message by clicking on the Message Log
tab. The message queue is processed approximately every 10 minutes by Dealer Choice. You
have the option of removing your message from the message queue up to the time that the
system starts to process your message.

Message Terminal
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Email & Fax Communications Window ™ E

Message Terminal || Message Log |

Message Type: Email Message ¥

¥ Proposal_2018-1000,pdf Customer_Invoice_2018-1001.pdf
Customer_Inyoice_Z018-1021.pdf Purchase_Order_2018-1000,pdf ‘f_‘]
Delivery_Ticket_2018-1000 pdf 5 Purchase_Order_2018-1001.pdf 5 -

Recipient Email: [zearch] Auto CC s on, you do not have to include yourself

Mulkiola racipiants saparatad by line break

D name - (d@dc-sysllc.com)
X name - (R@dc-sysllc.com)

Subject:
Message Body Attachments From File wault
Ootiona! Usa crdrl ey for multiple saladt
File vault i1s empty
e

1

Email Options

You can choose to send an email or fax message.

Message Type The email input windows options are defined here

As you create documents (proposals, purchase
orders, invoices, etc) they will appear under the
Message Type selection field. Any document that
is selected will be transmitted to the recipient

Document selection

Enter the email address of the person or persons
you wish to send the document to. You can enter
multiple email addresses just be sure to enter each
address on a separate line. In the gray box is a list
of emails addresses associated with the customer
the proposal is created for. You can selected

Recipient Email
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multiple email addresses by holding down your
CTRL key and clicking.

[search]

The search option allows you to search through all
the contacts you have entered email addresses for
into Dealer Choice. Type the first few letters of
the persons first name and any matches found in
the contacts database will be displayed, click on an
entry in the list to select that person

Auto CC is on

This means that Auto CC has been turned on in
system configurations. You will automatically be
sent a copy of your email and you do not need to
put your email address in the recipient bar.

Subject

Enter the subject line for your email

Message Body

Enter the message text for your email

Attachments From File Vault

If you have uploaded any documents into this
proposal’s File Vault, they will be displayed here
for selection as attachments to your email
message. To include multiple documents, hold the
CTRL key and click on the documents.

Send

Click on the Send button to place your email in the
message queue to be processed by the message
processor
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Email & Fax Communications Window [_| E

Message Terminal || Message Log |

Message Type: |Fax Message ¥

¥ Proposal_S5630.pdf

To: [zearch] Faux:

Fram: Date:

est User | lo9/29/2016 |
Re: File \ault:

Optional Use crtel kep For multiple selact

File vault is empty

Fax Options

You can choose to send an email or fax message.

Message Type The fax input windows options are defined here

As you create documents (proposals, purchase
orders, invoices, etc) they will appear under the
Message Type selection field. Any document that
is selected will be transmitted to the recipient

Document selection

Enter the name of the person you wish to send the

To document to.

The search option allows you to search through all
the contacts you have entered fax numbers for into
Dealer Choice. Type the first few letters of the
persons first name and any matches found in the
contacts database will be displayed, click on an
entry in the list to select that person

[search]

If you have selected a name from the search
option, the fax number will be populated for you,
otherwise you can enter the fax number to send the
fax to

Fax

From Your name will be populated in this field for you.

Date Today's date will be populated in this field.
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Re:

Enter the reason for your fax

Attachments From File Vault

If you have uploaded any documents into this
proposal’s File Vault, they will be displayed here
for selection as attachments to your fax message.
To include multiple documents, hold the CTRL
key and click on the documents.

Send

Click on the Send button to place your fax in the
message queue to be processed by the message
processor

Message Log Tab

The message log tab will display all messages that have been sent on this proposal. The
messages appear in datestamp order and the most recent message will appear at the top of the
list. All messages queued will have a status of 'Pending’ until they begin to be processed by the
message processor. The status will change to 'Processing’. After the message has been
processed, the status will change to 'Sent' or 'Failed’. Messages can be removed from the queue
up until they begin being processed by the message queue.

Email & Fax Communications Window

Message Terminal || Message Log |

Showing 1 - 1 of 1 Messages.

Type Timestamp

Email 09/29/2016 1:25 pm

Recipient

support@dec-sysl..,

Subject Status

Test Proposal ... Dending %

4

Message Log Fields

The Type field notes whether the message was

Type emailed or faxed

TimeStamp This field notes the date and time the message was
sent to the message queue

Recipient This field displayg, e_ither the email address or fax
number of the recipient of the message

Subject This field displays the subject of your message

Status As noted above, the status can be 'Pending’,

'Processing’, 'Sent’ or 'Failed'

Remove from queue icon

This icon allows you to remove a message that is
still in the 'Pending’ status from the message
queue. Once processing of the message begins, the
message cannot be removed from the queue
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Purchase Orders Tab

To create purchase orders click on the Purchase Orders tab of your proposal. If no purchase
orders have been created yet, you will only see the 'Create purchase orders' icon. Click on this
icon to start the Purchase Order process. Your proposal must be finalized before you can create
purchase orders. If your proposal has not been finalized and you try to create purchase orders,
you will see a message noting that you must first run the finalization process.

My Proposals

Proposal 5630 : User Documentation
= * B

iRrejectinto.||Design, install) | ttem Detalls)| Purchase Orders || Recalvoblns || fayables) | Eile ¥aolt) [ Service & Puach ) | Ledger

Croation Date Vendar Product Sent By Order Amount

v§u hava no purchase ordaers to dsplay under this propasal

Create Purchase Orders

After clicking on the 'Create purchase orders' icon, your proposal line items will be displayed in
the Select Line Items window. You can choose all line items, specific line items or select line
items by group, if groups were used on your proposal in the Item Details tab. If you click on the
check box to the left of a Group name, all line items in that group will be selected.
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Create Purchase Orders

Select Line Items

| Item MNo. Item Descr.

¥ Group: Section 1

Line: 1 &nall, Inc. | Dividends Horizon

Worksurface, Rectangular,
¥ D1R9A36G Qa\W =360, with grommet

Line: 2 &nall, Inc, | Office Seating

Life Chair, High Performance

Arms,

Alurminum Base & Levers, Mo
¥l 55p3-4-ASK-GH Lum...

Ling: 3 &noll, fnc, @ KnollStudio

Harry Bertoia Barstool,
bar height, full cover,
¥ 428C-1-U black frame

Group: Section 2

Line: 4 Teknion Inc | General Furniture Sales

Desk, square, with legs and a
e twrist

Line: 5 Herman Miller | General Furniture Sales

Manually entered product
description, HM Chair,
12345 arms, legs, Finish

Item Cost

£132.32

£270.04

£305.76

Ext Cost

£132.32

£270.04

£305.76

Group Section 1 Total: $717.12

420,00

t840.00

Group Section 2 Total: $840.00

420,00

t£2,100.00

A

Once you have the line items that are to be ordered selected, click on the Next button to Review

your items to be ordered.
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Create Pur ™ E3

Review Your Purchase Orders

=-- Back

.’i\. A& minimum customer deposit of $448.20 is required in order to proceed.

Place Orders

Please review your purchase orders before completing this step. The following purchase orders
will be created and are summarized below:

—#1 - Knoll, Inc.

Purchase Amt: $717.12

In House PO

Subrnit Via: || Email v
Subrmit To: | |
(raparate multiple amails with line brasks)
CCs
P
Company Logo: | DCS_Address_Logo PG W

#| Print Logo?

Attach Files: | [Knoll.sif

PO Comment: |

Ship To: Mew Test Customer
111 First Street
Catonsville, MD 21228

Shipping Contact: |

Contact Phone: | |

Contact Fax: | |
Req Ship Date: v
Req Arrive Date: v

Deliver Between: |mmfdd,€ww |

|rrirn/ dd fyyyy |

Purchase Order  |Thank you for your business! Please accept this
Footer Message! | proposal by signing below.

Items To Be Purchased (3):
Product Qty Item Mo. Item Cost
Dividends Haorizon 1 D1R9636G £132.32
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The <-- Back button allows you to exit the Review window and returns you to the Purchase

Order select lines window.

In the example above, notice that a warning message appears noting that a customer deposit is

required in order to proceed. This message is telling you that you have set a Customer Deposit

Required amount in the customer database and is alerting you that you have not yet received or
entered a deposit from this customer. This is a warning only, it will not prevent you from

creating purchase orders for this customer.

The Place Orders button will complete the purchase order creation process and your purchase

orders will be generated.

Purchase Order Review Fields

Purchase Amt

This is the total amount of your purchase order for
this vendor product

In house PO?

Any purchase order that will not generate a vendor
invoice should be flagged as an in house purchase
order. In house purchase orders with no associated
payable will allow the proposal to appear on the
commission report when the "Proposal payables
must be received in full” filter is used on the
commission report.

Submit Via

The default options for the Submit Via field are
'Fax’, 'Email’ and "Don't send just let me print it".
If an electronic order template exists for this
vendor you will have two more options: 'Generate
electronic order and send it' and 'Generate
electronic order and let me save it'.

Submit To

This prompt will appear if you choose to email
your purchase order from the Submit Via options
noted above. Enter either the email address or fax
number to send the purchase order to. If this
information has been defined in the vendor
database for this vendor, the information from the
vendor database will be populated here for you

CcC

This prompt will appear if you choose to email
your purchase order from the Submit Via options
noted above. The CC field allows you to add
recipients to receive this purchase order. You
cannot add multiple recipients for faxed orders,
only a single fax number may be entered.

Company Logo

You can select which company logo you want
included on your purchase order if you have
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uploaded multiple logos

Print Logo?

You can select whether or not you want your
company logo to print on your purchase order

Attach Files

If files have been uploaded to the File Vault, they
will appear here and are available to be selected
and will be sent with your purchase order as
attachments. To select multiple files, hold the
CTRL key down and click on files

PO Comment

Enter any specific text you want included on your
purchase order. If this text will be the same all the
time for this vendor, you can define the PO
Comment text in the vendor database.

Ship To

This is the Ship To address from the Install Info
tab or from the specific line item Ship To address
if it was changed on the Item Details tab

Shipping Contact

This is a text field that you can enter a shipping
contact name. If the Shipping Contact information
was completed on the Install Tab, that information
will appear here.

Contact Phone

This is a text field that you can enter a shipping
contact phone. If the Shipping Contact information
was completed on the Install Tab, that information
will appear here.

Contact Fax

This is a text field that you can enter a shipping
contact fax. If the Shipping Contact information
was completed on the Install Tab, that information
will appear here.

Req Ship Date

You can select a Required Ship Date by entering
that date here

Req Arrive Date

You can select a Required Arrival Date by
entering that date here

Deliver Between

If dates are entered in the two input fields, they
will appear on the purchase order comments frame
as "Please deliver between" and the two dates will
be displayed. Both dates must be entered to use
this feature.

Items to be Purchased

This section displays the line items that are to be
purchased from this vendor on this purchase order

After your Purchase Orders are created, they will be listed in the Purchase Order tab. Dealer
Choice will display a Purchase Order Summary at the bottom of your PO list. The Purchase
Order Summary is broken down by vendor and also by all PO total.
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My Progposals

Proposal 2018-1006 1 test
. i ¢

| Projuct into | Dasigs | Install || Jtem Details | Purchase Ordors | Redsivables || Payables | File Yoult || Service & Panch | Ledger

Shoewing 1 - 2 of 2 Purchase Orders for Proposal 2018-1006. Pagolafl 1

- B -

PO No. Creation Date Vendor Product Sent By Qeder Amoant
¥ 20318-101% Mar 2600 2018 ©:20am Deaser Chowa Systams, 1ng Generat S3ies NSA $132.32
¥ 2018.101Z Mar 26th 2018 9:22am  ¥nall Knollstudio L) $305.7¢

Deakr Choke Systams, Inc $132.32
knoll $305.76
Grand Total $438.00

Vendor Deposit Required Example

The example below shows a case where a vendor deposit is required. If this vendor requires a
deposit with orders and you have set the Required Deposit Percentage amount in your vendor
database for this vendor, you will see the Vendor Deposit Required field in the Review Your
Purchase Orders window. The amount displayed is the amount calculated per the percentage
amount that exists in your vendor database for this vendor. If you create the purchase order with
this box checked, a deposit payable will be created and will appear in your Vendor Bills window.
If you un-check this box, the deposit payable will not be created.
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Create Purchase Orders

Review Your Purchase Orders

=-- Back
&v A minimum customer deposit of $448.20 is required in order to proceed.

Place Crders

Please review your purchase orders before completing this step, The following purchase orders
will be created and are summarized below;

—#1 - Knoll, Inc.

Purchase Amt: £717.12

- vendor ¥ £179.28
Deposit Required: |y dannsir will be created autornatically

In House PO

Submitvia: | Don't send, just let me print it ¥
Company Logo: | DCS_address_Logo PG hd
#| Print Logo?

Attach Files:  |Knoll.sif

PO Comrment: |

Ship To:  Mew Test Customer
111 First Street
Catonsville, MD 21228

Shipping Contact: |

Contact Fhane: | |

Contact Fax: | |
Req Ship Date: v
Req Arrive Date: v

Deliver Between: |mm,ﬁdd,l'ww |

|mmfdd;’ww |

Purchase Crder |Thank woul for your business! Please accept this
Footer Message: | |proposal by signing below,

Items To Be Purchased {3):

Product Qty Item Mo. Item Cost
Dividends Horizon 1 D1R9636G £132.32
Office Seating 1 55P3-4-A5K-GH £279.04
Knollstudio 1 428C-1-U £305.76

_ | >
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Once you click on the Place Orders button, your purchase order(s) will be created. Depending
on your Submit Via option selection, your purchase order(s) may be emailed and/or faxed as
well. The Print Purchase Orders window will open displaying the purchase orders you have just
created and the purchase orders will be listed in the Purchase Orders tab. You can print copies of
your purchase order(s) if you wish.

My Propasals

Proposal 5630 1 User Documentation
- w %

Preject Infe || Design  Install | item Dedails | Purchase Orders  Receivables || Payables || File Yoult || Service & Punch || Ledger |

Showing 1 - 1 of 1 Purchase Orders for Prepesal 5630, pxgetcfl 1

PO No, Creation Date vealer Product Sent By Order Amount

TST-8300 Sap 29th 2016 2:05pm  Kndll, Inc Dmdands Honzon, Othee Sesting, ¥n N $717.12

After creating purchase orders, you will see three additional icons on the Purchase Orders Tab.

My Proposals

Proposal 2018-1000 : User Documentation
. %

_ Project Info || Design | Install || Item Details Purchase Orders _Recalvables || Payables  File Vault  Service & Punch | Ledger

Showing 1 - 3 of 3 Purchase Orders for Propaosal 2018-1000. Pagalofl 13

0w o e

Croation Date Yendar Product Sent By Ordor Amaunt

Print Multiple Purchase Orders
Print Delivery Tickets for all Purchase Orders
Print a Summary of all Purchase Orders

New Purchase Order Tab Icons

Icon

Clicking on this icon will generate the Purchase
Order Summary report. This report lists all
purchase orders that exist on this proposal and
Print a Summary of all Purchase Orders allows you to print the report if required. The
Purchase Order Summary report includes order
acknowledgement information if it has been
entered as well.

Clicking on this icon opens the Delivery Ticket
Print Delivery Tickets for all Purchase Orders Print Options window allowing you to select fields
to appear on your Delivery Ticket.

Clicking this icon will allow you to print multiple

Print Multiple Purchase Orders Purchase Orders at one time.
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Purchase Order Summary Report

The Purchase Order Summary report will list each purchase order that has been created on this
proposal. It displays key elements of each purchase order.

Purchase Order Summary

PO No Vendor

TST.8300 Kroil, Inc
WZN2016 Vanous Products

Proposat 5530
Dale 10062010

Shpping Location

New Test Customer
111 Frst Syomt
Catoravile, MD 21228

PO Summary Column Titles

PO No.

The purchase order number

Ack No

If the acknowledgment number has been entered
for the purchase order it will be displayed here

Ship Date

If the Ship Date has been entered it will be
displayed here

Receive Date

If the Receive Date have been entered it will be
displayed here

Vendor

The vendor that the purchase order is made out to
will be displayed here

Order Amount

The total cost amount of the purchase order will be
displayed here

Shipping Location

The shipping location of the purchase order will be
displayed here

Print Multiple Purchase Orders

This icon will allow you to print multiple Purchase Orders at one time. After clicking on this
icon, a window will pop up to allow you to make your print selections. See image below.
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Print Purchase Orders

Purchase Order Print Options

[ Print Purchase Orders |

Choose Purchase Orders To Print;

2018-1000 : Knall ; £132,32
2018-1001 : Knall © $279.04
2018-1003 : Knall © $305.76

Choose Purchase Order Pricing:

Met & List Price ¥

Company Logo;

DCS_Addr 3 jpgjpg ™
¥ Print Logo?

Purchase Order Footer Message:

This is a PO footer,

-

A

Choose Purchase Order to Print

Select any Purchase Orders you would like to
print. You can hold down the CTRL key on
your key board to select multiple POs.

Choose Purchase Order Pricing

Here you can choose what type of pricing you
would like printed on your POs such as: Net &
List Price, Net Price, List Price or Sell Price.

Company Logo

Check the Print Logo box to have your logo
printed on your POs. Here you can also select
different logos that have been uploaded to your
site (in system configurations)

Purchase Order Footer Message

A PO footer can be added in system
configurations to print on all POs.

Delivery Ticket Report

The Delivery Ticket Print Options window allows you to specify what data is to be included on
your Delivery Ticket. This report allows you to use the Delivery Ticket for multiple uses
although it was originally intended as a form to accompany your installers to the job site to
record what product has been delivered to your customer. The document title can be changed to
any text you want so the form can be tailored to meet your needs.
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Print Delivery Tickets

_§ x|

Delivery Ticket Print Options

Generate Ticket

Print Prefs:

Selact my print options below ¥

Company Logo;

DCS_addr_3_jpg.jpg ¥
¥ Print Logo?

General Print Fields:
hald cntel ey for muttipla

Custamer

Customer Contact

Shipping Location

Installation Location

Wandor Address

Dealer PO -

P R

Line Item Print Fields:
hald cntel ey for muttipla

Ling Mumbers

Wendor Mame

Product Mame

Item Murmber

Itern Description

Item Quantity -

S S B —

Line Items:
[taggle all]

(EY NIV

Life Chair, High Performance Arms, Aluminum Base 2 Levers,
Mo Lumbar, Grey Hard Caster, medium (standard) cylinder

¥l Line Item 3/ Qty: 1.00

knoll : KnollStudio

Harry Bertoia Barstool, bar height, full cover, black frame
¥ Line Item 4/ Qty: 1.00

Mational Office Furniture : SEATING

ELOQUEMNCE,EMD TABLE LAMIMNATE TOP

T T T

Consolidate POs:

Include Punch:

Punch Only:

Docurent Title:

[Delivery Ticket |

Shipping Location
Title:

|Shipping Location |

Dealer Contact:

[bealer Contact |

Ticket Comments:

This is a ticket comment

Print Ticket
Comments Below
Line Items:

Save These Print
Preferences?
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Delivery Ticket Print Option

Print Prefs

If print preferences have been saved, the title of
your save print preferences will appear in this list.
Selecting a saved print preference eliminates
having to select specific print options. You can
select a set of print options and save the settings
(see Save Print Preferences). Then you can use the
saved print preferences to print your document by
selecting a saved print preferences option instead
of having to modify your default set of print
options.

Company Logo

If you have uploaded multiple company log's, you
will be able to select which logo is to appear on
your document. To change logos, select the
appropriate logo from the drop down selection list.
Company’s logos are uploaded in System
Configuration. There is no limit on the number of
logos you can upload.

Print Logo?

Even if you have a logo selected, you can choose
to have the logo print (or not) by selecting this
check box. If the box is checked, your logo will
print, if not checked, your logo will not print.

General Print Fields

Select the fields that you want to appear on your
document

Line Item Print Fields

Select the fields for displaying your line items

Line Items

Select the line items you would like to print

Consolidate POs

Check this box if you would like all Delivery
Tickets to print together

Include Punch

Check this box if you would like to include Punch
lines

Punch Only

Check this box if you would like to have only
punch items print

Document Title

The default title is Delivery Ticket. Depending on
how you plan to use this document, you can
change the title to whatever text you want, some
examples are Customer Pickup, Will Call and
Drop Ship

Shipping Location Title

The default is Shipping Location. You can change
this field to whatever text you want

Dealer Contact

You can enter the name of a person that is to be
contacted regarding this document if desired

Ticket Comments

You can enter text in this field to relay instructions
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or any other information you want to appear on
this document

Print Ticket Comments Below Line ltems

This allows you to print your ticket comments
below the line items

Save These Print Preferences?

preferences.

General Print Field Options

Customer

If selected the customer name will appear

Customer Contact

If selected the customer contact from the
Project Info tab will appear

Shipping Location

If selected the shipping location from the
Install tab will appear

Install Location

If selected the install location from the Install
tab will appear

Vendor Address

If selected the vendor address will appear

Dealer PO

If selected the purchase order number will
appear

Customer PO

If selected the customer purchase order number
will appear

Proposal No

If selected the proposal number will appear

PO Date

If selected the purchase order date will appear

Bldg Mngmt POC

If selected the building management point of
contact from the Install tab will appear

Bldg Mngmt Phone

If selected the building management phone
number from the Install tab will appear

Bldg Mngmt Fax

If selected the building management fax
number from the Install tab will appear

Purchase Order Comments

If selected the purchase order comments will
appear

Line Item Print Field Options

Line Numbers

If selected your line items will be numbered

Vendor Name

If selected the Vendor Name will appear on
each line item

Product Name

If selected the Product Name will appear on
each line item

Item Number

If selected the Item Number will appear for
each line item

Item Description

If selected the Item Description will appear for
each line item

Item Quantity

If selected the Quantity for each line item will
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be displayed

If selected the Item Tagging will appear for

Item Tagging each line item

If selected the Item Finishes and Options will

Item Finishes & Options L
appear for each line item

Acknowledgement Number If selected the ACK Number will appear for

each line item

Ship Date IIf se!ected the Ship Date will appear for each
ine item

Receive Date If sele_cteq the Receive Date will appear for
each line item

If selected the Quantity Received field will
appear for each line item

Quantity Received

A sample Delivery Ticket appears below

Vandor Knolt, inc DQ"VQ!! TIQKQ!
Salos Rep: Test User Purchase Ovder: TST-8300
Proposal 5630

PO Dase: 02002016

Customar Insasliation Locaton

Test Customer New Test Customer
123 Main Street 111 First Street
Baltwore. MD 21228 Catonsvile. MD 21228

Ticket Comments: Ticke! comments here. Example of ticket comment.

Product/iemn No hem Description e Tagging Gty Oty Rova

Drvicands Horzon Worksarfaze, Rectanguiar. S6VWA36D, wil grommat
Hem No: DIRSEISS

Ofice Seating Life Char, Hgh Perfoemance Amms, Alumioum Base &
Hem N&: S5P34.A5K.GH  Levors, No Lumbar, Geey Haro Caster. medium
|Mandard) cytindes

KnoliStudio Hary Beriola Barstool. bar height. ful cover, black frame
llem No: 428C. 1.0

Purchase Order Summary Window

After you create your purchase orders, you can review them and make adjustments via the
Purchase Order Summary window. To view the Purchase Order Summary window, click on any
purchase order that exists in the Purchase Orders tab of any proposal.
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Purchase Order Summary

Purchase Order : 17-1129
KnollStudio

SRS a
Customer: Test Customer
Sales Rep: Test User
Vendor: knaoll
Purchased On: 8/24/2017
In House PO?: Mo [change]
Order Amount: $305.76
Total Sell: $305.76
Total List: $1,911.00

Shipping To: Test Customer
100 Frederick Road

Catonsville, MD 21228

Internal Purchase Order Notes:
[add anote]

[change]

External Purchase Order Motes:
[add anote]

Item Summary:

A I-ﬁ [check all]

Harry Bertoia Barstool, bar height, full cover, black frame
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Purchase Order Summary

Purchase Order : TST-8300

5 & 5 &

Cystorper: Test Customer

Sdles Bep: Test User

Yenflor: Knoll, Inc.

Print this Purchase Order

Dividends Horizon, Office Seating, KnoliStudio

Open the Communication Terminal
Print Delivery Tickets for this Purchase Order
Kill & Delete this Purchase Order

Purchase Order Summary Window Icons

Print this Purchase Order

This icon allows you to print a copy (or save a
PDF copy) of your purchase order. You can also
select If you would like to print the Net Price &
List Price, Net Price, List Price or Sell Price.

Kill & Delete this Purchase Order

This icon allows you to delete the purchase order.
If the product has been invoiced to your customer
or if you have received a vendor invoice against
this purchase order, you cannot delete it without
removing the customer invoice or vendor invoice
first

Print Delivery Tickets for this Purchase Order

This icon allow you to print a Delivery Ticket for
this purchase order

Open the Communication Terminal

This icon allow you to email or fax this purchase
order

Purchase Order Summary Fields

Customer

The Customer Name from your proposal

Sales Rep

The Sales Rep Name on this proposal

Vendor

The Vendor Name that the purchase order is made
out to

Purchased On

The Creation Date of the purchase order

Order Amount The Total Cost amount of the purchase order
The Total Sell amount of the product on this
Total Sell
purchase order
. The Total List amount of the product on this
Total List
purchase order
- The Ship To address for the product on this
Shipping To
purchase order
[change] Allows you to change the Shipping To address on
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this purchase order

Add internal notes about this purchase order here.

Internal Purchase Order Notes [add a note] This will not print on the purchase order.

Add text here that will be displayed on the
purchase order.

External Purchase Order Notes [add a note]

Entering Purchase Order Acknowledgement Information

There are two methods for entering your purchase order acknowledgement data. The first
method is to enter the information directly on the Purchase Order Summary window (Purchase
Orders tab on Proposal) and the second is to enter the information via the Project Status Report
(under Reports - Proposals & Sales - Project Status)

To enter acknowledgment information from the Purchase Order Summary window, open your
proposal and click on the Purchase Orders tab. Click on the purchase order that the information
is to be entered on to open the Purchase Order Summary window.

In the Item Summary section of this window you will see your purchase order line items
displayed. There are several icons

Item Summary:

L B Ld’ [check all]

ofksurface, Rectangular, 96Wx36D, with grommet  [=dit]

line]l 1 Pividends Harizon
w1 0 Trarm ke M1 ROR2AS Aorls A
Update Acknowledgement Numbers, Shipping and Receiving Dates on Selected Items
Delete Selected Line ltems
Add a Line Item to this Purchase Order

Item Summary Icons

Click on this icon to add line items to this
purchase order. The line item(s) to be added, must
Add a Line Item to this Purchase Order be entered on the Item Details tab, must have the
same vendor and must have the same ship to
address.

Click on this icon to delete any lines that have
been selected (check box to left on line item).
Delete Selected Line Items This will remove the selected line items from this
purchase order and they will revert back to a 'not
ordered' status on your Item Details tab.

Update Acknowledgement Numbers, Shipping and | Clicking on this icon open the Enter Ack Info
Receiving Dates on Selected Items window and allows you to enter your
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acknowledgement information on the selected line
items.

Clicking on this icon will select all the line items

[check all] on this purchase order.

Item Summary:

] B Lé? [check all]
Enter Item Information Below:: E3 .
| , with grommet [=dit]

Ack Mot |
Ship Date: v o535 Ak No:
Receive Date: v 6340 Ship .DEItE:
S5.40 Receive Date:

#| Life Chair, High Performance Arms, &luminum Base & Levers, N... [edit]

Line: 2 Offfce Seating
M 1 0N Ttarm kA EED2_4A_ASEK oS- Aol KA

In the example above, the [check all] button was clicked to select all the line items on this
purchase order, then the Enter Acknowledgement Info icon was clicked.

Enter the acknowledgement information into the appropriate input box and click on the Save

button to save your data. The selected line items will be updated to display the ack info you
entered as shown below.
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Purchase Order Summary

Purchase Order : 17-1129  Aully Acknowledged ¢1o-32)
Knollstudio

69 e
Customer: Test Customer
Sales Rep: Test User
Vendor: Knoll
Purchased On: B8/24/2017
In House PO?: No [change]
Order Amount: $£305.76
Total sell: £305.76
Total List: £1,911.00

Shipping To: Test Customer
100 Frederick Road
Catonsyille, MD 21228  [change]

Internal Purchase Order Notes:
[add a note]

External Purchase Order Notes:
[add a note]

-

A

When you close the Purchase Order Summary window your acknowledgement number will also
be displayed in parenthesis next to the vendor name in the Purchase Order tab window as shown

below.

Editing Purchase Orders

To edit the data on a purchase, click on the purchase order containing the line item(s) you wish

to modify to open the Purchase Order Summary Window.
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Each line item on the purchase order is displayed with the [edit] button to the right on the
product description. Click on the [edit] button to open the View & Edit a Booked Line Item
window.

View & Edit a Booked Line Item [ _ [ x|

F‘g Tk TEe | & Edit|
Yendor: Item Number: Item Description:
nall, Ine. |[D1roEzEG | \worksurface, Rectangular, 964 x360,

) ) with grommmet
Ship To: Item Tagging:

|New Test Customer || |

Product/Service: Item Tagging (2):
Dividends Horizon  [KDH] ¥ | |

Item Tagging (3):

| | p

Proposal Line Mo: Line 1
Quantity: Discount ID: Sample Discount
. ice: [ 827.00 Description: For user
Item List Price: 827.00 documentation
Discounting: | o0/% | 80f%| | % | % | | % Expiration:
: 132.32
ftem Cost: Extended Cost: $132.32
GP Margin: % OR|[__ | % Discount Off List Extended Sell: $165.40
Item Sell Prica: 163.40 Profit Dollars: $33.08

GP Margin: 20.00 %

Item Status: Ordered

Purchase Order: Est, Ship Date: Receive Date: Delivery Date: Invoice Date:

T5T-8300
09/29/2016 2:05 pm

and insert this item | Back where it was ¥ o

The edit window displays the line item details and all fields are locked. This is to allow you to
view the line item details without making any changes unintentionally. To unlock the data
fields, click on the Edit button in the upper right hand corner of this window and all eligible
fields will be unlocked.

¢ When editing purchase order data, certain fields will remain locked if the line item has
~  Dbeen invoiced. Once the line item has been invoiced, you can only change the cost of the
line item.

After making changes to the line item you must click on the Save button and your changes will
be saved.
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Receivables Tab

The Receivables tab is where you create your customer invoices, create pro forma invoices,
receive customer deposits and credit customer credits.

The Customer Invoices tab displays all customer invoices that were created on this proposals and
the Customer Credits tab displays all customer credits that were created for this proposal

Customer Invoices Tab

Proposal 5630 : User Documentation
* T

| Project infa | Design | Install || Item Detalls ‘;Pun.haw Grders | Recalvablas | Payables | Filg vault | Service & Punch _Ledger

“Customer Invoices Customer Cradits |

Sent By Amount Balance

Receive Customer Deposits
Create Pro Forma Invoice
Create New Invoice

Receivables Tab Icons

. Click on this icon to start the invoice creation
Create New Invoice
process
. Click on this icon to start the proforma invoice
Create Pro Forma Invoice
process
Receive Customer Deposits Click on this icon to receive a customer deposit

Create Customer Invoices

My Proposals

Proposal 5630 : User Documentation
- L+ )

Project Infu || Design || instoll | | ttem Octalls | | Purchase Ocrers || Recrivabies || Payables || File Voult || Service & Punch || Ledger
Customer Invoices || Custemar Cradits

@ @ 8

Inxoice No, Sent By Amount Balance

Yu have no customear myoicas to deplay under this propos s

Create New Invoice
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After clicking on the Create New Invoice icon the Select Line Items window will open. This
allows you to select the line items that you want to include on your customer invoice. You can
also select lines by Group. If you check the selection box to the left of any Group name, all the
line items contained in that group will be selected. Click on the Next button to continue the
invoice creation process.

Create a New Customer Invoice B

Select Line Ttems

Item No item Descr [tem Sell Ext Sell

Group: Section 1

una: 1 &nol, Jnc. ; Dividands ~onzon

Worksurface, Rectangular, S8Wx26D,
D1RSS3IEG with grommet $165.40 $165.40

Ung! 2 &noW, Inc. | Office Seating

Life Chair, High Performance Arms,
Aluminum Base & Lavers, No Lumbar,
Gray Hard Caster, medium (standard)
S55P3. 4. 851G cylndar $348.80 $348.80

Lne: 3 Knol, Ine, | KnolStuao

Harry Bartoia Barstool, bar height,
428C-14 full caver, black frame $382.20 $382.20

Group Total: $896.30

The Review Your Invoice window will open.
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Create a New Customer Invoice

mE

Review Your Invoice

<= Bach Creats [nvoice
Your mvoics praview 15 shown below, Please review and make sure there are no errors, When you are ready to contrus click 'Create
Invaice’.
Invoice Preview : Test Customer Iterns To Be [nvewcad (2):
Invoice To! Test Customer Qty Item Desce Ext Sell
$896.40 Tota Sell {update 32:] 1.00 Worksurface, Rect $165 40
00 Tax
$0.00 T 1.00 Lfe Chair, High ., $348.30
$896.40 Invoice Total
1.00 Harry Bartols Bar, $as2.20

Invoice Date: ot v (10 v 2ors |
Sutwnit Via: Mail v
Submi TO! | Tast Customer

123 Main Strest
Salmore, MD 21222

Remet To: | Dealer Choice Systems ¥
Company | DCS_Address_Logo oG ¥
Logo!
¢ Prrt Logoa?

Prnt Prefs: | Salect my prnt opbions ¥

The Review You Invoice window displays the invoice information for you before the invoice is
created. Several of the fields in this window can be edited.

Review Your Invoice Fields

[update tax]

This link allows you to update or modify the tax
rules that have been applied to the proposal.
Clicking on this icon will open the Change Tax
Rules window and allows you to either apply sales
tax or modify the tax rules that were applied.
*Image Shown Below*

Invoice Date

You can pre or postdate your invoice created date
by adjusting the date here. The default is the date
you are running this process

Submit Via

The Submit Via options allow you to choose how
your invoice is to be submitted to your customer.
You can select Email, Fax or Mail. If you select
the Mail option, then the invoice will be created
and the invoice PDF preview window will open
displaying your final invoice. You can then print a
copy of the invoice to mail to your customer. If
you select the Fax option, you must enter the
customers fax number. If you select Email, you
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will see a selection option list of any customer or
vendor contacts that exist in Dealer Choice from
the customer or vendors Contacts tab. You can
select an existing email address or enter an address
in the open text field below the displayed contacts.
The invoice will be created and submitted to the
message gqueue to be processed as an email or fax
to your customer.

The Submit To field allows you to choose where
your invoice is being sent. Here you can input a

Submit To mailing address, email address or fax number
depending on what you selected in the “Submit
Via” option (in the previous field)
If you have defined remit to addresses in your
Remit To System Configuration, you will have the option of

which remit to address is to be printed on your
invoice.

Company Logo

If you have multiple company logos uploaded in
your System Configuration, you can select which
logo is to appear on this invoice.

Print Prefs

If customer invoice print preferences has been
saved, then the print preferences options will be
available for selection here

Create Invoice

Clicking on this button will complete the invoice
creation process and your invoice will be created.
You invoice will appear as in your Receivables
tab.

[update tax]

Change Tax Rules

Change Proposal Tax

multiple.

Don't apply any tax rules
MARYLAND (5%

- Baltimore (2%)

-- Catansville (1%)

There are tax rules established within the state of MARYLAMD,
Please determine which tax rules should be applied to this proposal. Use the CTRL key to select
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The [update tax] link allows you to add or modify the tax rules that were applied to your
proposal during finalization. Select the tax rules to be applied to your customer invoice and click
on the Save Tax button. You invoice Preview window will update to display the new tax rules
applied.

Pro Forma Invoice

The pro forma invoice option allows you to generate a document that can be used for many
purposes. The document can be used to create what looks like an invoice, proposal, or a
receipt/invoice for a customer deposit.

~ The pro forma invoice has absolutely no accounting impact at all. It is simply a
5] document that you can use to create an "invoice" for a customer deposit, or to request a
payment from your customer without having to create a customer invoice. If you receive
a payment that is the result of sending a pro forma invoice, you will receive that payment
as a deposit on the proposal. When you do create the customer invoice, the deposit
amount obtained from the pro forma invoice can be applied to that invoice. There is no
limit to the number of pro forma invoices you can generate.

Proposal 5630 ; User Documentation
. %

| Project Infe || Design || Install | | item Detalls || Burchase Orders || Recelvables || Payables || Elle Vault || Service & Punch || Ledger |

Customer Involces | Customer Credits |

B @ B

I ivolce No, Datg Sent By Amount

You haye no customer Invoxses 9 asplay under this proposal

Create Pro Forma Invoice

Click on the Pro Forma invoice icon and the Pro Forma Invoice Print Options window will open
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Print Pro Forma Invoice

_ | %

Pro Forma Invoice Print Options

Print Prefs:

Select my print options below ¥

Company Logo:

DCS_Address_Logo, PG r

Print Loga?

General Print Fields:
bold crtrl key for rmultiple

Print Logo on First Page Qnly

Invoice Description

Invoice Totals

Total Due

Group Totals

Page Break After Groups -

Line Item Print Fields;
haold crtrl ey for maltiple

Line Murmbers

Wendaor Mame

Product Mame

Item Mumber

Item Description

Item Quantity -

Line Items:
[toggle all]

Knoll, Inc. : Dividends Horizon
waorksurface, Rectangular, 96'Ws...
Knoll, Inc. : Office Seating

Life Chair, High Perfarmance &...
knoll, Inc. : Knollstudio

Harry Bertoia Barstool, bar he...

Teknion Inc : General Furniture Sales

Crme=l el | |

Invoice Message:

Invoice message here

+% Percentage:
OR.
$F Amount

%o of proposal or selacted line items

L]

Invoice Details:

Print Summarized by Group ¥

Include Deposits:

rd

Document Date:

[1o/12/2016 |

Document Title:

|Test Pro Forma Invoice |

Profarma Invoice Mo:

[PFs630 |

Invoice Description:

[User Documentation |

Remit To:

Dealer Choice Systems ¥

Address:

Dealer Choice Systems
P.O. Box 21058
Baltimore, MD 21228
877-769-1865

Footer Message:

Thank you for your business!

Save to File Wault?

Save These Print
Preferences?
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Pro Forma Print Options Fields

Print Prefs

If print preferences have been saved, you can
select from the available options here

Company Logo

If multiple company logos have been uploaded in
your System Configuration, you can select which
logo is to be applied to your document

General Print Fields

These fields affect the overall appearance and
header information on your document *See Chart
Below for More Details*

Line Item Print Fields

These fields affect the appearance of each line
item on your document *See Chart Below for
More Details*

Line Items [toggle all]

Select the Line Items to appear on your document,
the [toggle all] button will select all line items.
You must select at least one line item to appear on
your document.

Invoice Message

You can type a specific message to appear on your
document by entering that text here

You can enter a percentage amount of the total of

$$ Percentage the selected line items to appear as the amount due
on your document
$$ Amount You can enter a specific dollar amount to appear

as the amount due on your document

Document Title

You can change the title of the document to any
text you want by entering that text here. This
gives you the flexibility to use this document in
multiple ways. The text you enter here appears at
the top of the document

Proforma Invoice No

The default is PF - followed by the proposal
number. This is your only link to the proposal that
you are creating the pro forma invoice for. This is
a free text field and you can enter any number that
you wish.

Invoice Description

You can enter any text you want here. This text
may be a description of what the document is for.

If you have entered multiple Remit To addresses in
your System Configuration, you can select the

Remit To .
remit to address you want to appear on your
document

Address The default is your company address. You can

change the address here if desired

Footer Message

The default is the invoice footer message from
your System Configuration. You may change this
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text here if desired

Save to File Vault?

If selected a copy of this document will
automatically be saved to the File Vault of this
proposal

Save Print Preferences

This option allows you to save the print options
that you have selected above for use on future pro
forma documents.

General Print Fields

Print logo on First Page Only

If you only want your company logo to appear on
the first page select this option

Invoice Description

If you want the text in the Invoice Option input
field to appear select this option

Total Due If selected the total amount of the line items you
selected will appear on your document
Group Totals If selected and if you have groups on your

proposal each group will appear with a sub total
amount

Page Break After Groups

If selected and if you have groups on your
proposal a new page will print after each Group
has printed

Group Summary

If selected and if you have groups on your
proposal each group name and subtotal will be
listed at the end of your document

Tax Detail

If selected this will display all tax rules selected in the
totals section. The rule name, tax percentage and dollar
amount will be displayed

Tax Amount Due

If selected the sales tax applied to the proposal will
appear on the document

Customer PO

If selected and if the Customer PO field on the
Project Info tab is populated the Customer PO data
will appear on your document

Billing Address

If selected the Customer address from the project
Info tab will appear on your document

Shipping Location

If selected the Shipping Location from the Install
Tab will appear on your document

Installation Address

If selected the Installation address from the Install
Tab will appear on your document

Panel Attribute Details

If selected and if Teknion panels have been
imported into your proposal then panel details will
appear on your document
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Line Item Print Fields

Line Numbers

If selected your line items will be numbered

Vendor Name

If selected the Vendor Name will appear on each
line item

Product Name

If selected the Product Name will appear on each
line item

Item Number

If selected the Item Number (product code) will
appear for each line item

Item Description

If selected the Item Description will appear for
each line item

Item Quantity

If selected the Item Quantity will appear for each
lien item

Item List Pricing

If selected the item List Price will appear for each
line item

Extended List Pricing

If selected the Extended List pricing will appear
for each line item

Item Sell

If selected the item Sell Price will appear for each
line item

Extended Sell

If selected the Extended Sell pricing will appear
for each line item

Item Tagging

If tagging was used on the Item Details tab the
tagging will appear for each line item

Item Finishes & Options

If selected the Finishes and Options will appear
for each line item

Zero Sell Items

If selected line items with a zero sell price will
appear on your document

Discounting

If selected the Discounting used will appear for
each line item

GP Margin

If selected the GP margin percentage will appear
for each line item

List Discount

If selected the Discount Off of List used will
appear for each line item

If selected and the Item Special flag is set
(imported files only) then the item special

Item Special information will appear for each line item that is
flagged as a special
If selected the Item Cost will appear for each line
Item Cost

item

Extended Cost

If selected the Extended Cost for each line item
will appear
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Receiving Customer Deposits

There are two methods for receiving customer payments. The first method is from the
Customers menu options (Customers - Receive Payments). This method is discussed in “Receive
Customer Payments” under the “Customer” section on this document. The second method is
from the Receive Customer Deposits icon on the Receivables tab on the proposal, which is the

method discussed here.

My Proposals

Proposal 5630 ; User Documentation
* %

Costomer Invoices | Customar Cradits |

B & 8

Inyoic s Ne. Dote Sent By Amount

You have no pustamer invoxes to display under thes propasal

Receive Customer Deposit
Both options open the same Receive Customer Deposits window.
Receive Customer Deposit M E

Receive a Deposit For Proposal 5630

Customer: Test Customer

CheckNo: [ | [Recsive From Unapplied Receipts]
Receipt Date: | oOct v|1z ¥ El
Amount:
Account: 100.01 : Operating Cash v
Comments:

Receive Deposits Fields

The customer name will be filled in for you from
Customer . .
the proposal information
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Check No

Enter the customers check number that you have
received

[Receive From Unapplied Receipts]

If deposits have been received for this customer
but have not been applied to any proposal, you can
select and assign unapplied deposits with this
option

Receipt Date

Enter the date that you receive the deposit

Amount Enter the amount of the deposit
Select the cash account that you are receiving the
Account L
deposit into
This is a free text field that you can enter text into
Comments to describe the deposit or note any information you
feel necessary regarding this payment
Save Click on the Save button to save your entry

After entering the customer deposit information and clicking on the Save button, the deposit
information will be saved and listed in the Receivables tab. Customer deposits are displayed as

Customer Deposits as shown below.

My Proposals

Proposal 5630 1 User Documentation

* z

Preject tnfe | Design | imstall  item Details || Purchase Ondors | Receivablos

Customer Inveices | Customer Cradits

Shewing 1 - 2 of 2 propesal receivables

B a A

laveice No, Rate Sent By

Payahies | File Yeult || Service & Punch || Ledger |

Ameum

05 BOITRN

047 10/12/2016 Mail

$10000 $100.00

$E36.40 £6986 40

To apply a deposit directly to an invoice, click on the invoice and then click on the Receive
Payment tab. You will see a link called [Receive From Proposal Deposits].
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customer Invoice Summary M E

Customer Invoice : 3847
[ z
5B e % E
| Invoice Details | Receive Payment |
Check Mo: | | [Receive From Proposal Deposits]
Receipt Date: | oct * (12 ¥ o1 |TE] [Apply custarmer Credits]
Amount:
Account: 100.01 : Operating Cash v
Comments:
4
Save Payment
A
Click on this link to select the deposit and apply it to your customer invoice.
Customer Inveice Summary (_§ x|
Customer Invoice : 3847
I} z
o Bl % B
| Invoice Details | Receive Payment |
Check No: | | select From Available Deposits: E
Receipt Date: |[oct v|[12 v |zo1e | l*| 10/12/2016 - $100.00
Amount:
Account: 100.01 : Operating Cash v
Comments:
-
Save Payment

A

Once the deposit has been applied to an invoice, the balance of the deposit will update to zero (if
the entire deposit has been applied) to indicate that the deposit balance has been applied.
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My Proposals

Proposal 5630 1 User Documentation
® ¥
Project Infe || Design | Instell | ftesn Details || Purchase Orders || Receivables | Payables | File Voolt | Secvice & Punch | Ledger

Customer Involces | Customer Credits |

Shewing 1 - 2 of 2 proposal receivables
B m B

laveice No, Sent By Amuount Balance

10/12/2016 $100.00 $0.00

5T Qs ey

10/12/2010 Mai $394.40 $750.90

Receiving Unapplied Receipts

If you have received a payment from a customer as an unapplied deposit (did not receive it
directly on a proposal) then you will see the [Receive From Unapplied Receipts] link in the
Receive Customer Deposit window. Unapplied deposits must be applied to a proposal before
they can be used on an invoice. Clicking on this link will display any unapplied deposits that
exist for this customer. You can select the unapplied deposit and apply it to any proposal for this
customer so it can be used as a payment towards an invoice.

Deposits not applied to a customer invoice can be moved to another proposal for the customer.
If the deposit was received on the wrong proposal, you can click on the "move deposit to another
proposal™ link to move it.

View & Edit Customer Deposit [ _ | x|

...
View & Edit Proposal Deposit: 5630

Mawa dapaxil Lo analhar pigpazal

Customer: Test Customer

Check No:

Receipt Date: 10/12/2016

Amount: 100,00

Account: Operating Cash

Comments:

&\ 4
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Select the correct proposal number and click on the Go button and the deposit will be moved for
you.

View & Edit Customer Deposit M E

|
View & Edit Proposal Deposit: 5630

Mave Ta Prapa=al Ha: | | [ Cancel ]
Customer: Test Customer

Check No:

Receipt Date: 10/12/2016

Amount: 100.00

Account: Operating Cash

Comments:
P

Receiving Payments On An Invoice

There are two methods for receiving customer payments. The first method is from the
Customers menu (Customers - Receive Payments). The second method is from the Receivables
tab on the proposal which is the method discussed here.

My Proposals

Proposal 5630 1 User Documentation
- o)

| Projuct Info | Dasiga || Install || Itam Detalls | Purchase Orders | Receivables | Payables | Flle Vaull | Service & Punch || Ledger |

Customer [nvoices || Customar Credits |

Showing 1 - 1 of I proposal receivables
TS

Involcs No, Date Sent By Amount Balaace

Tost Custorner

3847 10/12/2015 M $996.40 $896 40

There is a difference between receiving a customer deposit and a receiving a customer payment.
A deposit can be entered at any time via the Receivables tab by clicking on the Receive
Customer Deposits icon as noted above. An invoice does not need to exist to receive a deposit.
When customer invoices are created, any existing deposits will automatically be applied to the
invoice. You do have the option of removing the deposit from the invoice if you wish.
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A customer payment is any payment that the customer has sent to you from them receiving a
customer invoice. Payments are entered via the Receive Payment tab.

To receive a payment on an invoice, click on the invoice in the Receivables tab that the payment
is to be applied to and then click on the Receive Payment tab.

Customer Invoice Summary M E3
Customer Invoice : 3847
I} Z
oGk oey s B
| Invoice Details | Receive Payment |
Check Mo: | | rReceiue From Proposal Deposits]
Receipt Date: |[Mov ¥ |3 ¥ |zois | [Apply Customer Credits]
Amount:
Account: 100.01 : Operating Cash v
Comments:
“
Save Payment
£

Receive Payment Tab Icons

Print invoice

Opens the invoice print options window to allow
you to select which attributes are to appear on your
document

Delete invoice

This icon allows you to delete a customer invoice.
An invoice cannot be deleted if payments have
been applied to the invoice. Any payments
applied to a customer invoice must be removed
from the invoice before the invoice can be deleted

Email & Fax Terminal

Allows you to access the email and fax terminal to
transmit your documents

Apply finance charges to invoice

Allows you to apply finance charges to the
customer invoice

Issue credits on invoice

Allows you to create and apply credits on this
customer invoice
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Receive Payment Fields

Check No

Enter the customer's check number or payment
identification number

[Receive from Proposal Deposits]

If deposits have been received on this proposal but
have not yet been applied, this link will display.
Clicking on this link will display all available
deposits. Select the deposit to be applied to this
invoice and click on the Go button and the deposit
will be applied.

Receipt Date

The Receipt Date defaults to today's date. You can
change the Receipts date if you choose by editing
the date fields here

[Apply from Customer Credits]

If customer credits exist for this customer, this link
will display. Click on this link to view the
available credits and to select a credit to be applied
to the invoice

If you have selected a deposit or credit, the amount
field will be populated for you. Otherwise enter

Amount the amount of the customer payment that your are

receiving

Select the cash account that you are receiving the
Account .

payment into

This is a free text field that you can use to enter
Comments

information regarding this payment if desired.

Save Payment

Click on the Save Payment button to save your
payment entry. The customer invoice will be
updated with the payment information and the
Receipt Log tab will now appear in the Customer
Invoice Summary window.

Receipt Log Tab
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Customer Inveoice Summary M E
Customer Invoice : 3847
L} 7
Invoice Details | Receive Payment | Receipt Log |
There are 3 receipts against this invoice.
This Invalioe has an outstanding balance of $491 .40
Check No Account Rcpt Amount
fl=tad 11/03/2016 Dperating Cash £215.00
223 11/03/2016 Applied from Custormer Deposit £50.00
Q9387 11/03/2016 Applied from Customer Credlt £140.00
Total Invoiced: $896.40
Total Received: $405.00
Balance Due: $491.40
|

The Receipt Log Tab exits once you have received a payment or entered a credit on the customer

invoice. The Receipt Log tab allows you to view what payments have been applied to the

customer invoice. To see the details of any of the payments displayed here, click on the payment
record in the list. To remove a payment from the invoice, you must click on the payment in the
Receipt Log tab and then click on the Delete button. The invoice balance will update to reflect

that the payment has been removed from the invoice.

Invoice Print Options
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Print Inveoices

Invoice Print Options

Print Prefs;

Select my print options below ¥

Company Logo:

DCS_Address_LogoJPG ¥

Print Logo?

General Print Fields:
hold cntr! key for multiple

Customer Contact
Customer PO

[tem Groups

Group Totals

Pane Rreak after Grol

ns

Line Item Print Fields:
hold cntel kay for multiple

Line NMumbers
Item Mumber
Item Description
[tem Quantity
Item Sell
Extended Sell

Thm mm 1 i

Invoice Details:

Print Line Item Details A

Docurnent Title:

Invoice

Custamer Contact:

Invoice Footer Message:

Thank you for your business!

Save These Print
Preferences?

Invoice Print Options

Print Prefs

If a print preference has been saved via the Save
These Print Preferences option, your saved
preferences will be displayed and available for
selection in this drop down selection box

Company Logo

If you have uploaded logo's in your System
Configuration you can select the desired logo to
print on this document here

Print Logo

You can select to have the company logo print on
your document or not by checking or unchecking
this box

General Print Fields

These items affect the overall appearance on your
document
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Line Item Print Fields

These items affect the appearance of the line items
on your document

Invoice Details

This option allows you to select if line item details
are to be displayed on your document

Print Line Item Details

Select this option to print details for each line item

Print Summarized by Group

Select this option to print your document
summarized by Group

Document Title

The default is "Invoice”. You can change the
document title to whatever text you enter here

Customer Contact

You can enter a specific customer name here to
have appear on your document. If you enter text
here you must select the General Print Field option
called Customer Contact

Invoice Footer Message

This text defaults to what you have defined in your
System Configuration default, but if you want
different text to appear in the footer of your
document, enter it here

Save These Print Preferences?

If you wish to save specific print options, you can
use this function to save this set of print options.

If a customer has a specific way they want to see
their invoices, after selecting the options, you can
then save those print options using the customer's
name and then select that set of print options when
creating invoices for that customer so you do not
have to change your print options when you print
an invoice for that customer

Print Invoice

Click on this button to generate the PDF preview
of your document with the print options you have
selected.

General Print Fields

Customer Contact

Select this option to have the Customer Contact
from the Project Info tab appear or from the
Customer Contact input field below in the invoice
print options window. Otherwise, you can enter a
contact name here.

Select this option to have the Customer PO

Customer PO Number from the Project Info tab appear

Item Groups Select this option if you want your Group Names
(as grouped on the Item Details tab) to appear
Select this option to have Sub Total Amounts

Group Totals

appear for your item groups

Page Break After Groups

Select this option to have your Groups start on a
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new invoice page (each group will begin a new
page)

Proposal Description

Select this option to have your Proposal
Description appear

Proposal Comments

Select this option to have your Proposal
Comments appear

Installation Location

Select this option to have your Installation
Location appear

Remittance Address

Select this option to have your Remittance
Address appear

Tax Detalil

If selected, this will display all tax rules selected in
the totals section. The rule name, tax percentage and
dollar amount will be displayed.

Display Sub Totals

If selected and if Products and Services have been defined
as Sub Total fields in System Configuration, then the
appropriate subtotal fields will appear at the bottom of
your invoice.

Line Item Print Fields

Line Numbers

Select this option to have Line Numbers appear for
each line item

Item Number

Select this option to have the Iltem Number or
product/part number appear

Item Description

Selected this option to have the Item Descriptions
appear

Item Quantity

Select this option to have the item Quantities
appear

Item Sell

Select this option to have the Sell Price appear

Extended Sell

Select this option to have the Extended Sell Price
appear

Item List

Select this option to have the List Price appear

Extended List

Select this option to have the Extended List price
appear

Item Tagging

Selecting this option will allow for any tag data either
imported or entered manually to be displayed on the
invoice for each line item

Item Discounting

Select this option to have the Item Discounting
appear

List Discount

Select this option to have the Discount Off of List
price appear

Item Product

Select this option to have the Product & Service
type appear

Item Finishes & Options

Select this option to have the Item Finishes and
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Options appear

Select this option to exclude the vendor name from

Hide Vendor Name .
each line

Select this option to have items with a zero sell

Zero Sell Items i
price appear

Apply Finance Charges to a Customer invoice

To apply finance charges to a customer invoice, click on the Apply Finance Charges icon to open
the Add Finance Charges window.

Add Finance Charges ™ E3

Custoner Invoice @ 3847

Invoice Date: 10/12/2016
Due Date: 10222016
Days Past Due: 1o Days
amount: $896.40
Balance: £491.40

&dd charge to: * || Remaining Balance
Posting Date: * | [Mov ¥ |7 ¥ [zote |CE]

Interest Rate: |:| Ya
Finance Charge: * |:|

Cormrment: *

Fesend Invoice:

Save & Apply

‘».,_‘.f‘ Fields followed with an asterisk (*) are required fields and must be entered.

Add Finance Charges Fields
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Add Charge To *

You can select to apply finance charges on the
Remaining Balance due or to the Invoice Total
amount.

Posting Date *

The default is today's date, this is the date that the
finance charge entry will be dated in your journal

Interest Rate

Select the interest rate of the finance change to be
applied. This rate is used to calculate the finance
charge on either the Remaining Balance or the
Invoice Total

Finance Charge *

You can enter a specific finance charge amount if
you do not enter an Interest Rate.

Comment *

You can enter a free text comment regarding your
finance charge entry. This comment does not
appear on your invoice, it appears in the memo
field on the journal entry made for this transaction

Resend Invoice

If this box is checked, after applying the finance
charges to the invoice, the invoice will be resent to
your customer if the invoice was emailed or faxed
to them originally. If the invoice was printed and
mailed, this has no affect

Save & Apply

Click on this button to save the finance charge and
to have it applied to your customers invoice

Finance charges will appear in the totals section of your customer invoice and will be included in

the Invoice Total amount due field.

My Praposals

Customer Credits Tab
Proposal 5630 t User Documentation
& .2
Project infe | Design | dastall | Item Defails || Purchase Orders | Receivables
Customer Invalces | (u".(nmrr Credits ]
Shewing 1 - 1 of 1 prepesal (redits

Cradit Ny

Payables | File Yault || Service & Pundh Ledyer

Amuunt Balance

$140.00 $0.00

The Customer Credits tab displays any credits that have been issued on invoices on the proposal.

Issue Customer Credits on an Invoice
To issue a credit on an invoice, click on the invoice that the credit is to be applied to and then
click on the Issue Customer Credits icon to open the Issue Credits window.




Issue Credits on Invoice 2010-191

Customer Invoice : 2010-191

Customer: Test Customer 3
Invoice Date: 056-10-2010
Invoice Total: $5,247.00

Invoice Balance: $5,247.00

Use this tool to issue credits on specific |
selecting a line item, you may indicate a

When finished, click the 'Issue Credits' button below.

ine items on your invoice. By
credit amount for each item.

Boulevard : Boulevard Product

|
$1,250.00 |

Code: | AUTO -- [40-001 : Sales - Products] ;] Amt: 100.00

Ability : Ability Table

$3,700.00 :

Credit Amount:

$100.00 Credit
$6.00 Tax
$106.00 Total

Reference No:

[CR-2010-1910 l

o =z =1zowo]r

Credit Date:
Comments: ;J
Save Credit .

ha

To issue a credit, select the line item(s) that you are issuing the credit for by placing a check
mark in the line item selection check box. Then enter the amount of the credit. The sales tax
rules used when the proposal was finalized will be used to calculate the sales tax on the item
being credited. In this case, 6% percent sales tax was charged on the product. The credit amount
is $100.00, plus the $6.00 (6%) sales tax for a total credit of $106.00. The sales tax amount, per
the credit amount will be displayed as well.

Issue Credits Fields

Select the credit code to be used for your credit.
You can define credit codes in System
Configuration or you can use the "AUTO"

Code selection. This option will credit the product or
service account defined by the product/service
code used on this line item.

Amt Enter the amount of the credit to be issued for the
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selected line item

The Reference No field is automatically populated
with the letters "CR - " followed by the original
invoice number. You can change this number if
desired but it is not recommended. Each customer
credit will be issued a unique Reference number
by the system.

Reference No

The Comments field allows you to enter free text

Comments describing the credit.

The Credit Date field defaults to today's date,
Credit Date however, you can post and/or predate your
customer credits by changing the date in this field.

Click on the Save Credit button to apply the credit

Save Credit to the invoice

S If sales tax was applied to the invoice during proposal finalization or during the invoice

= creation time ([update tax]) then the sales tax rules applied will be used to calculate the
amount of tax due to your customer for the credit amount and that tax amount will appear
in the Tax field in the Credit Amount summary section.

After the credit has been applied to the invoice, the Customer Invoice Summary window will

update to display the applied credit amount as shown below. The Open Balance amount includes
the credit amount issued.
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Customer Invoice Summary

_§ X}

Customer Invoice : 2010-191

ELL

’ Invoice Details |[Receive Payment H Receipt Log ]

Invoice To:
Sales Rep:
Invoice Date:
Due Date:
Currency:

Rate:

Invoice Amount:

Open Balance:
Invoice Date:
Sent By:

Sent To:

Remit To:

Item Summary:

Boulevard Product
Line: 1 Boulevard
Qty: 2.00

Item Cost: $500.00
Ext Cost: $1,000.00

Ability Table [edit]
Line: 2 Ability

Oty: 4.00

Item Cost: £740.00

Test Customer 3
Test User
06-10-2010
07-10-2010
USD Amounts shewn in CAD
1%
$4,950.00 Total Sell
$297.00 Sales Tax

$5,247.00 Total Invoiced
($106.00) Credit Applied
$5,141.00

06-10-2010

Standard Mail

Test Customer 3
100 North Avenue
Baltimore, MD 21228

Primary Remit To Address
Baltimore, MD 21228

[edit]

Item No: EB1234
Item Sell: $625.00
Ext Sell: $1,250.00

Item No: AB12345
Item Sell: $925.00

Ack No:
Ship Date:
Receive Date:

Ack No:
Ship Date:

|»

<
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Delete or Edit a Customer Credit

You can edit or delete a customer credit from the invoice the credit was issued on or from the
Customer Credits tab.

To delete or edit a credit from the invoice, click on the invoice in the Receivables tab, then click
on the Receipt Log tab. Any credits issued will be displayed here as shown below.
customer Invoice Summary M E

Customer Invoice : 3847
s e % B

Invoice Details | Receive Payment | Receipt Log |

There are 1 receipt against this invoice.
Thiz Involce has ah outstanding balance of $9586.40

Check Mo Account Rcpt Amount

223 110372016 Aoplied from Custormer Deposit £50.00

Total Invoiced: $896.40
Total Received: $50.00
Balance Due: $986.40

A

Click on the appropriate credit from the list displayed to open the Edit Invoice Credit window as
shown below.
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Edit Invoice Credit CR-2010-1910

I |

Customer Invoice : 2010-191

Customer: Test Customer 3
Invoice Date: 06-10-2010
Invoice Total: $5,247.00

Invoice Balance: 35,141.00

Use this tool to issue credits on specific line items on your invoice. By
selecting a line item, you may indicate a credit amount for each item.

When finished, click the 'Issue Credits' button below.

Boulevard : Boulevard Product $1,250.00
Code: ]-- AUTO -- [40-001 : Sales - Products] ;j Amt: 100.00
Ability : Ability Table $3,700.00

Credit Amount: | $100.00 Credit
$6.00 Tax
$106.00 Total

Open Balance: | 30.00

Reference No: | [CR-2010-1910 |

Credit Date: | 07-02-2010

Comments: :_l
=
| Save Credit | [ Delete Credit |

=

You can edit the credit amount by changing the credit dollar value and then click on the Save
Credit button or you can delete the credit by clicking on the Delete Credit button at the bottom of
the window and the invoice will be updated.

The credit can be edited or deleted from the Customer Credits tab as well. Just click on the
credit to be edited or deleted in the Customer Credits window and the Edit Invoice Credit
window will open. Follow the steps described above for editing or deleting the credit.

Proposals Payables Tab
Payables Tab

The Payables tab can be used to enter vendor invoices that are received for Purchase Orders
created on this proposal. Vendor invoice can also be received from the Vendors - Receive & Pay
Bills menu option. Only vendor invoices and vendor deposits can be flagged for payment.
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You cannot pay vendor invoices or vendor deposit requests from the Payables tab. Vendor
invoices and deposit requests must be paid from the Receive & Pay Bills window.

To view or enter Payables for this proposal, click on the Payables Tab to view the payable
information.

Proposal 5630 1 User Documentation
- L)

| Project lnfo | Design || Install || Item Details  Puechase Orders || Recvivables | Payobles | File VouR || Service b Pusch || Ledger |

vendor 8ills | Memo Costs || Cemmissians Paid

Showing 1 - 5 of 5 vendor invoices for this preposal,

i
Yendor Invoice No, lavoice Date Dye Date Amount
¥noll, Inc. T5T-B300 TL.1001 09/08/2016 12/03/2016 $250.00 $250.00
¥noll, Ire. TST-8300 T-100 10/08/2016 12/01/2016 $1:8.00 $113.00
¥nell, Ire. T5T-8300 TI-6678 09/16/2016 12003/2016 $349.12 $349.12
Taknion Inc TST-8403 33483 11/08/2016 11/26/2016 $340.00 $340.00
Herman Miler T5T-8404 HM-E832 110802016 120872016 £2.100.00 $2.100.00

If no payables have been entered for purchase orders on this proposal, then you will only see one
icon and that is the "New vendor bill/deposit” icon. This icon allows you to enter vendor bills or
to create a vendor deposit payables entry. (See “Entering a Vendor Payable” below for
information on entering vendor bills and deposits)

My Proposals

Proposal 5630 : User Documentation

* 7

| Project 1nfn || Design || Install | 1tem Details || Purchose Ondors | Receivables | Peyables | Filo Vault  Service & Punch || Ledger
vendor Bills Manin Costs  Commissions Paid |

‘e

Inyoice Ne, Inveice Date Due Date Balonce

YU N3¥a MO ¥ENEar NYDIOSS T0 dsSplay e s Oropos

New Vendor BilllDeposit for this Proposal

There are three tabs available under the Payables tab.

Vendor Bills Tab

The vendor bills tab is where you can enter vendor payables and vendor deposit requests.
Payables can be flagged for payment but they cannot be paid from this tab. They must be paid
from the Vendors - Receive & Pay Bills menu option. See below for more details.
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Memo Costs Tab
Memo Costs (additional proposal costs) can be added to a proposal using the Memo Costs tab.
See below for details

Commissions Paid Tab
The Commissions Paid tab will display and commissions paid to sales reps on this proposal.

Entering a vendor payable

The New Vendor Bill/Deposit for this Proposal icon is the only icon that will exist until payables
have been entered. Click on this icon to enter a vendor invoice or to create a vendor deposit

payable.

My Proposals

Proposal 5630 @ User Documentation

. 7

| Project 1afn || Design | Install  1tem Details | Purchase Ondors | Receivables | Peyables | Filo Vault  Service & Punch || Ledger
vendar Bills || Memo Costs | Gommissions Paid |

‘e

Inyoice Ne, Invoice Dot Due Date

YU N3¥a MO ¥ENEar NYDIOSSE T0 dSplay e s 0ropos

New Vendor Bill/Deposit for this Proposal

This icon will open the following input window.
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Create a New Yendor Inveice/Deposit

Create a New Vendor Invoice/Deposit
Vendor: v
Type: |[Bill v
PO Mo: | | Selact viendor First.., v
Hold Payment:
Invoice Amount: [ ]
Invoice No: | |
Invoice Date: |Nov ¥ |[9 v |zote |
Date of Receipt: |MNov ¥ (|5 ¥ E|
Due Date: | Mow Y| 24 ¥ E|
Exclude Manual Credit?:
Notes:
s
Total Expenses:
Account Amount Memao Proposal
| O | | | | | |
| |© | | | | | |
| O | | | | | |
add rmore lines

Create A New Vendor Invoice/Deposit Fields

Select the vendor that issued the payable from the
drop down selection box. This selection box will

Vendor display vendor names for which purchase orders
have been created for on this proposal.

Type Select the payable type from the drop down
selection box. You can select Bill or Deposit.
Enter the first few characters/digits of the purchase

PO No order that you are creating the payable for and and

matching entries will be displayed. Select the
correct purchase order number from the list
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presented

Hold Payment

If this box is checked, the payable will be placed
on hold. It cannot be paid while on hold. It will
appear in red text to indicate that the payable is on
hold.

Invoice Amount

Enter the amount of the invoice

Invoice No

Enter the invoice number here

Invoice Date

Enter the invoice date here. This field defaults to
today's date

Date of Receipt

Enter the date that your received the invoice. This
field defaults to today's date

Due Date

Enter the Due date of the invoice. This field
defaults to today's date

Exclude Manual Credits

Notes

You can enter any text you desire here concerning
this payable. Anyone reviewing this payable will
see the notes entered here. This text does not
appear on any documents.

Total Expenses

Enter your account distribution here

Account

Select the expense accounts here. For every
payable that you are entering that is the direct
result of a purchase order you have created, you
will use your Work In Progress (WIP) account as
the first expense account. You may add additional
expense accounts if necessary

Amount

If you are using multiple expense accounts enter
the amount that is to be accrued in each account
line

Memo

You can enter a memo to describe any specific
information about the expense line

Proposal

You can enter a proposal number here to assign
the costs entered to a specific proposal. If you have
entered the purchase order number above, DO
NOT enter a proposal number. Entering a
purchase order number and a proposal number will
double post the costs on this proposal.

[add more lines]

If you need more distribution lines to enter your
expenses, click on this link and additional expense
line will appear

Save & Close

After entering your payable information, click on
the Save & Close button to save your payable
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After your Payables are created, they will be listed on the Payables tab of your proposal. Dealer
Choice will display a Payables Summary at the bottom of your Payables list. The Payables
Summary is broken down by vendor and also by all Payables total.

My Proposals

Proposal 2018-1000 : User Documentation
® @
Project infe || Design | Install | item Detadls || Porchase Orders || Receivobles  Payables | File Vault  Service & Punch || Ledger

Vendor Bills | Mame Casts || Commissions Paid

Shewing 1 - 3 of 3 vender invelces for this proposal.

s &

e ¥eader BOQ Ne, Inyoice No, Invoice Date Due Date Amount Balance
Knall 2018-1000 676576587 2/26/2018 /15,2014 $132.32 $132.32
xnoll 2018-1001 1245 8/21/2018 2/05/2018 $270.04 $279.04
Nabional Cffice
Furrsture 2018-4389 7690 8/23/2018 Q05720198 $810.00 £819.00

knall $41130 §41136
Nabional Cehoe Furniture $819.00 $E15.0D
Grand Totad $1,230.36 $1,230.36

When entering payables that are associated with a purchase order, you will use your

A Work In Progress (WIP) account as the expense account. When you enter a payable, your
WIP account is debited. When you create customer invoices. Your WIP account is
credited. If you use accounts other than your WIP account, your WIP account will not

balance.

Proposal Number Usage

A When entering payables that are associated with a purchase order, you DO NOT enter the
proposal number in the account distribution section. The link to the proposal is made
through the purchase order number. If you add the proposal number (as well as the
purchase order number) you will double post the costs on this proposal.

Additional Proposal Costs
If you have incurred costs on a project that were not covered on a purchase order for charges
such as overnight fees for sending parts or drawings to a job site or customer, you can enter the
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costs as a payable and assign them to the proposal by entering the payable without selecting a
purchase order number (because none exits) and entering the proposal number in the Proposal
input field in the account distribution section. You can also enter these charges as Memo Costs

covered later in this chapter.

Payables Icons After Payables Entry

After entering a payable you will have one additional icon on the Payables tab.

My Proposals

Proposa 5630 ; User Documentation

= ¥

Preject Infe  Design | Install | [tem Dotails | | Purchase Orders | Receivables | Payables | File Yault  Service & Punch | Ladger

Vendoe Bills || Meme Casts || Cummissions Paid
Shewing 1 - 5 of 5 veader invelces for this proposal.
e O

Inyelce Ne,

Flag Selected Invoices for Payment
New Vendor Bill/Deposit for this Proposal

Payables Tab Icons

Inyalce Date

Due Dote Amount

New vendor bill/deposit for this proposal

Click on this icon to enter a vendor invoice or to
create a vendor deposit payable.

Flag selected invoice for payment

After selecting payables click on this icon to flag
them for payment. Payables must be flagged for
payment before they can be paid. After a payable
has been flagged for payment it can be submitted
to the Pay Bills queue to be processed for payment
- See Vendors - Receive & Pay Bills. Once a
payable has been flagged for payment it will
appear is a flag icon where the selection icon
existed. To unflag a payable, simply click on the
flag icon again.

Deleting a Vendor Payable

To delete a vendor payable, click on the Vendor Bills tab under the Payables tab on your
proposal. Click on the vendor payable to be deleted. You will see the Delete icon in the Bill
Summary window which appears in the example below. If a payable has been paid the delete
icon will not be present. The check that the payable was paid on must be voided before a paid

payable can be deleted.
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Bill Summary M E

vendor Inveice : Knoll, Inc. - TU-1001

L* Save & Close
| Invoice Details | Payment Log
VYendor: | Knoll, Inc. v

Type: Invoice

PO Mo: TST-8300 Wiew Purchaze Order Map Line Itemns

Hold Payment:

Invoice Amount: 250,00

Open Balance  £250.00

Invoice No: TU-1001 |

Invoice Date: Sep 3, 2016

Date of Receipt: |Oct ¥ & v |[zo1e |7
Due Date: Dec ¥ |1 ¥ El

Exclude Manual Credit?:

MNotes:

Total Expenses: $250.00

Account Amount Memo Proposal

[117 : work In Progress (wIP) | @ | 250.00] | | | |

add rnore lines

;\:\ L |

Entering a Vendor Deposit Request

If your vendor requests that a deposit be paid on a purchase order, you can create your deposit
request here as well.

Click on the "New vendor bill/deposit for this proposal™ icon. The difference between entering a
vendor invoice and creating a vendor deposit is handled in the Type field.
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Create a New Vendor Invoice/Deposit

Create a New Vendor Invoice/Deposit
Vendor: v
Type: Deposit ¥
PO No: || Select ‘Yendor First... v
Hold Payment:
Amount: [
Date: |MNov ¥ z9 ¥ E|
Exclude Manual Credit?:
Notes:
A
Total Expenses:
Account Amount Memo Proposal
[117 : work In Progress (WIP) | @ | | | | | |
| 1@ | | | | | |
| 1@ | | | | | |
add rnore lines
|

To enter a deposit request, select Deposit as the Type in the "Create a New Vendor
Invoice/Deposit” window. Again, since the deposit is being generated from a purchase order, you
will use your Work In Progress (WIP) account as the expense account when entering the deposit
information. You Vendor Deposits account will be updated when the deposit is paid and applied
to the vendor invoice you enter for the purchase order the deposit is create for.

~ Ifyou have created and paid a deposit for a purchase order, be sure you enter the vendor
' invoice using the full amount of the invoice (don't deduct the deposit paid). The deposit
amount paid on the purchase order will be automatically deducted from the invoice
payment when you pay the invoice.

Memo Costs Tab

The Memo Costs tab is where you can enter additional costs on proposals that were not

generated by a purchase order, such as overnight shipping fees or for any additional costs that

need to be applied to the proposal. Additional costs added to a proposal via the Memo Costs
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function will appear in the Job Costing report and will affect the overall GP of the proposal.
Since additional costs are being added, the overall GP will be reduced as well as the commission

amount (if applicable).

New Memo Cost [_ I x|
Create /Edit Memo Cost
Save & Close
Entry Date: |Wov ¥ |[14 ¥ El
Amounts [ ]
Is this memo cost non posting?
Debit Account: | L)
credit Account: | | @
Memo: |

|

Click on the Plus sign icon to open the New Memo Cost input window.

New Memo Costs Input Fields

Entry Date

The default is today's date. You can adjust the date
by making the date changes here

Amount

Enter the total cost amount of the additional charge
being added

Is this memo cost non-posting?

If this box is checked, then the debit account and
credit account are not required to be selected. A
journal entry will not be created for this entry.
The cost will still appear on the Job Costing report
and will affect the proposals GP margin

Debit Account

If this is a posting transaction, then you must enter
a debit account and a credit to be used by the
journal entry for this charge.

Credit Account

If this is a posting transaction, then you must enter
a debit account and a credit to be used by the
journal entry for this charge.

This is a free text field. The text your enter here

Memo should describe the charge. This text will appear
on the Job Costing report with the cost amount.
Click on the Save & Close button to save your
Save & Close

Memo Cost entry. You entry will appear in the
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| Memo Cost tab.

If you want to remove your memo cost entry from the proposal, you can click on the memo cost
in the list and you will see the delete icon. Click on the delete icon and your memo cost entry
will be removed.

Commissions Paid Tab

There are no icons or input fields on the Commissions Paid tab. This is strictly a display only tab.
Once commissions have been paid on a proposal via the Commissions Paid report, this tab will
display a line item showing when the commission was paid and the amount of the commission.

File Vault Tab

The proposal File Vault tab allows you to store documents related to this proposal as part of the
proposal. Documents that are uploaded to the file vault become part of the database and are
encrypted for protection. There is no limit to the number of files that can be uploaded to the
vault. Files stored in the vault can be included as email and fax attachments when using the
email and fax terminal. The file vault is not intended to be used as a file backup option nor is it
intended to be a storage location for your only copy of the file(s). It is intended as an option to
allow you to keep all necessary documents with the proposal for sharing the files with other
Dealer Choice users in your company or for easy access for sending the documents from Dealer
Choice as attachments. Each proposal has its own file vault. Files that are uploaded for a
proposal are not visible in another proposals file vault.

My Proposals

Proposal 5630 : User Documentation
* @
| Project 1nfo || Oesign | Instoll | Item Details | Purchise Orders  Redeivabies || Payebles | File Voult || Service & Puoch  Ledger
1
Elle Namo Flle Type Description Public Slze Timastamp

Thers ara o dotuments or files stored undsr this propo<sl

. Any file to be uploaded to the file vault cannot be larger than 32 megabytes (MB). Files
Y larger than 32 MB must either be compressed to a size smaller than 32 MB or broken into
segments that are less than 32 MB.

Certain files cannot be used as fax message attachments.

Certain files cannot be faxed. If you plan on faxing a document keep in mind that a
printable/viewable image of the file must be uploaded to the vault. Binary files, such as
files with extensions like "exe" or "dwg" are binary files. If you intended to fax drawing
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A files, you must save them as PDF files. Binary files can be included as attachments to
email messages but the receiving server may reject them as unsafe files.

File Vault Tab
[wyproposate |

Proposal 5630 : User Documentation

e @
Project info || Design  Iastell | item Detolls || Purchess Ocders | Receivables || Payables  File voult | Service & Punth | | Ledger

»

Ellg Name Flle Type Description Puhlic Slae Timestamp

e ars nO Boounerts Of fikes stared under the proposal

Upload and Save a File

Only the Upload icon is available on the File Vault tab until you upload a file. Once a file has
been uploaded, additional icons will be present.

To upload a file to the vault, click on the Upload files icon to open the Upload & Save a File
window.

Upload & Save aFile M E3

Usze this window to save files and documents to your proposal, Maximum file size is 32MB. Larger
files may take longer to save. Feel free to minimize this window and continue working while your
file is being saved.

File Description:

Make this file public?

File:

Choose File | Mo file chosen

-

4
File Description Enter_a (_jesc_ript_ion of the file bein_g uploaded. The
description is displayed with the filename.
This is for future development and will be used for
Make this file public? making files "public”. A public file type will be
available for other users to see and download.
File (Browse) The Browse button is used for locating and
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selecting the file that you want to upload from
your local or network disk drives.

After uploading a file to the vault, the following icons will be available.

My Propusals

Proposal 5630 : User Documentation

» i

| Project lafo || Oesign  Iastall || [tem Detoils | Purchese Orders | _Recpivabies || Payables | File vaull | Service & Punch || Lodger |

Shewing 1 - 1 of 1 Files Under Proposal 5630

Description

Poblic Timestansp

Open the mail & fax terminal

Upload and save a file

File Vault Tab Icons

Sample tie upioad ta the fils vauk N JATER 11/18/2016 11:50 am

Upload Files

Click on this icon to upload a file to the vault

Email & Fax Terminal

Open the email & fax terminal for sending
documents from Dealer Choice

File Vault Columns

File Name

This is the name of the file as it exists on the drive

File Type

This is the file type from the file extension

Description

This is the description that you entered to describe
what the file is

Public

This is for future development. Public files will be
used when the customer interface with Dealer
Choice has been completed. The customer
interface is an option that will allow your
customers certain access ability to their proposals
in your Dealer Choice site, if you enable these
features

Size

This is the size of the file. Emailing or faxing
larger files can dramatically impact the amount of
time it takes to process and send the message.
Some servers do have attachment size limitations
and may reject messages with large files attached.

Timestamp

This is the date and time that the file was uploaded
to the file vault
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My Proposals

Proposal 5630 | User Documentation
. 3
Pruject tnfo Du:}ouu nstall || item Details | Porchase Orders || Receivablos || Payablys || File Voult || Sprvice & Panch | Ledger

Showing 1 - 1 of 1 Files Under Propossl 5630,
* o]

File Name File Type Description Public Siee Timestamp

£ S xnoksit S1F cample file wbyad to the e vault N 317 K8 11/14/2016 11:50 am

Delete this file

Checkout this file
Download and view this file without checking it out

File Vault Line Item Icons

Click on this icon to save a copy of the file to your
local disk drive or to view the document. After
clicking on this icon, the file will be retrieved from
the vault. The filename will appear as a link
(underlined). Click on the filename and you will
Download File be given the option to Save or Open the file. If
you want to view the file, click on the Open
button. If you want to save a copy of the file to
your local disk drive, click on the Save button and
then choose the folder in which the file is to be
saved.

This option will allow you to save a copy of this
file and it will be marked as checked out by you.
Other users will not be allowed to download this
file until you check it back in. If another user tries
to check this file out, they will see a message
Check this file out saying that the file has been checked out by you.
You may be making changes to this file so the file
is locked by you until you check it back in by
uploading the file to the vault again. Once you
check the file back in, other users may download
the file.

This icon allows you to delete a file from the vault.
If you delete a file from the vault by accident, it
must be uploaded again from your local or
network disk drive

Delete file
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Service & Punch Tab

There are two tabs under the Service & Punch tab: the Punchlist tab and the Work Orders tab.
The Punchlist tab is where you can create a punchlist proposal, punch purchase orders and punch
invoices. The Work Orders tab is one access option for creating work orders. You can also
create work orders under the Project Management menu item found under Proposals in the main
menu. There are multiple options for accessing the Work Orders function because certain users
in your company may not have access to Proposals but they may need access to the Work Order
function. See the description of the Work Order Tab later in this chapter for details.

Proposal 5630 1 User Documentation

. L 4
Projest Isfe  Design || Install || lem Datails || Prerchase Ordors || Receivablos || Payables  File Yaglt | Sorvice h Panch || Ledger
Punchiist | Waork Orders
e N 2 0 o O ¥ &
» Qty 1tem No, e Descr, Item Cost 1tam Sell Ext Selt op

There & MO punchilsT undar ths proposal

The Punchlist tab allows you to create a punch proposal within your main proposal. This
proposal does not get issued a proposal number. The default title for proposals created here is
"Punchlist Proposal” and the primary proposal number is displayed on the Punchlist Proposal as
shown below. You can change the title of your Punchlist proposal in the Punchlist Proposal
Print Options window. See below for details on the Punchlist Print Options.

The default Punchlist proposal icons are listed below. All proposal icons on the Item Details tab
are available in the Punchlist tab. Once line items are added to your Punchlist proposal,
additional icons will be available.
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My Propesals

Proposal 5630 1 User Documentation
. 2

| Project Inta || Design | Install | item Detalls || Purchase Orders || Recelvables || Payables  File Yault | Service & Punch | Ledger

Punchiist | Wark Onders

Item Descr. Ttem Cost Items Soll Ext Sell

Summarize line items
Import items Into this proposal
Add a new comment line
Remove selected items from group
Add selected items to a group
Create & edit proposal groups

Toggle the selected items between active & inactive
Delete selected line items
Add new line item

Service & Punch Tab Icons

Add new line item Click this icon to manually enter a line item.

Use this icon to delete any selected line items. To
select a line item click in the check box to the left
of the line item in the proposal list. Deleted line
items cannot be recovered once deleted.

Delete selected line items

Use this icon to toggle any selected line items
between active and inactive. Inactive line items
are displayed on proposals and cannot be included
Toggle the selected items between active & on purchase orders. To make an inactive line item
inactive active again, select the line item and click this
icon. Inactive line items appear in the Item List in
grey. To select a line item click in the check box to
the left of the line item in the proposal list.

Use this icon to create proposal Group names.
Line items can be added to appear in Groups that
Create & edit proposal groups you create. Groups can be moved and or deleted.
When you delete a Group, the line items in the
Group are not removed from the proposal.

This will only appear if you have grouped line

Add selected items to a group items on the item details tab

This will only appear if you have grouped line

Remove selected items from group items on the item details tab

Click on this icon to add a comment to your
proposal. Comment lines can be added to the
proposal or to purchase orders. Comments can be
edited or deleted.

Add a new comment line

Import items into this proposal Use this icon to import a design specification file
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into the Punchlist proposal.

Click on this icon to see a pricing summary of the

Summarize line items e
line items on your proposal.

Customer: Test Customer PunCh"St Proposal
Sales Rep: Test User 5630
11/16/2016
Propose To: Shipping Location: Installation Location:
Test Customer New Test Customer New Test Customer
123 Main Street 111 First Street 111 First Street
Baltimore, MD 21228 Catonsville, MD 21228 Catonsville, MD 21228

User Documentation

tem No. Item Description Qty Item Sell
Line: 1 Herman Miller - General Furniture Sales 5 $0.00
12345 Manually entered product description, HM Chair, arms, legs.
Finish
SUBEOTAL: . v savnss sunss vss ssss s GRS 4 $0.00
Total Amount.........cccooiiiiiiiiiis s $0.00

The punch line items are displayed on the Punchlist tab, not on the Item Details tab. Purchase
orders created for punch line items are displayed on the Purchase Orders tab and invoices created
for punch line items are displayed on the Receivables tab.

You have all the same icons and functionality for working with punch line items as you do
working with lines on the Item Details tab. You are literally creating proposal line items under
the Punchlist tab.

Since the Punchlist process of working with line items is the same as working with line items on

the Item Details tab, please see the Item Details chapter for details. Differences between the
Item Detail tab and the Punchlist tab are discussed here.

Punchlist Tab

The Punchlist tab has the same set of icons as the Item Details tab. They perform the exact same
functions except that they only affect the line items on the Punchlist tab.
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Punchlist purchase orders are created from the Punchlist tab, not from the Purchase Orders tab,
but punchlist purchase orders will be displayed in the Purchase Orders tab after being created.

Punchlist invoices are also created from the Punchlist tab, not from the Receivables tab, but
punchlist invoices will be displayed in the Receivables tab after being created

Adding Punch Line Items Damaged Items Tab

Create New Punchlist Item _ I x|

Damaged Items || Mew Items |

If any of the existing line items need to be reordered due to damaged or short
ordered product, select those items from the list below and click the button to the Create Punch
right.

Item Mo. Item Descr. Item Cost

Knodl, Inc, Dividends Harizon

Worksurface, Rectangular, 96W =360,
D1R9636G with grommet £132.32

Kool Inc.: Office Seating

Life Chair, High Performance &rms,
55P3-4-A5K-GH Aluminum Base & Levers, Mo Lum... £279.04

Krodl, Inc,! MnollStudio

Harry Bertoia Barstool, bar height,
428C-1-1) full cover, black frame £305.76

Teknion Inc: General Furniture Sales
44 Desk, square, with legs and a twist £420.00

Herman Miller: General Furniture Sales

Manually entered product
description, HM Chair, arms,
12345 legs. Finish £420.00

A

When you click on the Add Line Items icon on the Punchlist tab the Create a New Punch Item
window opens and displays line items from your primary proposal that have been ordered. To be
eligible for the Punchlist proposal, the line item must have been ordered (on a purchase order)
first.

You can add items that were not specifically ordered on your proposal, such as part numbers, or
items that were not on the original proposal by using the New Items tab.

Adding Punch Line Items New Items Tab
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Create New Punchlist Item M E

Damaged Items || MNew Items |

Use the form below to create a new punch item, Use this area only if you are creating
punch for an item that is not currently listed in the item details of this proposal. Create Punch

Yendor: Item Mumber: Item Description:
Ship To: Item Tagging:

Productf/Service: Item Tagging {2 ):

Select Wendor First.., v | |

Item Tagging (3 ):

| | p

Quantity: |:| Discount ID:
Item List Price: |:| Desc.rlpt?on:
Expiration:
% | | % | | % | | %
Discounting: o Extended Cost:
temcost: [ |
Itemn Sell Price: |:|
-
A

The New Items tab allows you to manually enter a line item. If you need to order a part that is
not listed as a line item on your primary proposal then this option allows you to enter the specific
part number and description so you can get your part(s) ordered.

After selecting a line item(s) and clicking on the Create Punch button, the selected line items will
appear as line items in the Punchlist tab. You can edit your line item for the correct quantity to
be ordered and to adjust the pricing if necessary.

My Froposals

Proposal 5630 : User Docamentation
* y
Project Infe | Design || Install || Tiem Datails || Purchase Ordars | Roceivables | Payables || File vault | Seevice & Punch | Ledger
Punchlist || Wark Orders
Showing 1 - 1 of 1 Punchiist & Service 1tems {craste pirthaze ordess]

. = o = oR0X
- " | L.I R L ‘i’. &4 S+ 9 e |zeate inepices]

Item No ftem Descr ftem Cost ftem Sell Ext Sell

e d 1 Ferinan MV | Gereral Rumiture Sedes

Manually antered product
desoniption, KM Chair, arms,
12345 205, Fsh $420.00 $0.00 $0.00 a4

n
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When working with punch line items it is important to set up the pricing correctly. If you must
pay for the product be sure to include a cost amount so the cost appears on the purchase order. If
you plan on invoicing your customer or a vendor for the punch item, you MUST include a sell
price.

~ When a punch item has a sell price, you are given the option to select who you wish to
& invoice for the product. This may include backcharges to a manufacturer or it may be to
invoice a subcontractor (installer, etc) that may have damaged or lost product. It may
even be to invoice your customer for additional items or customer change orders.

After adding your punch line items, be sure to check them just as you would a normal proposal
line item. Be sure that the quantity is correct on your punch line items especially if you selected
your punch items from the original proposals (Damaged Items tab). The line item is copied to
the punch list proposal exactly as it appears on the primary proposal.

After you have reviewed your punch line items, you must finalize your punch proposal to be able
to create purchase orders and invoices.

Punch Finalization

Proposal 5630 : User Documentation
|2 2

LPrejectlafu || Oesign || Instoll || Item Details || Purchase Orders | Receivables || Fayables || File Vaslt | Service & Punch || Ledger |

Punchlist | Work Orders |

Showing 1 - 1 of 1 Punchlist & Service 1tems,

5

?8<,1_;‘n_n'v°.u

M e L4

Item No Item Desct. Item Cost Itemn Sedl Ext Sell

Lne 1 - Merman mder | Ganeral Bumviure Ssles
12345 ;ab‘: —'rr:".'r‘y $420.00 $0.00 scon | &)
Finalize this proposal
The Finalization icon appears on the Punchlist tab and your punch list proposal must go through

the finalization process just as your primary proposal did. Click on the Finalize icon to start the
process.
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Proposal 5630 ! User Documentation
€ 3

Project Info || Design || Install || Item Details || Purchase Orders || Receivables || Payables || File Yault || Service & Punch || Ledger

| Punchlist || Work Orders
Finalize Punchlist Proposal

%-- Back

Before printing, emailing, or faxing your proposal you must mark it as final, The finalization functions shown below will be
performed and added to the proposal.

To prevent any changes below from being executed, simply uncheck that item.

Finalization : Yendor Charges & Fees {1)

Herman Miller #/ Small Order Fee:

Total List: $6,000.00

If under $10,000.00 List
Total Cost: $2,100.00

Then add $100.00

Description: Herman Miller Small Order Fes |
Cost; £100.00  Sell; 100,00, [gp margin]

Finalization : GP Minimum Margin Alert

& Your proposal is lower than the minimum allowed | Minimum Allowed GP Margin; 15%
GP Margin!  Your Blended GP Margin: -100 %

Finalization : Assign Your Sales Tax Rules

There are tax rules established within the state of Eﬂgg‘ELi?\JDELY grojry s U5
MARYLAND, Please determine which tax rules should ID (6% .
be applied to this proposal. -- Baltimore (2%)
-- Catonsville {1%)

Finalize

The punch finalization process works exactly the same as the primary proposal finalization
process. You may be presented with options for including vendor charges and for applying sales
tax. You can abort the finalization process and return to your punch line items to make any
adjustments if necessary by clicking on the <--Back link at the top of the window.

To complete the finalization process, click on the Finalize button on the lower right and the
process will continue.

Once the finalization process completes, you will have two new links available on the upper right
of the Punchlist window. The links are [create purchase orders] and [create invoices].
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My Progosals

Proposal 5630 | User Docaamentation

. ®

Prajoct info || Design | knstall || 1tem Details | Purchase Orders | Receivables || Payahles | File yault | Service b Punch || Ledger

Punchlist | Werk Orders
Showing 1 - 1 of 1 Punchiist & Service Items, [ashe surchase sefen] |

+ D o = LI W

& LY S

[tem No. tam Descr Item Cost Item Sell Ext Sell

Lire I Mavenan Mar o Genera) Bernture Sabs

Marualy ertered procurt
descnption, =M Chair, arms,
5 12345 16Gs. Finish $420.00 $0.00 $0.00 B ()

You create your punch purchase orders and punch invoices on the Punchlist window, not from
the Purchase Orders tab or the Receivables tab.

[create purchase orders] link

Click on the [create purchase orders] in the Punchlist tab link to create your punch purchase
orders. This is the exact same process as creating purchase orders on your primary proposal.

My Proposals

Proposal 5630 ; User Documentation

. %

Project infe || Design || Install || ttem Details || Purchese Orders || Receivables | Payables || File Veult  Service & Punch || Ledger
Punchiist || Work Orders
Showing 1 - 1 of 1 Punchiist & Service Htems

) | : N %

¢ 2B e 2 = te W LTS

L Item No. Item Deser. Item Cost 1tem Sell Ext Sell GP
Lina 1| Herman talar | Ganeral RITNawe Savs ks

Manualy enterad product
gasmpnon, HM Char, ams,
5 12345 ®gs. Finch $420.00 $0.00 $090 i,

Punch purchase orders will be displayed on the Purchase Order tab. Dealer Choice will highlight
all Punch purchase orders in yellow so that they are easier to find in the list.
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Proposal 5630 : User Documentation
- ¥

‘}’mjccllnln Design | Install  item Detsils | Purchoase Orders | Recoivables | Payobles || File Vault | Service & Panch | Ledger

Showing 1 - 4 of 3 Purchase Orders fur Prepesal 5630

Product Sent By Order Amount
2018-T8T-
Ba77 Tan 9t 2017 1:24pm Herman Milgr Genera Fummurs Sales NAA $£2,100.00
TST-8300 Sep 29tn 2016 2:05m ¢ Knol, Inc. (100-833) Divdands Honzon, Office Seating, ¥n. N/A $717.12
T5T-8403 Noy BEh 2016 1:25pm Teknon inc Genersd Fummurs Ssies NiA $840.00
TET-9404 Nov Bth 2016 1:26pm Herman Miler General Fummure Sales NA §2,100 00

After your punch purchase orders are created, the selection check box to the left of the punch line
item will be inactive so the line item cannot be changed. Your punch purchase order will be
displayed on the Purchase Orders tab with the purchase orders that were created on your primary
proposal. You can edit and enter acknowledgement information on punch purchase orders
exactly the same way you do on regular purchase orders. Punch purchase orders also appear on
the Project Status report highlighted in yellow, so you can easily identify your punch orders.

[create invoices]

When you are ready to invoice for your punch items, you must return to the Punchlist tab and use
the [create invoices] link.

In this example, we have a punch line item that has a sell price. This example assumes that the
installer on the project has damaged this product and it must be re-ordered to be installed. We
are going to invoice the installer for the product.

Proposal 5630 ; User Documentation

o . ®

Project infe || Design | | Install || Item Details | Purchese Orders | Receivables | Payables | File Veult  Service & Punch || Ledger
Punchiist || Work Ordars

Showing 1 - 1 of 1 Punchiist & Service [tems

- - o, 3

e 28 + & = TE S 5’_ e - BB

] Oty Item No. Item Descr. Item Cost tem Sell Ext Sell (53
Line 1| Herman taler | Ganeral RUTnve Savs <

M3nually enterad product
gascpbon, HM Char, ams,
5 12345 wgs. Finsh $420.00 $0.00 $0.90 1

Click on the [create invoices] link and select the line items to be invoiced. This will open the
Review Your Invoice window. In this example, you will notice that the Invoice To: input field
now has a selection drop down arrow. You can choose to invoice your customer or a vendor
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now. For this example, we will say that the vendor Dealer Choice is the installer and they are to
be invoiced for the product.

Create a New Customer Invoice NE

v

Review Your Invoice
| == Back | Create Invoce
Your mvoice praview 1s shown below, Please review and make sure there are no emmors, When

you are ready to continue dick 'Create Invoice

Invoice Preview : Items To Be Invoiced (1):

Invoice To: [Test Customar 3 = Qty Item Descr Ext Sell
$400.00 ',‘% Lco Funch Item Decon $20G.00
Invoice Date: m m 2014 |09
Submit Via; lmail -|
Submit To:  [Tect Customer 3 =

100 North Avenue
Salbmore, MD 212235

|

Remit To: |Primary Remit To Addres *|

50"103"" |D=alerChoice_logo.jpa x]
000! |
,_t | Print Logo?

Print Prefs: [ Select my print options )

Select the Vendor option and the vendor name input box will appear. Type in the first few
characters of the vendors name and select the correct one from the list presented.
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Create a New Customer Invoice mE

Review Your Invoice
<= Eac [ Create Invoice |

YOur invoice préview i shown below. Please review and make sure there are no &mors, When
you are ready to continue chok 'Create Invoice

Invoice Preview : tems To B2 [nvowed (1):
Inveice To I“ Vendar -| Qty Item Descr Ext Sell
vendor 1.00  Sunch fiem Descri.. $400.00

[DealerChoice, LLC

£400.00 Tocal Sell

Invoxe Date: r"_:a-' - rj:: 3 |
Submit Via IMN -I
Submit To: [DealerChowe, LLC |

P.0 Box 1468
Ellicott City, MD 21041

=

Remit To: [Primary Remit To Addre: =]

Company  [DealerChoice_logo.jpg =
Lago:
™" print Logo?

Print Prefs: [Selact my pant options ]

Click on the Create Invoice button and the invoice will be created to the vendor as shown below.
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Customer: DealerChoice, LLC Invm_
Sales Rep: Audrey Brown 2010-155
Proposal: 2010-1160
Invoice Date: 05-23-2010
Due Date: 05-30-2010

Customer: Installation Location:
DealerChoice, LLC Test Customer 3
9025 Chevrolet Drive 100 North Avenue
Suite F Baitimore, MD 21228

Ellicott City, MD 21042

ltem No. Item Description Qty Item Sell
Line: 1 Tuohy 1 $400.00
4444 Punch Item Description

Please remit payment to:

SUDIOtAE. . sesesesessenusenrs $400.00
Primary Remit To Address
123 Blue Avenue 3 O T $24.00
Baltimore, MD 21228 Invoice Total............cocooeeeeel $424.00

When you receive payment for this invoice, you will enter the payment exactly as you would
normally (either from the Receivables tab or from Customers - Receive Payments menu option).

Work Orders Tab

The work order process allows you to bundle multiple resources, (i.e. vendors) into a single line
item on your proposal.

Allowing resources (or vendors) to be assigned to a work order allows you to keep the individual
vendor names from appearing on your proposals.

For example, if you use a different vendor on a project for installation, electrical and painting,
you can bundle the costs from all three vendors into a single line item by adding them all to a
work order and then importing that work order into your proposal.

This allows you to have a single line item on your proposal for all the services that you are
providing. The work order line item appears as a single services line on the proposal instead of
having individual line items for each of the three services that you are providing.
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In order to use this feature, the resources must be defined in your Vendor database (see section
5.1) and these vendors must be defined as resources in System Configuration - Company &
System Settings - Resources tab (see section 8.1.3.4).

There are internal resources and external resources. Internal resources are your employees and
external resources are vendors. Once the resources (vendors) are added to a work order, the
work order is imported into your proposals just like any other line item. When you generate
purchase orders, a purchase order will be created for each resource (vendor) on the work order.

The work order process consists of creating the work order, adding resources, marking the work
order as complete, then importing the work order into a proposal as a line item. To start the
process, click on the Work Orders tab under the Service & Punch tab.

My Proposals

Proposal 5630 : User Documentation
* i 4
Project Infe || Design || Instell || Item Detalls || Purchase Ordars || Recelvablos || Rayobles || Filn Vault | Service & Punch || Ledger )
Punchlist | Work Orders
Qoder Mo, Order Date Description True Cost Intermal Cast Complete

Theers ara na wark orgers SQainst the proposal

To create a work order, click on the Plus sign icon ("+") to open the Create a New Work Order
window where you can enter your work order header information and save the work order.
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Create a New Work Order

Y

New Work Order : Proposal 5630 (User Documentation)

Description: |

Order No: [119

Order Status:

Work Order Date: |[Jun ¥ |13 ¥ E|

Status MNote: |

Ship To Location: |

Notes:

by 4

Work Order Input Fields

Create Work Order Fields

Description

Enter a description of your work order. The text
entered here will appear as the work order line
description on your proposal.

Order No

This number is generated automatically for you
and should not be changed (See System
Configuration for details)

Work Order Date

This is the creation date of your work order. The
default is today's date. You can change this date to
any date you wish.

Order Status

For future development. This field will allow you
to select a status for your work order. Similar to
the proposal status, you will be able to create your
own work order status levels and you will be able
to assign them to your work order via this field.

Status Note

For future development. The status note allows
you to enter text to support your Work order Status
setting. This is a free text input field.

Ship To Location

All proposal line items need a Ship To Location.
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Typically, this is the exact same location as set on
your Install tab in the Installation Location field.

This is a free text input field and is for adding
Notes additional information to your work order. Work
Order notes appear on the printed work order.

After entering the work order information click on the Save Work Order icon to save your work
order. Once the Work Order is saved, the window will change in the following ways as shown in
the following figure.

View / Edit Work Order

Edit Work Order : 119
| Scope of Work | Resources

Description: |In5ta||atic|r'| and Painting Services

Complete:

Total True Cost: $£0.00

Total Internal Cost: $0.00

Order No: [119 |

work Order Date:  [Jun v |[13 v [zo17 [T

Order Status: v

Status Mote: |

Ship To Location:  [Test Customer I

123 Main Street
Catonsyille, MD 21228
[2dit]

Notes:

1 - You will see 2 additional icons; Print Work Order and Delete Work Order.

2 - The Scope of Work and the Resources tabs will appear with the Scope of Work tab selected
to allow you to edit the information you originally entered.

3 - 3 Additional fields will appear under the Description field.
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After saving your work order 3 new fields appear under the Description field.

View / Edit Work Order

Edit Work Order : 119

& G &

| Scope of Work | Resources

Print Work Order lcon
Delete Work Qrder lcon

Description: |In5ta||ati|:r'| and Painting Services

Complete:

I Total True Cost:

£0.00

ITutaI Internal Cost: ¢0.00 I

Order MNo:
Work Order Date:
Order Status:

Status Note:

Ship To Location:

MNotes:

[119

Jun v |13 v zoi7 |E]

|Test Customer [

123 Main Street
Catonsyille, MD 21228

[edit]

Work Order Edit Fields

A

Complete

Check box to signify that all edits to the work
order is complete. This flag must be checked to
allow the work order to be available to be
imported into the proposal.

Total True Cost

The True Cost is the actual cost of the work to be
performed by the resource (vendor) that has been
assigned to the work order. The true cost will be
the cost on the purchase order that is generated to
this vendor for the services provided.

Total Internal Cost

The internal cost allows you add profit dollars on
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the true cost if desired. The amount you enter in
the Internal Cost field will be the Cost amount that
appears on the work order line item when it is
imported into the proposal. This allows you to
"sell" the services to your sales reps. They will
then mark up the line item on their proposal to sell
to the customer.

The True Cost and Internal Cost fields will update for you after you have added resources.

After reviewing your work order information, the next step is to add resources (vendors).

Adding Resources to a Work Order

Click on the Resources tab to add resources to your work order. The resources must be defined
as resources in your System Configuration before you can assign them to work orders.
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Yiew / Edit Work Order

Edit Work Order: 119
ol (@ Gk

| Scope of Wurkli Resources

Description: |Insta||ati|:|n and Painting Services

Complete:

Total True Cost: $45.00

Total Internal Cost: $55.00

Order No: 119 |

Work Order Date: | Jun ¥ |[13 ¥ E|

Order Status: v

Status MNote: |

Ship To Location: [Test Customer 1

123 Main Strest
Catonsville, MD 21228
[=dit]

MNotes:

¢  When adding resources to a work order, you can see a list of resources defined in your

Y System Configuration by entering a space in the Resource field. A drop down box
displaying the defined Resources will appear. Resources are saved in your System
Configuration with a Resource Name, which identifies the resource. The Resource name
is assigned to the Vendor. See System Configuration for setting up Resources.

The View/Edit Work Order window appears below. This is where you assign your resources to
the work order.
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View / Edit Work Order

Edit Work Order : 119
Scope of Work I Resources |

MNew Work Order Resource
<-- back

Resource:

Time Quoted:

[ | Hours) v

True Cost: £0.00
Internal Cost: £0.00

Save Resource

Description:

True Cost Ext:
Internal Cost Ext:
Internal Profit Dollars:

New Work Order Resource Fields

A

Resource

This field is where you select your resources
(vendors) that have been defined in your System
Configuration. Resources selected here will be
assigned to this work order.

Time Quoted

Enter the units of time that have been quoted by
the vendor to complete the work. You can select a
number of Hours, number of Days, number of Half
Days or Fixed. Select fixed if the quote has
returned with a fixed cost to complete the work.

Description

You can enter a description for the resource

True Cost

Enter the actual amount that the vendor is charging
your dealership for this work. This amount will
appear as the cost on the purchase order that you
generate to the vendor.

Internal Cost

The internal cost field allows to to add profit
dollars on the true cost if desired. The amount you
enter in the Internal Cost field will be the Cost
amount that appears on the work order line item
when it is imported into the proposal. This allows
you to "sell" the services to your sales reps. They
will then mark up the line item on their proposal to
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sell to the customer.

When you have completed entering your resource
Save Resource button information, click on the Save Resource button to
add the resource to the work order.

An example of a resource to be added to a work order appears below.
View / Edit Work Order (_§ x|

Edit work Order: 119
Scope of Work I Resources |
Edit & Work Order Resource
=-- back
Resource: Description:
[nstall Service [PYW) | one Install Mechanic on site to complete work,
Time Quoted:
Fixed v p
True Cost: 45,00 True Cost Ext: $45.DD
Internal Cost Ext: £55.00
Internal Cost: 53.00 Internal Profit Dollars: $10.00
[ Save Resource ] [ Delete Resource ]
|

After clicking on the Save Resource button, your resource will be added to this work order and
will be displayed as shown below. In this example, two resources have been added to this work
order, an Install Service and Truck Services.
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View / Edit Work Order M E

Edit Work Order : 119

Scope of Work I Resources |
]
Resource Time True Cost Internal Cost
Install Service (P Fized £45.00 £55.00
Truck Services (PW) 2 Hours £200.00 £200.00
$245.00 $255.00

A

You can continue to add resources if desired. Once you have added all the necessary resources to
the work order, you can mark the work order as complete. The details for marking a work order
complete are in the section below.

« Work Orders cannot be imported into proposals unless they have been marked as

Y Complete. This allows for the work order to be modified for several hours or days, while
the scope of work is being defined and for the quotes from the resources (vendors) to be
returned to you so you have accurate pricing (True Costs).

After you have added all the necessary resources to your work order you are ready to mark it
complete to make it available to be imported into the proposal.

Marking Work Order as Complete

To mark a work order as complete, check the Complete check box. Once the Complete check
box is checked, another field will appear below it called Send Internal Message. Checking this
box will send a message to the sales rep on that proposal to notify them that the work order is
complete. If you do not want to notify the sales rep of this completed work order, then simply do
not select the check box next to Send Internal Message. Then click the save work order icon and
your work order will be marked complete.
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Yiew / Edit Work Order [ _ ]

Edit Work Order: 119

Save this work order icon
ol L [k

| Scope of Work | Resources

Description: |Insta||ation and Painting Services

Complete:

Send Internal
Message

bd

Total True Cost:
Total Internal Cost:
Order No:

Work Order Date:
Order Status:
Status Mote:

Ship To Location:

$£245.00

£255.00

[119 |

Jon (13 v |zo17 |TE

ITESt Customer I

123 Main Street
Catonsville, MD 21228
[adit]

MNotes:

_\h\ 4

~ When you check both complete and send internal message check boxes and then hit the
W  save work order icon, the sales rep will get a message in his/her Message inbox that the
work order is Complete. At this point the sales rep can import the work order into his/her
proposal. If you are not ready for the work order to be imported into a proposal, do not
mark it complete. You can save changes to your work order without it being marked
complete. Only mark the work order complete when you have finished making changes
to it.

When you have checked the '‘Complete’ box, your work order will appear in the Work Orders tab
as complete and is ready to be imported into the proposal as a line item as shown below.

236



Proposal 5630 : User Documentation
¢ 2

| Project Infe || Dasign | Install | Item Dotails || Purchase Ordors || Receivables || Payables  File Voult | Service & Puach  Ledger

 Punchiist || Work Orders
Shoveing 1 - 1 of 1 Work Orders

True Cost Interniad Cost Complete

Order Nuo Order Doty Duscription

Instabation and Painting $245.00 $255.00 v

119 D&/13/2017 Sarvices

~If you need to make additional changes to a work order that has been marked as
A% Complete, you can open it from the Work Order tab and remove the Complete flag and
save it. If the Work Order has already been imported into a proposal, you cannot remove
the Complete flag. The line item must be deleted from the proposal (Item Details tab)

first, then you can edit the work order.

Importing Work Order Into Proposal

Completed work orders that are ready for import into a proposal are displayed on the Install tab
in the Proposal.
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Proposal 5630 1 User Documentation

2 %

| Projoct Inta || Design | Iastall

Project Mngr

Submit P Raguest?

Dabvery Ordy

Installator Ondy
Dive After Hours

Drog Ship Ondy

Install Locamon

Ship To Lacanon

Shipong Cortact Nams
Phons

Fa

Blgg Mg P00

Site Imforrnation

8 | No.Flooes
Irseal trml Hours
Loadng Dock
Staw Carry
Oooupred Space
Can, of Insuranca

Inzzal Notas
[add a notal

Item Detalls || Purchase Orders

Dalvary & Installaton

Reconfig Onty:

Faw Test Customar &
111 First Straet

Catonsvdla, MO 21229

et

Faw Tast Customar

111 First Street

atonsvdls, MO
et

MO 21229

Shpping Notes

Dhvr tarmd Hours
Bl Rastncoens
Fraight Elavator
Mave Product Pror
Parmits

Parsonnel Scrty Rag

Receivabies ||

Payables || Flle Vaalt || Service & Punch  Ledger
Target -~
InstallCekvery Date
Scheduded v
nstallDakvery Dats
Scheduled
Install/Oelyery End v
Date
It Time Axadzole: O Davs
Subme Quates Rast?
wWork Orders
Order No.  Onder Descr True Cost  Internal Cost
119 Installation and Painting Sarvicas $24500 $25500
Phone Fax
Product Informmaetion
Task Seanng aQre: o
Guest Seaing QTy b

Drawings Pravded
Power #ales

Multpds Thps

Wall Mntd Product
Wood TnnyElemerts

Ovarsgent

On the Install tab, to the right of the Install Location and Ship To Location fields, completed
work orders will be displayed. Work orders will not appear here until they have been marked as

Complete.

The work order must be imported into the proposal as a line item. Work Orders are imported
into the proposal from the Item Details tab using the Import Work Orders icon.

238



My Propasals

Proposal 5620 : User Documentation
. %
Project Info | Dasign | dostell | Item Detadls | Purthase Orders | Receivehies  Payabies || Flle Vault | Service & Pusch | | Ledger

Showing 1 - 5 of 5 Line Items for Proposal 5630.
M._ ’ [ Import work orders icon
s saastamlPiMidda

1tem Descr, Ttom List Itemn Cost o Sell Ext Sell

Line I ;1 Knol, Inc. : Déiadends Honzon L

Select the work order to be imported by clicking on the select button. The work order selection
buttons are present because you can import multiple work orders on a single proposal.

Impert Work Orders Into This Proposal _ || |

To get started, please select the work order you would like to import:

119 - Installation and Painting Services

£

After selecting the work order, the Edit the work order line item window opens allowing you to
complete the line item’s details for your work order as a proposal line item. Typically, you will
use your Dealership's name as the vendor and you can enter a GP% to mark up the sell price.
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Create A New Line Item From A Work Order

Item Description:

| Installation and Painting Services

Yendor: Item Number:

| [[119

Ship To: Item Tagaing:

|Test Customer 1 || |
Product/Service: Item Tagaqing (2):
Select Wendor First... v | |

Item Tagaging (3):

FProposal Line NMo: Line
Quantity:
Item List Price; |:|

Discount I0:
Description:
Expiration:

Discourting: | | % |

| % |

| % |

| % | | %

Item Cost: $255.00

Item Sell Price:

GPMargin: | |% OR[ | % Discount OFff List

Extended Cost: £255.00
Extended Sell: £0.00

Profit Dollars: ($255.00)
GP Margin: (100 %)

Save and insert this item | At the end of your line items

The New Line item From A Work Order Window will open allowing you to complete the line

item details for your proposal.

Work Order Fields

Vendor

Enter your DealerShip name here. Since you are
providing the services to your customer your
dealership name will be present as the Vendor on
the proposal. This is also how you keep the
individual resource (vendor) names that have been
assigned to the work order from appearing on your
proposal.

Description

The Description field is populated from the work
order Description and the work order Notes fields
entered when creating your work order.

Product/Service

Select the Product/Service that reflects the services

You can add a GP margin to calculate the sell

GP Margin .

price of your work order
ltem Sell Price i\t(:rlrj] can enter a specific sell price on your line
Save Click on the Save button to save the work order as

a proposal line item.
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The work order will appear as a line item on your proposal as shown below. The last line on this
proposal is the work order that was imported. It looks and functions like any other line on the
proposal.

¢« The Work Order part number will be the Work Order number assigned to the work order
“  when it was created.

The last line item on the proposal shown below is the imported work order line item.

My Proposals

Proposal 5630 : User Documentation
. 2
'Pn}jpu Info || Design install | iteen Detadls | Purchase Ordess | Recelvables || Payebles  Hile Vault | Service & Punch | Ledger
Showing 1 - 6 of 6 Line 1tems for Propesal 5630,
eR B a0y ENEEF
Line 2: Knol, inc ; Office Sosting ¢ .

Ufa Chak, Hgh Parfomnancs Ams,
S5P3-4AS5KGH Alumirum Base & Lavars, No Lum... $1,.744.00 $276.04 $34880 $34880 20 %

Line 31 Knol, [ne.  XnoShudo «

Harry Sertosa Barstoal, bar
hesght, fulk cover, black

S28C-1-u frame $1,911.00 $305.76 $292.20 $3892 20 20 %
Section 1 Totel: $996.40 20%
Section 2
Line 4 Tetnwon InC - Gaoersl Rt Sals .~
Dasl, sguers, with legs énd a
2 4 Twist $1,500.80 $420.00 $560.00 $1,12000 5%
Section 2 Totak: $1,120.00 25%
Line 5 Herman 106y @ Ganaral R L 2
desonphon, MM Char, arms,
5 12345 wgs. Firest $1,200.00 $42000 $560.00 $2,600 00 25 %
Ly 6 Dealsr Ohosce Systemns | Dalvary & Instelaton
119 $0.00 $255 00 §3108.75 §310 75 20 %
$5.135.15 23.82%

Now that your line item is part of your proposal, you must run the finalization process. After the
finalization process, you can print, email or fax your proposal to your customer. The next step is
to create purchase orders on your proposal.

! Another key factor of using work orders (besides hiding the resource (vendor) names on

“  your proposal) is that when you go to generate purchase orders, Dealer Choice will create
a purchase order for each of the resources you added to the work order for you. When
you create purchase orders for a work order line item, a purchase order will be generated
for each resource (vendor) that has been assigned to the work order. You need a
purchase order for each resource because you will receive an invoice from each vendor
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for the work they are doing. You will enter these invoices against the purchase orders
created from the work order so you can pay your vendors.

Work Order Purchase Orders

Your work order must be a line item on your proposal and you must finalize your proposal
before you can generate purchase orders. You generate your work order purchase orders exactly
the same way you create product purchase orders. Click on the Purchase Orders tab and then
click on the Create Purchase Orders icon. You can create the work order purchase orders by
selecting the work order line item only, or by selecting all line items on your proposal.
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Create Purchase Orders

Review Your Purchase Orders
“-- Back

will be created and are summarized below:

Flace Orders

Please review your purchase orders befare completing this step. The following purchase arders

—#1 - Dealer Choice Systems

Purchase amt: $45.00

In House PO

Submit Yia: | Don't send, just let me print it ¥
Company Logo: | DCS_addr_2_ipg.ipg
¥ Print Logo?

Attach Files:  |[Knoll sif

PO Comment: |

Test Customer I
123 Main Strest
Catonsyille, MD 21222

Ship To:

Shipping Contact: |

Contact Phone: | |

Contact Fax: | |
Req Ship Date: v
Req Arrive Date: v

Deliver Between: |mm,-‘dd,-‘ww

[mm /ddfyyyy |

Purchase Order
Footer Message:

Thank you for your business! Please accept this
proposal by signing below.

Items To Be Purchased {(1):
Item No.
119

Qty

Delivery & Installation 1

Product

Item Cost
$45.00

—#2 - Test Yendor

Purchase Amt: $£200.00

In House PO
Submit Yia: | Don't send, just let me print it ¥
Company Logo: | DCS_addr_2_jpg.jpg

¥ print Lago?

Attach Files:  |[Knoll,sif
PO Comment: |
Ship To: Test Customer I

123 Main Strest
Catonsyille, MD 21222

Chinnina Contact:

_ | |
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In the example above, the work order line item was the only line item selected to be converted to
a purchase order. On our example work order, we added two resources (Install Service and
Truck Services) so we will end up with two purchase orders. You can see in the image above that
two purchase orders will be created from our work order line item. The purchase orders will be
to the vendors associated with the Install Service resource and the Truck Services Resource. In
our example, the Install Serivce resource is associated with Dealer Choice Systems and the
Truck Services resource is associated with the vendor Test Vendor.

When we click on the Place Orders button, a purchase order will be created for each vendor on
the work order and the purchase order(s) can be viewed on the Purchase Orders tab as shown
below.

My Propesals

Proposal 5630 1 User Documentation

» 2

Project Info || Dasign | instell | (tems Details  Purchase Orders | Receivables  Payobles || File Yoult || Service & Punch || Ledger

Showing 1 - 6 of 6 Purchase Orders for Proposal 5630, Papaiofl 1
- - -

2O No. Lrestion Date Yendor Product Sent By Qrder Amount
2013TST

8477 Jan 9th 2017 1:24pm Harman Mllor General Funturoe Sakes NiA $2.100.00
8097 Jun l4ath 2017 a:97am Dedler Choice Systams Delivery & Installaton NfA £45.00
2603 Jun 14th 2017 2:57am TJost Vencor Delivary & Installaton N/A $200.00
TST-82300 Sep 29th 2016 2:0%5pm ¢ knoll, Inc. (100-223 Dmidends Honzan, Offce Seating, Kn N $7217.12
TST-8403 MNav Eth 2016 1:26am Tekrvon Inc Genaral Funiture Sales NiA $340.00
TST3404 MNav Eth 2016 1:26om Harman Mllar General Fumibre Sales N/A $2.,100.00

As you can see in the image above, two new purchase orders have been created. A purchase
order for each resource (vendor) on our work order now exists. You now have purchase orders
that you can send to the respective vendors. When you receive the invoice (payable) from each
vendor, you will enter the payable with the purchase order number that was created here so you
can pay your vendors.

Ledger Tab

The Ledger tab displays a snapshot of all the journal transactions that have taken place on this
proposal. User permission settings determine which users have access to the Ledger Tab and or
the icon to create journal entries. If you have the necessary permission settings, the Ledger tab
will be available to you.

You can conveniently view the journal entries for this specific proposal from the Ledger Tab.
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My Prupusals

Proposol 5630 1 User Documentation

” %

jDrejactinfe | Design || install | tum Datalls ; | Pucchose Qvderx | | Recelvables || Payebies || Flis Yoult | Service b Punch

Showing 1 - 25 of 27 Jowrnal Eatrles for Proposal 5630,

Fage lot2 1 3

Date/Time Type Account Memo Debit Crodit
06/54/2017 5100 am Adjustrmant 120 - Accourss Recervabls Applying customer arade to invoioe $200.00
Cundover: Fast Customer 120 - Accourds Recarvable Applring custamer awde fo iInveios $200.00

S LSy

$200.00 $200.00

02/23/2017 2108 pm Invoxe 400 - Ravenue Genaral Furrsture Sales (12M5)
Twat Lyer 410 - Cost of Goods Suld sararal Furmature Sales (17334) $2,100,00
117 « Werk In Progress (wiP) General Fumiture Sales (12345) $2,100.00
$2,100.00 3210000
11/08/2016 3:27 pm sl 200 - Accnurds Payable Invoics N HN-S532 $2,100.00
Vendov: Hevrman Mier 117 - Work In Progress (wWIP) $2.100.00

Sampe User

11/02/2014 3:26 pm sil
Vendav: Tebnion Ine

Sample Lser

- Accuurts Payahls Invare No. 334909

7« Werk In Progress (wiP)

$2,100.00 $2,100.00
$840.00

$320.00
jt40.00 $840.00

a— Adivske s MM AT ALl e Bl b i Pt

The Ledger tab displays all journal transactions that have occurred regarding this proposal.

Ledger Tab Icons

There is only one possible icon that can appear on the Ledger Tab and that is the Create a New
Journal Entry icon.

My Propesals

Proposal 5630 1 User Documentation
* 2
Project Info | Design || Lustoll | 1tem Dedails || Porchase Orders || Receivabies || Payables | File Youll  Secvice b Punch | Ledger

Showing 1 - 25 af 27 Jowrnal Entries for Proposal 5620,
Create a new Joumnal entry icon

fagetof2 12

Date/Time Tyne Accuunt Memo Dehit Credit
| 04/14/2017 9:00 am Adustment 120 + Accounts Recewvable Applying costomers credt 10 virtite $200.00
Customer: Tast Cusfomer 129 - Accounts Recewvabls 0pplying customer tradt fo Fvaice $200.00
Sarnnle User $200.00 $200.00

Ledger Tab Icons

Create a New Journal Entry

Window

Proposals Direct Bill
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Direct Bill proposals are proposals where you need to invoice a vendor, or multiple vendors, for
a dealer commission or dealer service fee and the vendor(s) will invoice your customer directly.
Typically you will not be invoicing your customer for the product. You are not technically
buying the product from the vendor(s) but you are the dealership on record for carrying the sale.
Your sales numbers will reflect the total sales. You can invoice your customer for product on a
Direct bill proposal and invoice the vendors for your commissions. You also have the option of
invoice the vendors for the full sell price of Products or Services that the vendor does not
provide. You will typically invoice the vendor for Installation services that you provide so you
need to invoice for the full sell price of that service.

You do not have to create multiple proposals to be able to invoice each vendor. You can include
your entire product on a single proposal.

Direct Bill processing tales place in three steps.
1 - Designate the proposal as a direct bill order type on the Project Info tab.
2 - Select the vendor(s) that will be invoicing your customer for the product during

proposal finalization.
3 - Select either the Sell amount or Commission amount to invoice to each vendor.

The first step to creating a direct bill proposal is to change the Order Type field on the Project
Info tab to Direct. There are two options for Order Type on the Project Info tab; Normal and
Direct. In the example below, the Order Type for this proposal has been changed to Direct.

Step 1: Designate your proposal as a Direct Bill proposal
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My Propusals
Proposal 5332 | Direct Bill Example
* x

Project info || Design || Install | item Details || Purchase Orders | Recuivables || Payebles | bile Vault || Service & #unch | Ledger |

Prepesal Description: * Prapesal No; *
Direct Bill Example 5332
Custormer: * Tast Customer * Sales Fep * fTest Usar

123 Main et Secondary Rep
Baltrmara, MD 21228 X 5

[stt] [hange bdl ta]

S4las Coved

Custamer PO

Propoie To: * [Tast Customes AAD Firm ¢
123 Mam Street
Datimore, M0 21226 Lortsct
[aant]

contact v
Evairavon Date! ayg v | 24 v 2016 |[F] d>-wl.—r Type: [Darsee
Probabla Close . Propozal Status v
Date Status Note
Probatnty ¢
ActtesfArchive: |Athe
OIS SN Taam b

Flag as complata

Propasal Notes

Lastd & =cte]

A Direct bill order type proposal processing is slightly different than a normal bill proposal type.
You create your Direct bill proposal exactly as you create any other proposal and you must select
Direct as the order type on the Project Info tab.

After designating your proposal as a Direct order type, create your line items as you normally do.
The line items can be imported from a specification file or manually entered or copied from an
existing proposal. The next step of working with a Direct bill proposal occurs during proposal
finalization. Below is an image of our direct bill proposal with two line items. The product and
installation lines will be invoiced to the customer by the vendor. In this case, we will invoice the
vendor for the commission amount on the product line and for the full sell price on the
Installation line because we are providing that service to our customer, the vendor is not.
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My Praposals

Proposal 5332  Direct Blll Example

*

% 2

| Project ide || Design | Iestall | ftem Details ‘LPurﬂun Orders | | Recsivables  Payasbles | File Voult | Service & Punch | Ledger

Showing 1 - 2 of 2 Line Items for Prepesal 5332,

o BT o = = # Y ke d

Itemm No ftem Descr. Item List Item Cost Ttem Sell Ext Sell

Line 1 1 Taknkon Inc | Aty
1 1234 Product Descripbon $470.40 $352.80 $470.40 $470 40 25 %
Lne 2 Deakr Choice Systams © Dalvery & Instalation

Receve, Deliver, and [nstall

1 D1 Product $142.85 $100.00 $142 50 $142 886 0%

$613.26 26.17%

Our proposal is ready for finalization so we can create purchase orders for the product and
Installation services.

Since the proposal is designated as a Direct bill, you must now select which vendor will be
invoicing your customer for the products and services on the proposal. You select the vendor(s)
that will be invoicing for the product in the finalization window.

Step 2: Select Direct Bill Vendors

My Propesals

Proposal 5332 & Direct Bl Example

% F

Project info | Design | Install Item Details | Purchase Orders | Receivobles | Payables | File Yauit | Service & Punch || Ledger |

Finafize Proposal
o hedk

efore parmng, emaling, or faeng your oroposal you must mark £ as final Tha finakzanon funcons shown balow wil be
portarmad and added to the proposal

To prevent any changes helow from being executed, simply uacheck that item,

Fimalization : Direct 8ill Veader Information

0f the vencon(s) bstad below, pease indicate which yendors) should be traated 35 drect bil vendors. Multiple vardors
may be combined into a sngle drect bil vendor if one vendor iz handing the paper for multpls vendors
Dealer Chelce Systems Dyract bl ta Deakr Choics Systems M
Total Sal: $142.66
Totsl Cost £100.00

Carect bil to Tekmion Inc
Traat a5 3 nomal (open) market busness

Teknion Inc Cirect bil to Dealer Chowce Systems .
Total Sel: £470.40
Totad Cost. $352.80

Fimalization : Assign Your Sales Tax Rubes

ONn'T App 2 S
Thers are tax rules established withn the ate of m%’«z%m ruae
MARTLAND, Pleasa cetaming whah tax ndes shaud - o
be appied to this proocsa ~ Baitenorg (5%
« Catorsvile {1%)

In the example above, each vendor on your proposal will be listed with the Total Sell and Total
Cost amounts of their product contained on this proposal. In the drop down selection box to the
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right of each vendor listed, you select how this product is to be invoice. The drop down selection
box lists each vendor that is used on this proposal. You can select which vendor will be doing
the invoicing for the product here. The last option, "Treat as normal (open) market business™
allows you to invoice your customer for this product line. If this option is selected then you will
be able to create an invoice to your customer for this vendor’s product.

¢ Ifthe vendor options selected during proposal finalization need to be modified, you have

~  the ability to change these settings during the Invoice Preview process. A single vendor
can be selected to invoice for all the products and services on the proposal or each
product line may be invoiced by the vendor providing the product.

In our example above, we have selected the vendor Teknion to invoice for our product and for
the Installation services. You will choose to invoice the selected vendor for the commission
amount or the full sell price of the product/service during the invoice creation process.

In the example above, we will generate two purchase orders, one for each vendor on this
proposal.

Step 3: Invoice Direct Bill Vendors

After the product has been received and installed you are now ready to invoice. You create
invoices from the Receivables Tab by clicking on the Create Customer Invoices icon and
selecting the product lines to be invoiced.
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Create a New Customer Invoice

Review Your Invoices

- Back [Craate Tnvoe |

Your inyoice preview (s shown below

One or more vendors are listed as direct bill vendors, therefore the invoice preview below has been separated according to direct
billing vendor. If any of your line items were listed as normal open markent business, a standard customer invoice has also been

created,
A You may thangs the direct bl setup for you vendor(s) by gicking here,
Please review and make sure thers are no errors, When you are ready to conbnus cick 'Craate Invore'

Involce Preview : Teknlon Inc

Items To B2 Invoicad (1)

Irwoice To: Teknion Inc Qty Item Descr Ext Sell Commission
Teknioa Inc 1.00 Product Description 447040 $117.60
commussion: $117.60 *
Invoice Data:  jyn v 1a v 2017 oM
Submewvia: Mall v
Submit T0;  Teknion Inc
350 Felowshp Road General
Mt Laurel, NJ 09054
Remit Ta: Dealer Choice Systems ¥
Company  210%8_Logo_l1LIPG v
Logo
¢ Print Logo?
Prire Prefs.  Salect my print optons ¢
Invoice Preview : Dealer Choice Systems Items To 8e invoiced (1):
Irwoice Yo: Deadar Chowca Systems Qty ltem Deser Ext Sell Commission
1.00 Reoaive, Deliver,., $142.00 §42,04

Owalar Choice Syrteme

Cammission: $42.86 ¥

Invoice Data

Jun ¥ 14 v 2017 L9

Submt Via: Mal v
Submit Ta:  pesler Chowe Systems
1007 Fredend Road
Catonsville, MD 2122
RemTTO: Dealer Chowe Systems v
Company  21058_Logo_ILIPG v
Logo

Prvt Prefs:

¥ Print Logo?

Select my print optons v

In the Review Your Invoice window on Direct Bill proposals, you will be presented with a link
that allows you to change the direct bill vendors selected during the proposal finalization process
if necessary. At the top of the Review Your Invoice window you will see the warning symbol
noting that you can change your vendor selections if you want to.
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Create 2 New Customer Invoice

Review Your Invoices

< Back Craate Invaice.

Your invoste oreview (£ shown below

One or more vendors are listed as direct bill vendors, therefore the invoice preview below has been separated according to direct
billing vendor. If any of your line Items were listed as normal open markent business, a stondard customer invoice has also been
created.

1\ vYou may change the direct bil setup for you vendor(s) by gicking here

Change Direct Bill Designation L X

Teknion Inc

Direct bill to Tekmon Inc v
Total Sell: $470.40
Total Cost: $352.80
Dealer Choice Systems

Direct bill to Dealer Choice Systams v

Total Sell: $§142 86
Total Cost: $100.00

Remit To!  Dealer Choics Systems v

Company 21058_Logo_ILIPG v
Loga:
< Print Logn?

Print Prefs:  Salect my print cobons v

Involce Preview : Dealer Cholce Systems Izems To 8a invoicad (1)
Invoece To! Dealer Chows Systems Qty Item Descr Ext Sell Commission

Dealar Choice Systems | 1.00 Rezeive, Deliver,.. $142 86 §42.86
Cammisson: $42.86 ¢
Inecica Data: jun * 14 v 2017 9|
Submit ia: Mad v
Submit To:  pealer Choce Systams

1007 Frederick Road
Catonsville, MD 21228

RemMtTo: Dealer Chowe Systems v
Company 21058 Logo ILIPG v

Logo!
¥ PnntLogo?

Print Prefs:  Salect my print optons ¥

] x]

The Change Direct Bill Designation window will open allowing you to change the vendors that
are to be invoiced by you. If you make changes to the designated vendor in this window, your

Review Your invoice window will update with the selections you have made. If you select the

"Treat as a normal (open) market business™ option for all the vendors on your proposal, then you
will be creating a single invoice to your customer for the sell price on your proposal. This will

result in a Normal billing condition meaning that the Direct Bill order type was not necessary on
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the Project Info tab. You can invoice a vendor, multiple vendors and your customer on a Direct
Bill proposal.

Create a New Customer Invoice . § %]

Review Your Invoice
<-- Bach Create Invoics

Your invaice previaw 5 shown below,

One or more vendors are listed as direct bill vendors, therefore the invoice preview below has been separated according to direct
billing vendor. If any of your line items veere listed as normal open markent business, a standard customer invoice has also been
created,

1) You may change tha direct bill sstug foe you vendoris) by ghcking here

Plaase raview and make sure there are no amors. When you are ready to conbinue dick ‘Craate [nvaice’,

Invoice Previeys : Teknlon Inc ftems To Be Invoiced (2)
Inwoice Tol  Teknion Inc Qty Item Descr Ent Sell Commission
100 Product Description §47040 $117 .60

Takalan inc
Commession: $117.60 ¥ 1.00 Receive, Deliver, $142.86 $42.86
Deslar Choice Systems)

Total Sell: $142.86 ¢

tnvoice Date:  jun v |14 v Foi7 |09
Submet Via: Mall ¥
Subm® To:  Tekeon Inc

350 Fellowship Road General
Mt Laurel, N 05054

Fem& To: | Dealer Choice Systems ¥

Company 21058 Logo_lIJPG v
Logo:
¢ Prik Logo?

Prnt Prefs: | Select my prnt options v

In the example above, we have selected to invoice the vendor Teknion for the commission on the
product and for the full sell price for the Installation service line item. You select the amount
you are invoicing for by selecting Commission or the Total Sell amount from the drop down
selection box under each vendor’s name.

¢ Weare invoicing the vendor Teknion for the Total sell amount of the Installation service
~  line because Teknion will be invoicing our customer for the installation for us. We need
to receive that amount from Teknion as well as the commission on the product line item.

Creating the Direct Bill Invoice

Our invoice to the vendor will be created for the commission amount on the product line item
and for the Total Sell amount of the Installation line item as shown below.
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DEALER SYSTEMS Customer: Teknion Inc Dll'eCt Bl" |nVO|Ce
; o Sales Rep: Test User 3934
Proposal: 5332

Invoice Date: 6/14/2017
Due Date: 7/14/2017

Customer: Installation Location:
Teknion Inc Test Customer

350 Fellowship Road General 123 Main Street

Mt Laurel, NJ 08054 Baltimore, MD 21228

Direct Bill Example

Item No. Item Description Qty Ext Sell Ext Comm
Line: 1 Teknion Inc - Ability 1 $117.60
1234 Product Description

Line: 2 Dealer Choice Systems - Delivery & Installation 1 $142.86

RDI Receive, Deliver, and Install Product

Please remit payment to:

Subtotal: il s $260.46
Dealer Choice Systems 2
P.O. Box 21058 Invoice Total.........ccooviiiiiiiiiiiiis e $260.46

Baltimore, MD 21228
877-769-1865

This invoice allows us to receive our commission payment as well as the full sell amount for the
installation service. When the payment from the vendor is received it will be entered against this
invoice.

Project Management

The Project Management menu is accessed from the Proposals menu in the main navigation
menu. There are two menu options available under the Project Management menu; Install &
Delivery Schedule and Work orders. This option is intended to be used as a tool to view
scheduled installations and deliveries. This gives anyone that has access to this feature instant
information as to what projects have been scheduled and when.

~  The information displayed on the Installation & Delivery Schedule is currently only
~ available to users of your site. There is no print or export option. This information is
intended for in-house project managers to manage and schedule their project installations.

The menu path to the Installation & Delivery schedule is shown below:

253



S— .
F SO Wwicome, smie Propct Maragoment ' el & Dolvery Schedulo
I’L_A (Locous e L S Wk Ovels l

Welcome Dealer Choice Adimia

Install and Delivery Schedule

Installation & Delivery Schedule

The Installation & Delivery Schedule will display any proposals that have a Scheduled install
date entered on its Install Tab. The schedule gives an overview of projects that are due to begin
installation. In the example below, we can see that we have a proposal with a scheduled
installation date of June 15 through June 19.

installation & Delivery Schedule

<< Juee 2017 2>

Sun Mon Tue Wed Thu Frl Sat
268 P 30 3 (LR nz o3
04 oS L oz 08 09 10
11 12 13 14 15 16 17
Tag Custamer ( S530 Iest Custamer ;| S630 Test Customer : 5630
1 {0 {
mn 19 20 21 22 23 21

Toz Customer 1 %430 Tzt Cystomer ; %430
¥

25 20 27 28 29 30 o1

The proposal schedule entry is a link to the proposal. You can click on the schedule entry and
the Proposal Installation Details window will open. You have access to the Project Info tab,
Install Info tab, File Vault tab and Work Orders tab on the proposal as shown below.

254



Proposal Installation Details (_ || x|

Proposal 5630 : User Documentation

[open this proposal] Project Magr: | | [assian me]

Project Info || Install Info || File Yault || Work Orders |

Customer:
Test Custamer Install Date: [Jun v [/15 ¥ El
123 Main Strest
Baltimare, Install End Date: |,y ([1q v E|
MO 21228 .
[2dit] Start Time:
v |:||:| v v
Contact: Bldg Mngmt POC:

Install Location: MWew Test Customer Shipping Location: Mew Test Customer

111 First Street 111 First Street
Map It - -
2 Catonsville, Catonsville, MD 21228
MD 21228 [edit]

[edit]

A

There is a link at the top of this window called [open this proposal] which will open the proposal
and allow access to the proposal information based on the users permission settings.

The Project Mngr: input field also allows for a Project Manager to be assigned to this project.
You can enter the first few characters of any employees name and select the appropriate project
manager from the list or you can click on the [assign me] link to have your name automatically
filling in as the Project Manager.

When a project manager has been assigned to a project, the assigned proposals will be listed in
the My Jobs frame above the Installation & Delivery Schedule as shown below. This gives the
Project Manager quick access to any of the projects that have been assigned to him/her. They can
click on the any of the assigned jobs link to instantly open the Proposal Installation Details
window. This removes the need for the Project Manager to have to search for projects assigned
to them by clicking on projects on the schedule.
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My Joh= {1):
Tast Cumbamer ; 5430

Installation & Delivery Schedule

Sun Mon Tue Wed The Fri Sat

2B 0 an a1 o1 oz oF

o4 o5 oG a7 k] ] i

11 12 13 14 15 16 17
TestOuistomar . 5630 | | TastCustomer . SB30 | TastCustome: . SEG0
Dwaier Chaioe Admin Dnader Chokos Admin Daalar Chovca Admin

1B 19 0 21 23 3 24

InstCustomar : 5630 | | Tast Customer - SE30

Coahar Chaioa Admin Do Choioe Admin

23 i 7 28 9 £ o1

Project Info Tab

From this view you can edit (permissions based) the customer (or Bill To) information, Install
Location and the Shipping Location. The Install Date and Start Time can also be edited from
this view.
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Proposal Installation Details (_ || x|
Proposal 5630 : User Documentation
[ogen this Qrogosal] PrDjEI:,‘t Mrgr: | | [assign rne]
Project Info || Install Info || File Yault || Work Orders |
Customer:
Test Custamer Install Date: [Jun ¥ |15 ¥ El
123 Main Street Install End Dat =
E-EI|tiITICII'E, nsta n ate: Jun Y19 ¥ -201}'
MO 21228 . -
[=dit] Start Time:
- v oo - v
Contact: Bldg Mngmt POC:
Install Location: Mew Test Customer Shipping Location: MNew Test Customer
111 First Street 111 First Street
Map It - ;
Han L Catonsville, Catonsville, MD 21228
mMD 21228 [edit]
[2dit]
-
A

Install Info Tab

There are no input fields on this tab. This tab displays information that is in your proposal.
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Proposal Installation Details mE

Proposal 5630 : User Documentation

[open this proposal] Project Mngr:  [Dealer Choice Admin | [assian me]

Project Info || Install Info || File Yault || Work Orders |

Site Information:

Mo, Floors: 0O Dlvr Nrml Hours: Install Nrml Hours:
Building Restrictions: Loading Dock: Freight Elevator:
Stair Carry: Move Product Prior: Occupied Space:
Permits: Certificate of Insurance:

Product Information:

Task Seating: | | QT

Guest Seating: | | Ty

Drawings Provided: wiall Mntd Product: Power Poles:
VWiood Trim/Elements: Multiple Trips:

.

File Vault Tab

The File Vault tab does allow for files to be uploaded to the proposals File Vault. File can be
deleted from the vault as well. To upload a file to the vault from this tab, click on the Browse
button to search for the file(s) you want to upload.
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Proposal Installation Details [_ ]

Proposal 5630 : User Documentation

[2pen this proposal] Project Mngr:  [Dealer Choice Admin | [assian me]

Project Info || Install Info || File vault || Work Orders |

Showing 1 file. i Choose File | Mo file chosen |

File Name File Type File Size

& knoll.sif SIF 2.17 KB

-

Work Orders Tab

The work order tab displays any work orders that have been created for this proposal. The work
orders can be viewed, printed and edited from this view.

Propesal Installation Details (_ ]l x|

Proposal 5630 : User Documentation

[open this proposal] Project Mngr: |Dea|er Choice Admin | [assian me]

| Project Info || Install Info || File ¥ault || Work Orders |

Showing 1 - 1 of 1 Work Orders.

Order MNo. Order Date Description

Installation and Fainting
119 06/13/2017 Services

-
Y,

If any changes have been made that you wish to retain, click on the Save button after your
changes are complete.

Work Orders
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“y  Work Order are discussed in detail in the Work Orders section In the Service and Punch
= section of this document. See that section for details on creating and editing Work
Orders.

Work Orders do not have to be created from the Service & Punch tab on proposals. The Work
Orders menu item allows direct access to creating and editing Work Orders without having to
open a proposal first. When you click on the Work Orders menu item the Project Management
window will open and it will display Pending work orders and work order that have been marked
as Complete.

Project Management

Pending Work Orders (1)

Cstames )

[¥] O9%09/2017 9:37 am ! Iass G r ] SaN

Shoveing 1 - 12 of 12 Work Orders. Patory 1

Order Date Saolus Rep Complete

Pending work orders are work orders that have not yet marked as Complete. Work orders can be
created and edited over a period of time to allow for all the appropriate information to be
collected. The work order is considered "pending” until it has been marked complete.

To edit a pending work order, simply click on the entry in the Pending Work Orders list and the
Work Order edit window will open allowing you to update your work order.

The lower frame of this window displays all work orders that have been marked as Complete.
The details of any of these entries can be accessed by clicking on the entry in the list. The
Completed Work Order list also displays colored diamonds to the right of the Work Order
number. These diamonds denote the status of the work order. A green diamond indicates that the
work order has been ordered (on a purchase order) and a blue diamond indicates that the work
order has been invoiced.

The Work Order list displays very much like the proposal list. Several of the column titles in the
Work Order list are underlined meaning that they are links for sorting the list. Click on any of
the underlined column titles to sort the list in ascending order, click the title a second time to sort
the list in descending order.
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The work order list can also be sorted with the Sort Option menu on the right side on the window
under the pagination controls.

System

The System menu option is only available to users that have permission to view system settings.
You want to restrict the number of users that have access to the System settings. Changing some
settings without fully understanding the outcome can result in significant problems.

AAD Frapomas v feTraveiny

yarty ety & Camreaws dizee

—, Wekcoma, admin —
L= 1 Hessapes Hello Dealer Choice Admin! I

......

Currently the only option available under the System menu is System Configuration. This may
be expanded in the future.

System Configuration

Click on the System Configuration menu option to open the System Configuration and Settings
Window. This is where you control user access to your site and configure your site settings
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System Configuration & Settings

System Settings

| Users & Groups || Company & System Settings

[new user]

— Add & Edit Users { Total Users = 33 Total Active Users = 9 Total Active and Locked Users = 1)

Accounting
Adrministrators
Closed Period
delete test
Demo Users
Design

Installation

Name Username Lock Active
Brandan Brandons Y

Dave H Dave A
Dealer Choice Admin admin ki
Debhbie F winter Y

Demo Lser Demo Y

Gene L Gene A

Jen Jen ' -

— Add & Edit Groups (18]

[new aroup]

Group Mame Lock

There are two tabs in the System Configuration & Settings window.

System Configuration Tabs

Users & Groups

This tab is where you manage your system users.

Company & System Settings

This tab is where you configure your site settings.

Users & Groups

The Users & Groups tab is where your control access to your site. This is where you manage
your user and can set individual user permissions as well as assign users to Groups.
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System Configuration & Settings

System Settings

| Users & Groups || Company & System Settings

[new user]

— Add & Edit Users { Total Users = 33 Total Active Users = 9 Total Active and Locked Users = 1)

Accounting
Adrministrators
Closed Period
delete test
Demo Users
Design

Installation

Name Username Lock Active
Brandan Brandons Y

Dave H Dave A
Dealer Choice Admin admin ki
Debhbie F winter Y

Demo Lser Demo Y

Gene L Gene A

Jen Jen ' -

— Add & Edit Groups (18]

[new aroup]

Group Mame Lock

Users & Groups Frames

Add & Edit Users

This is where you add, disable and edit the Users
for your site

Add & Edit Groups

This is where you add, disable and edit the Groups
for your site

There is a link for adding users to your site called [new user] and there is a link for adding new
groups to your site called [new group]. Clicking on either of these options will open the
appropriate window for creating a new user or new group.

To edit the settings for an existing user or group, simply click on that entry in the list to open it.
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New User

To add a new user to your site, click on the [new user] link in the Users & Groups frame. This
will open the Create a New User window.

The New User input window:
Create New User

User Info

() Fields followed by an asterisk are required fields and must be entered to save your data.

_ |} x|

Marme: *

¥ 1s this user active?

Flace a lock on this user?

User Mame: *

Passwaord: *

Login Date Restriction:

Fram: v

Thru: v

IP Address Restriction:

Lser ID:

]

Commission:

Mo Commission A

Email: *

¥ Receive messages & alerts as email?

Phone:

Faw:

Group:

Accounting
Administrators
Closed Period
delete test

Dermo Users b

Save Llser

4

Create a New user Fields

Name *

Required field. This is the persons real name and is
typically entered as Firstname Lastname in this
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field

Is this user active?

If this account is actively being used, check this
box to allow this user access to your site

Place a lock on this user?

By checking this box, you immediately lock the
user out of your site, even if they are logged in

User Name *

Required field. This is the user name that the
person enters in the User name prompt in the
Dealer Choice login window. This input field in
not case sensitive. You can enter the user name ini
any combination of upper and lower case letters
and the user name can be entered in the login
widow in any combination of upper and lower case
letters.

Password *

Required field. This is the password the person
enters in the Password prompt in the Dealer
Choice login window. This input field IS case
sensitive. If you enter PASSword in the field, then
the user will have to enter their password as
PASSword in the login window.

Login Date Restriction

You can restrict the period of activity of a user
account by setting a from date and a thru date here.
If the user tries to login outside of the timeframe
set here, they will not be allowed to. You must
make the account inactive and locked to disable
the account.

IP Address Restriction

You can restrict access to your site to allow access
from a specific computer IP address. If you
wanted to restrict certain users access to access
your site only from your office, enter the IP
address of your in house server here. If the user
then tries to access your site from their home
computer, the IP addresses will not match and
access will be denied.

User ID

This field allows to you enter an alphanumeric
identifier (5 characters max) for this user. This
identifier can be a number, letters or a combination
of numbers and letters. This field is typically used
on sales reps user accounts. If this field is
populated, then purchase orders and customer
invoices will include the User ID as part of the
purchase order and customer invoice number.

This helps identify the sales rep associated with

265




the purchase order or customer invoice just by
looking at the document number.

Commission

This field is used to assign a commission rule to a
sales rep. The commission rule definition will
determine the commission this sales rep is eligible
to receive on proposals. Once commission rules
are defined in your system (Commissions and
Overhead Tab under Company & System Settings)
the commission rules can be assigned to sales reps.

Email *

Required field. Enter the users email address. This
address is used by Dealer Choice as the From
address in the Sender field on any email messages
sent from within Dealer Choice. Replies to
messages sent from Dealer Choice will be received
in the user’s normal email client inbox.

Receive messages & alerts as email?

This is for future development. Checking this box
will allow any Dealer Choice message and alerts to
be forwarded to the user’s normal email client
inbox.

Phone

Typically this is the sales reps phone number.
This is a print option field to be included on
proposals and customer invoices in the document
header.

Fax

Typically this is the sales reps fax number. This is
a print option field to be included on proposals and
customer invoices in the document header.

Group

This is where you assign a user to a Group. Users
can be members of a single group, multiple groups
or no group. Typically system permissions are
assigned to a Group. All members of the group
inherit the permissions of the group so individual
permissions do not have to be assigned to every
single user of your system.

Save User button

After entering or editing user information, click on
the Save User button to create or save your user
information.

Editing an Existing User

To edit an existing user, simply click on the user entry in the User List to open the Edit User

window.
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Edit User : Test User N E

User Info | Permissions || Resources |

Mame: * | Test User

#| 1= this user active?

Place a lock on this user?

User Mame: * | Test

Password: * | [abc |

Login Date Restriction:
ogin Date Restriction: | . =

Thru: v

IP Address Restriction:

User ID: |:|

Commission: || 50% Commission Rule ¥

Email: * | Test@abc.com |

#| Receive messages % alerts as email?

Fax: || |

Phone:

Group: | | Accounting

Administrators

Closed Period

delete test

Cemo Users 7

Save Lser

A

When you open an existing user you will notice two additional tabs; Permissions and Resources.

User Permissions are covered in the User and Group Permissions chapter.

Resources Tab

The Resources tab allows you to denote a user as a resource that can be used when creating work
orders. If you have an in-house design team, for example, and you want to include Design as a
resource on a work order so you can recover the costs of design on your proposals, you can mark
your designers as resources. Users of your site that are marked resources are considered "internal
resources" because your dealership is the vendor associated with this resource. Users of your
site that are set as active resources here can be included as resources on work orders.
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Resources that are defined under the Resources tab under the Company Settings tab are
considered "external resources" because a vendor (or sub contractor that you use) is the vendor
assigned to these resources. See the Resources Tab section under Company Settings for details
on external resources.

Edit User : Test User M E

User Info | Permissions | Resources |

Resource Mame: * | Test User |

Active?

vendar: | Dealer Choice Systems |

Hourly Cost: sel:[ 0.0g)
Daily Cost: sel:[ 0.0
Half Day Cost: sel:[ o.0g)

Description:

-
y,

Resource Tab fields

This can be either the users name or a name that
you assign for this resource. You can enter a
Resource Name * resources name such as "Designer" or "Designer
1" here, for example. Resources added to a work
order are selected by the name you enter here.

If this flag is checked, you will be able to select

ive?
Active’ this resource to be included on work orders.

Since this is an internal resource, the vendor here
Vendor will be your dealership name. Your dealership
must be an entry in your vendor database.

Enter the actual hourly cost of this resource. This
can be the resources hourly wages plus benefits or
it can be any value that you want to enter for the
actual cost of your designer resource. The Sell
field can be used to enter a value that is higher
than your actual cost (Hourly field). The Sell
amount will be used as the Cost field when this
resource is imported into a proposal line item.

Hourly Cost
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Daily Cost

Enter the actual daily cost of this resource. This
can be the resources daily wages plus benefits or it
can be any value that you want to enter for the
actual cost of your resource. The Sell field can be
used to enter a value that is higher than your actual
cost (Daily field). The Sell amount will be used as
the Cost field when this resource is imported into a
proposal line item.

Half Day Cost

Enter the actual half day cost of this resource.
This can be the resources half day wages plus
benefits or it can be any value that you want to
enter for the actual cost of your resource. The Sell
field can be used to enter a value that is higher
than your actual cost (Half Day field). The Sell
amount will be used as the Cost field when this
resource is imported into a proposal line item.

Description

The description field is a free text input field to
allow you to enter descriptive text concerning this
resource. The text entered here is for internal use
only.

Save User button

Click on the Save User button to save your
changes.

The example below shows an internal designer resource definition.

Edit User : Test User M E
User Info | Permissions | Resources |
Resource Name: * | [Designer 1 |
¢ Active?
viendor: | [Dealer Choice Systems |
Hourly Cost: Sell: 35.00
Daily Cost: sell: 280,00
Half Day Cost: sell: 140,00
Designer I skill level
Description:
i
.
A
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The resource is set as active and saved. It is now available for use on a work order. An example
of selecting this resource on a work order is shown below.

View / Edit Work Order M E

|
Edit Work Order : 120

ol Oh G
Scope of Work I Resources |

MNew Work Order Resource

=-- back
Resource: Description:
|Design Waork
Time Quoted:
[ | [Hourts) v 4
True Cost: True Cost Ext:

Internal Cost Ext:

Internal Cost: $35.00 Internal Profit Dollars:

Save Resource

The example above shows the Designer Work resource being added to a work order.

New Group

The primary function of groups are to allow for easy communication using the Dealer Choice
internal messaging system and to save a significant amount of time when setting permissions.

You can create as many groups as you like. Groups can have a single user or multiple users and
users can belong to more than one group.

Creating a new Group

Click on the [new group] link to open the Create a New Group window. There are two tabs in
this window; Group Info and Permissions.
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Create A New Group

Group Info

Group Mame: *

Flace a lock on this group?

Allow 'submit to' functionality ?

Group Members: | Brandon
Dave H
Dealer Choice admin
Debhie F
Demo User =
-
|

Group Info Tab

Group Info tab Fields

Group Name *

Required field. Enter the name of the group you
are creating. Group names usually denote the
different departments that you have in your
company such as Sales, Design, Install, Customer
Support. You can create a group with a person's
name.

Place a lock on this group?

If a group is locked then every member of that
group is immediately logged out of Dealer Choice

Allow 'submit to' functionality?

Allows internal Dealer Choice message to be sent
to all members of this group.

Group Members

This is where you select the members of this
group. If you are selecting multiple users hold
down the CRTL (control) key while clicking on
the names

Save Group button

Click on the Save Group button to save your
Group information.

Group Permissions Tab

Group Permissions are covered in the User and Group Permissions chapter.
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User and Group Permissions

User Permissions

Individual user permissions can be set for each user of your site. Keep in mind that

w permissions set for a group are inherited by each member of that group. To avoid having

to set individual permissions for every user of your site, set the primary set of
permissions for a group of like users then add users to that group. If a particular user in
the group needs a few extra or specific permission settings, you can edit the individual

user permissions to add functionality to the specific user.

You have the ability to set permissions for each individual user in your site. Clicking on the
Permissions tab displays all the categories of where permissions can be set.

Edit User : Brandon

User Info I Permissions || Resources |

—User Permissions

aEaD

Accounting
Customers

Custamer Credits
Customer Receivables
Project Management
Proposals

Purchase Orders
Reports

Systermn Configuration

vendors

3 3 2 3 3 R

Vendor Payables

Blease check the desired permissions for Brandon and click "Save Permissions’ below,

Save Permissions |

Save User
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To set the permissions for an individual user, click on the category to open the details for that
category. Select the desired permissions for the user by checking the permission option. After
selecting your permission settings you can click on the category again to hide the permission
details. Be sure to save your settings by clicking on the Save Permissions button.

Edit User : Brandon N E

User Info I Permissions || Resources |

—User Permissions

Pleaze check the desired permissions for Brandon and ciick ‘Save Permizsions” below,

E sano
Check All
Wiew & 8 D List Edit & & D Details Delete & 2 D Firms
Wiew A 2 D Details Create A & D Firms

Contact Info

—General Info
. p Create
Wie Yiew Contacts Contacts
Edit Edit Contacts Delete Contacts
—& & D Stats

Wiew Statistics

Accounting
Custamers

Custamer Credits
Custorner Receivables
Project Management
Proposals

Purchase Orders
Repaorts

Systermn Configuration

vendaors

EEEEREEEEEEEB

vendaor Payvables

Save Permissions |

Save User

‘h\ 4
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You can change user permissions at any time and permissions can be added or removed
whenever necessary to meet your user’s needs.

Permissions are applied to the user’s session during the login process. If you make

“  permission settings while a user is logged into Dealer Choice, the permission updates
will not take effect until the user logs in again.

Group Permissions

The Group Permissions detail is exactly the same as the individual permissions detail. The only
difference is that you are setting the permissions for the group and all members of the group will
have the permissions set here.
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Edit Group : Administrators ™ E

Group Info || Permissions |

— Group Permissions

Please check the desired permissions for Administrators and click "Save Permissions’ below,

=
Check All
¥ \iew & B D List #| Edit & & D Details ¥ Delete & & D Firms
¥ \iew & & D Details ¥ Create & 2 D Firms

—General Infa Contack Info
[ f ¢ Create
s o
Wiew Yiew Contacts Contacts
v e | el o ¥ Delete Contacts
—& & D Stats

¥ iew Statistics

Accounting
Custamers

Custamer Credits
Customer Receivables
Project Managerment
Proposals

Purchase Orders
Reports

Systermn Configuration

Vendors

EEEEEREEEHERRERE

vendor Payables

[ 5ave Permissions |

A

If a member of a group needs additional permissions settings that you don't want to issue to the
entire group, edit the individual user’s permission settings and add the extra permissions only to
the user that needs them.
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Company & System Settings

Under the Company & System Settings tab are 5 additional tabs; System Settings, Company
Settings, Products & Services, Resources and Commissions & Overhead

System Configuration & Settings

System Settings

Uszers & Groups || Company & System Settings |

| System Settings || Company Settings || Products & Services || Resources || Commissions & Overhead

‘ llhAdata Sottinnes

System Settings

The System Settings tab allows you to configure various settings of your site. Most of these
settings will be configured during your training session and or long before you go live. You may
need to visit the System Settings tab on occasion to make some adjustments to your site.
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Sysinm Santings l

[Update Setongs |

Systom Settings

Nusbor of 1items 1o show n pnmary 422s (1.0, proposas, cusTomer,
vendars):

=
Numtse of itams to show i secondary bty [ e. austomer cortacts,
tustomer iccations, dstounts, et):

S

Algw adring of Ine tems that onNgnasd from a spacficabon apolaticn.
Yes v

Your comoany LoGos
lustund]
——————411 1
¥ DS sddr 2 ain. |
oS edde 3 ipain. -

Your Company Docs:

[untued]
Mane

Defauk product for vendor freght charges:
Fraight Charges v

DRAUE product for yendor small onder 1ees:
Small Order Faes A

Dedauk product for vendor fusd charges:

Fue! Surcharges ¥
Defauk product for CBD fees:
[Cak Beforn Dadvary Charged ’

Outgorng MalFax queus
Enabled ¥

Force Non-S55. Requests to SSL7
No »

ROCUife ItRMG ta he racaned In order to map on AP e item?
You v

Proposy status optons:
Tastla]

DeAul new (usTomans to manual credt hokt?
No v,

Actvate Itam Linrary?
Yoz ¥

Actwate Sakes Rep [0 in rvoite numbers?
No v

De=play Joums ertnes on the AR Repoet?
No *

Displsy Joums ertries on the AF Report?
No v

Cesplay Vendar Deposits an the AR Repart?
s

Number of days between the shp date and nstal date to d=play storage
MOQuUeEt NotNIton wamng|

M
Number of days pnor to & biF comeng due to plsce £ n the oayment
queve?

S
Whan 2 customer refund & Craated, haw marvy Gays until it should be
placed n the paymant queus?

$C3)

in which tbmezone does your company reside?

Eastem ET (UTC-5:00} :
How long (n mvates ) shoud DealerChoke wat Dafore oQgng ot an
NS Uer Y

i3y

How to format date stamps;
06/20/2017 .

How to format tmostamas .
112 A

How many days should 4 proposs wak befors baing archived?
e v
After a new proposal is created, how many days unts 115 no jonger vaka?
F—
ASOw users 10 MOy CUSLOMEY INVOIts date LDon (aation:
Yoy v
Once & purchase order has been Fvoiced, should & be lodked to orevent
charges?
No v

Alow customar login;
Loge Disatyec v

Alow Emmgioyees Logn:
Logn Adowed ¥

Custamer crede cormection toces:

[astt 48]

Field cuztomazation:
[(SUTTSER

Posting date 10 use when erterng nuw payables
Invoice Data »

Start Date for AP Rspart:
0713172018 ]
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System Settings Fields

Number of items to show in primary lists (i.e.
proposals, customer, vendors):

This controls the number of items that will be
displayed in primary lists such as the Proposal,
Customer and Vendor lists.

Number of items to show in secondary lists (i.e.
customer contacts, customer locations, discounts,
etc):

The controls the number of items that are
displayed in secondary lists such as Locations and
Contacts.

Your company Logos:

Use the [upload] link to locate and upload your
company logo files. The logo files must be in jpeg
(.Jpg) format. There is no limit on the number of
logo files you can upload. Once uploaded you can
select which logo is to appear on your proposals,
purchase orders and customer invoices.

Your Company Docs:

Use the [upload] link to locate and upload
company documents. There is no limit to the
number of company documents you can upload.
See below for details.

Default product for vendor freight charges:

A product/service must be selected here to define
the product/service to be used for vendor freight
charges because Dealer Choice can create these
proposal line items during proposal finalization.
The product/service definition includes the income
and expense account to be used and the tax rules to
be applied.

Default product for vendor small order fees:

A product/service must be selected here to define
the product/service to be used for vendor freight
charges because Dealer Choice can create these
proposal line items during proposal finalization.
The product/service definition includes the income
and expense account to be used and the tax rules to
be applied.

Default product for vendor fuel charges:

A product/service must be selected here to define
the product/service to be used for vendor freight
charges because Dealer Choice can create these
proposal line items during proposal finalization.
The product/service definition includes the income
and expense account to be used and the tax rules to
be applied.

Default product for CBD fees:

A product/service must be selected here to define
the product/service to be used for vendor freight
charges because Dealer Choice can create these
proposal line items during proposal finalization.
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The product/service definition includes the income
and expense account to be used and the tax rules to
be applied.

Outgoing Mail/Fax queue:

The Mail/Fax queue can be disabled with this
control. By default the queue should always be
Enabled. If you need to disable the queue, you can
change this setting to Disabled.

Automatic Email Carbon Copy?

If this setting is turned on then a copy of any email
sent through Dealer Choice will also be sent to the
sending user.

Automatic Email Blind Copy Address?

A copy of any email sent through Dealer Choice
by any user will be sent to the email address listed
here.

Force Non-SSL Requests to SSL?

This setting allows you to force connections to
your site to use the Secure Sockets Layer (SSL)
connection between the client and server. This
type of connection encrypts the data sent between
machines. If this feature is in use, you may see a
warning message regarding the security certificate
presented by the website. This is a warning
message only and you should select the "Continue
to this website™ option to continue using the secure
connection.

Require items to be received in order to map on
AJ/P line item?

If you use the line item mapping option when
entering Payables (vendor invoices) and if this
control is set to Yes, line items cannot be received
individually unless they have a received date
entered (purchase order acknowledgement
information). The line item selection check box
will be greyed out if it has not be received. The
payable can still be entered, but not via line item

mapping.

Proposal status options:

Through this control, you can create custom
proposal status messages and assign them to your
proposals. The custom proposal status messages
appear in the Proposal List under the Status
column title. See below for details on adding
Proposal Status message to your site.

Default new customers to manual credit hold?

This control allows you to force new customers to
have the Manual Credit Hold flag set when a new
customer is added to the Customer database. You
may want this control set to Yes if you need time

to check credit references or to allow time for

279




receiving documentation from your customers
prior to allowing purchase orders to be created. If
this control is set to No then new customers will
not have the Manual Credit hold flag set
automatically when they are created.

Activate Item Library?

If set to Yes, then when manually entering line
items on any proposal, Vendor, the Item Number,
the Item Description and the List Price will be
stored in the database. The next time you enter an
Item Number that matches any entries in the Item
Library, a list will appear displaying the Vendor,
Item Number, Description and the List Price for
selection. If the line is selected, the saved fields
will be populated in the Enter a new line input
widow for you.

Activate Sales Rep ID in invoice numbers?

If this control is set to Yes, then the User 1D,
defined in the Users database record will be
included in the invoice numbers generated by
Dealer Choice

Display Journal entries on the AR report?

If this control is set to Yes, then any manual
journal entries that have been made to the AR
account (and that are within the date range that the
AR report is being run for), will be displayed on
the AR report

Display Journal entries on the AP report?

If this control is set to Yes, then any manual
journal entries that have been made to the AP
account (and that are within the date range that the
AR report is being run for), will be displayed on
the AP report

Display Vendor Deposits on the AP report?

If this control is set to Yes, then vendor deposit
invoices will be displayed on the AP report

Number of days between the ship date and install
date to display storage request notification
warning:

Setting a number of days here check the Ship date
against the Install date and if the range is greater
than the value set here, the Install Date will appear
with an asterisk on the Project Status report to
warning you of the time between ship date and
install date.

Number of days prior to a bill coming due to place
it in the payment queue?

This control will automatically flag a payable for
payment if it has not manually been flagged for
payment if the due date on the payable is within
the number of days set here.

When a customer refund is created, how many
days until it should be placed in the payment

This control will automatically flag a customer
refund for payment if it has not manually been
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queue?

flagged for payment if the due date on the refund
is within the number of days set here.

In which time zone does your company reside?

Select the time zone that you are in for proper
date/time stamping on your documents.

How long (in minutes) should Dealer Choice wait
before logging out an inactive user?

This control will automatically log out a users
session after the period entered here has been
reached an no activity has been logged in that
session.

How to format date stamps:

Select the format that you wish for the date to
appear on documents.

How to format timestamps:

Select the format that you wish for the time to
appear on documents.

How many days should a proposal wait before
being archived?

Set the number of days here for your proposals to
be automatically archived. Any proposal that has
no activity logged within this timeframe will
automatically be archived.

After a new proposal is created, how many days
until it is no longer valid?

This is the default date that will appear on the
Expiration Date field on the Project Info tab on
proposals. The default is 30 days. This control
will print a message at the bottom of your
proposals saying that the proposal pricing is
invalid after X days. This control allows for a
lower limit of 1 day and an upper limit of 9,999
days.

Allow users to modify customer invoice date upon
creation:

If this control is set to No, then the invoice date
field will be locked when creating customer
invoices and will default to today's date. If it is set
to Yes, the users will be allowed to pre or post date
customer invoices.

Once a purchase order has been invoiced, should it
be locked to prevent changes?

This control will lock editing of purchase orders if
the product on the purchase has been invoiced to
the customer. If it is set to Yes, then the purchase
order cannot be edited, if it is set to No, then the
purchase order can be edited.

Allow customer login:

For future development, this will allow your
customers to log into you site to view customer
specific data that you allow to be viewed.

Allow Employee Login:

This control allows you to lock you site down. If
set to Login Allowed then users can login to your
site, if set to Login Disabled, the your users cannot
log into your site.

Customer credit correction codes:

Customer credit correction codes must be created
before a customer credit can be generated and are
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used to issue a customer a credit memo. Each
correction code can be used to identify the reason
for the credit being issued, as well as the chart of
account that is affected by the credit. See below
for details.

Field customization:

For Future Development (Custom Reporting
Fields). This control allows you to add input
fields and or check box fields to Proposals,
Customers and Vendors. Custom fields can be
added now and they are intended for use with the
Custom Reporting function. The Custom
Reporting function will allow you to select
specific fields to be used as filters to run your
reports. This feature will include and customer
fields that you have created. See below for details.

Posting date to use when entering new payables

This control allows you to select the Invoice date
or the Receipt for the posting date when entering
vendor invoices. This control is set to Invoice date
by default and should remain as the posting date
per the Generally Accepted Accounting Principles.

Start date for the AP report

This allows the user to control what they would
like the start date to be on their AP report.

Your Company Docs:

You can upload documents to the database to be used as attachments on your proposals, purchase
orders, customer invoices and delivery tickets. Uploaded documents must be in either PDF or
DOC format. You can upload your Terms and Conditions document and attach it to Proposals so
ever proposal you email or fax from Dealer Choice will include your T&C's document as an
attachment. You can even upload sales flyers if you wish.
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Company Logos & Documents

Upload a new company document, Documents must be in either POF or DOC format,

Choose File | Mo file chosen |

Upload

Automatically append this document to outgoing:

Proposals
Purchase Orders
Customer Invoices
Delivery Tickets

After selecting your document to upload , you can specify it to be appended to outgoing
documents. You can select if it is to be attached to Proposals, Purchase Orders, Customer
Invoices and Delivery tickets. When you email or fax from Dealer Choice, the specified
document(s) will be included as attachments to that document.

Proposal Status Options

To add a Proposal Status message, click on the [edit list] link and the Edit List window will
open. If any proposal status messages have been entered, they will be displayed in this window.
To Edit an existing status, just click on the status in the list.
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Edit List : Proposal Status Options _ x|

Define your proposal status options:

Each proposal can be assigned a particular status {i.e, On-
Hold, Pending Design, etc) which is displayed within your
proposal list, You may defined the status options available
for each proposal here, The mazimum length allowed for
the option name is 32 characters,

Keep in mind the following status options are already
defined by the system and identified by the diamond color
icon within your proposal list: booked, partially invoiced,
fully invoiced, punchlist,

[add new]

- Corrupt Proposal

- On Hold

- Product Delay

- \Waiting for Customer PO

Click on the [add new] link to add a status and the Status input box will appear. Enter the name
of your status, select the color that you want the text to appear in and select whether or not you
want the text to appear in bold.
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Edit List : Proposal Status Options _J x|

Define your proposal status options:

Each proposal can be assigned a particular status {i.e, On-
Hold, Pending Design, etc) which is displayed within your
proposal list, You may defined the status options available
for each proposal here, The maxzimum length allowed for
the option name is 32 characters,

Keep in mind the following status options are already
defined by the system and identified by the diamond color
icon within your proposal list: booked, partially invoiced,
fully invoiced, punchlist,

=-- hack

Status: |

Colar: ¥

Bold: Mo T

Click on the Save button to save your new status and your status will now appear in the list and
is ready to be assigned to proposals in the Proposal Status field on the Project Info tab. We
created the status called New Status and saved it and it now appears in our list of available
Proposal Status messages as shown below.
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Edit List : Proposal Status Options _ x|

Define your proposal status options:

Each proposal can be assigned a particular status {i.e, On-
Hold, Pending Design, etc) which is displayed within your
proposal list, You may defined the status options available
for each proposal here, The mazimum length allowed for
the option name is 32 characters,

Keep in mind the following status options are already
defined by the system and identified by the diamond color
icon within your proposal list: booked, partially invoiced,
fully invoiced, punchlist,

[add new]

- Corrupt Proposal

- Mewy Status

- On Hold

- Product Delay

- ‘Waiting for Custaomer PO

Customer Credit Correction Codes

Corrections codes must be defined before a credit can be issued. If any correction codes exist,
you can click on that code to view and edit the details of that code. Click on the [edit list] link to
open the Edit Correction Code window to view, edit or add correction codes.
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Edit List : Customer Correctioch Codes _| E

Correction Code Table

Customer credit correction codes are used o issue a customer a credit memo. Each correction
code can be wsed to identify the reason for the credit being issued, as well as the chart of
account that is affected by the credit. You may create and edit your correction codes below,

[add new code]

Description Code Account Active
To credit Installtion CROIMTLL 575 : Installation Y
To credit freight CRFRT 570 : Freight In Y
To Carrect PO Amt Invaiced CRPOAMT 510 : Cost of Goods Sold Y
To credit product return PRCD 510: Cost of Goods Sold Y
QB Deposit Credit QB OEP 400 : Revenuse Y

-

A

To add a new correction code click on the [add new code] link to open the Edit Correction Code
input window.

Edit List : Customer Correction Codes _ I x|
Add Correction Code

=<-- Back
Description: |
#  Active?
Correction Code: |:|
Income/Expense Accourt: ¥
.
A

Correction Code Fields

Enter a text description of the credit reason, for

Description example; Customer Returns or Product Damage

By default the Active flag is set, if you no longer
Active? wish to use this code, uncheck this field and the
credit will no longer be available for selection
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when customer credits are being entered.

Correction Code

Enter a brief code to identify this credit reason, for
example; C-RET for customer returns.

Income/Expense Account

Select the income or expense account that will be
affected by this credit. The drop down selection
box will allow you to view all of your income and
expense accounts defined in your Chart of
Accounts.

Save

Click the Save button to save your credit code.

Now the correction code you have created can be used when entering customer credits.

Field Customization

This control allows you to create custom input fields that will appear in the specified tab for
Proposals, Customers and Vendors database windows. Click on the [customize fields] link to
open the Custom Field Editor window. Select the form that you want to add a custom field to by
clicking on the drop down selection box under the Section header and the available tabs will be

displayed.

You can add custom fields to Proposals, Customers and Vendors.

Under Proposals, you can add fields to the Project Info tab, Design tab and Install Info tab.

Under Customers, you can add fields to the General Info tab, Payment Info tab, Contacts tab and

Locations tab.

Under Vendors, you can add fields to the General Info tab, Payment Info tab, Contacts tab,

Locations tab and Products tab.
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Custom Field Editor [ _ I x|

Section:

Froposals
Customers
wendors

In the example below, we will add a field to Proposals, Project Info tab. We have selected
Proposals in the Section selection box and we have clicked on the Project Info frame.
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Custom Field Editor

_J %}

1T
Section: || Custom Field Editor

|

|Proposals '] =--back
?t"i@f?lﬁo ‘5 Field Name:
Design

Install Info | Field Type:

Max Length:
Required:
Field Width:
Field Height:
Default Value:
Sector:

Position:

: Proposals

|»

[

Active?

Text Input Box 2a ‘ Sample: [Example |

[ ]| feave blank for defautt

[:l leave blank for defauit

[ ] feave blank for defauft

I 1 _'J [sector Iavout map]

P

Custom fields are added below existing fields.

Ll

Custom Field Editor Fields

Field Name

Enter the text description for this field. This text
will appear in the tab you have selected as the
input field prompt text.

Active?

By default new fields are active. If you no longer
wish to use this field, un check this box and the
field will no longer appear on the tab.

Field Type

Select the type of field you are adding. The
options are; Text Input Box, Drop Down Selection
Box, Multiple Select Box, Check Box and
Scrolling Comment box. See below for details on
each of these selections.

Sample

This field displays an example of the field type
you have selected above. This gives you a visual
example of how the new field will look.

Max Length

Enter a number for the maximum number of
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characters for this field. This field is only
presented on input type field types, selection type
fields have pre-defined values that are selected
from the entries stored in the Pre-Populated input
field. The user can only select from the options
you enter here for selection type fields.

This check box allows you to determine if the field
Required you are adding must be populated by the user, if
check. If unchecked, this field may be left blank.

You can specify a field width for the expected
Field Width input data. If you leave this field blank Dealer
Choice will manage the field width for you.

You can specify a field height for the expected
Field Height input data. If you leave this field blank Dealer
Choice will manage the field height for you.

Any text entered here will be the default data that
Default Value appears in the field. If this data will be the same
most of the time it is best to enter it here.

Only available for Proposals. The proposal tabs are
separated by frames or sectors. You can choose
which sector your custom field is to appear in by
selecting the appropriate sector.

Sector

Clicking on this link will display the proposal tab
[sector layout map] with each sector numbered to help you decide on
which sector your field is to be added to.

You can choose the position of your custom field
by selection the position here. If you add a second
Position field and want it to appear before the first field you
created, you can just change the position of the
fields.

Click on the Save button to save your custom field

Save button ) .
information.

After saving your customer field (and it is set as Active), the new field will appear on the
selected tab/sector immediately and is available for use. If you do not want your custom field to
be used, you can un-check the Active flag.

If you do want to remove a custom field, simply click on the Section and tab name that the field

was added to, then click on the field to open the field details. Click on the Remove button to
delete the field. The Remove button is shown in the example below.
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Custom Field Editor

Section:

|Proposals VI

Project Info

Design

Install Info

Custom Field Editor

<--back

: Proposals

Field Name: | [Check Box Test |

Active?

Field Type: |prop Down Select Box | Sample: [Example 1 x|

Required:
Field Width:
Field Height:

Default Value:

Pre Populated:

Sector:

Position

[save | [ Remove |

D feave blank for defauit
[ ] feave blank for defautt
I |

This is default info 1 =]
This is default info 2
=

For select and select-multiple, separate values on new lines.,

I 1 L] [sector lavout map]

: | 1 x| Custom fields are added below existing fields.

_ | 1

|»

The Company Settings tab contains additional settings to allow you to control your site

environment.

Company Settings

PN The image below does not include the Tax Rules setup. Tax Rules setup is covered in
' detail below this image.

Company Settings Tab
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Company Settings Tab Fields

A seed number to precede proposal numbers

If you want an identifier to precede your proposal
numbers enter that identifier here. This field may
contain letters and or numbers. If this field is
populated, the data contained here will precede
every proposal number that you generate. This
field does not change for each proposal. This field
is typically used to denote the 4-digit year (for
example, 2010) that your proposals are created in.
This field must be edited to change its value; the
system does not update this value for you. This
field is optional.

Next proposal number to use

Enter the number that you want to use as your
starting proposal number. This field must be
numeric. Each time a proposal is created the
system will increment this number by one and
store the value for the next proposal number here.

A seed number to precede PO numbers

If you want an identifier to precede your purchase
order numbers enter that identifier here. This field
may contain letters and or numbers. If this field is
populated, the data contained here will precede
every purchase order number that you generate.
This field does not change for each purchase order.
This field is typically used to denote the 4-digit
year (for example, 2010) that your purchase orders
are created in. This field must be edited to change
its value; the system does not update this value for
you. This field is optional.

Next PO number to use

Enter the number that you want to use as your
starting purchase order number. This field must be
numeric. Each time a purchase order is created the
system will increment this number by one and
store the value for the next purchase order number
here.

A seed number to precede work order numbers

See above for seed numbers information.

Next Work Order number to use

See above for document numbers information.

A seed number to precede invoice numbers

See above for seed numbers information.

Next invoice number to use

See above for document numbers information.

A seed number to precede handwritten checks

See above for seed numbers information

Next handwritten check number to use

See above for document number information

Default Customer Payment Terms

This setting controls the terms of your due date on
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customer invoices. A value set here will also be
the default value in the Customer Payment Terms
input field on the Payment Info tab when new
customers are created. Of course, you can change
this value in System Configuration or in the
Customer database at any time.

Minimum GP margin flag

The control allows you to set a companywide
minimum GP margin on proposals. The proposal
finalization process checks the proposal GP
against the value set here. If the proposal GP is
below the value set here, a warning message will
be presented in the proposal finalization window
alerting the user that the proposal falls below the
company standard GP margin. This does not
prevent finalization from completing. The user has
the opportunity to correct the proposal or continue
with the finalization process.

Require Authorization?

For future development. When functional, if this
flag is set and a proposal falls below the company
standard GP margin during the finalization
process, the user will be required to obtain
authorization before being able to continue with
finalization. Of course, if the proposal meets or
exceeds the standard GOP margin, authorization is
not required.

Apply a companywide overhead factor?

The company overhead factor allows you to
reserve a percentage of the cost or sell amount on
proposals. This percentage amount is removed
from the total profit on the proposal before
commission is calculated.

Rate

Enter the percentage to be retained for the
overhead factor.

Default deposit requirement for new customers

This setting controls the default customer deposit
amount requirement. A value set here will be the
default value in the Required Deposit Percentage
input field on the Payment Info tab when new
customers are created. Of course, you can change
this value in System Configuration or in the
Customer database at any time. If set, a message
will appear at the bottom of all proposals to
customers requesting the customer deposit in
percentage form and in dollar amount. The
deposit requirement is also a proposal print option
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and can be excluded from proposals if desired by
not selecting the Deposit Requirement print
option. If set and if a deposit has not been received
from the customer, a warning message will appear
in the Purchase Order window that the customer
deposit has not been received. This does not
prevent purchase orders from being generated, it is
simply a warning that a customer deposit has not
been received and that a customer deposit is
required from this customer.

If a customer's A/R is over

For future development. This control will allow
you to prevent proposal finalization for customers
with outstanding accounts receivables per the
criteria set here. You can enter a dollar or
percentage amount as well as a number of days
outstanding. This criteria will be checked during
finalization and if the customer's outstanding
balance is higher than the amount or percentage set
here and more than the number of days past due
setting, the proposal will not be allowed to
complete finalization and a warning message will
be displayed during finalization alerting the user
that the customer's A/R is past due.

Enable multiple currencies?

You can enable the use of multiple currencies with
this control. When the Enable Multiple Currencies
check box is checked, the Open Currency Table
link will be available. Use this link to define the
currencies you will use in your system. See below
for details.

Account to be used when applying finance charges

Use the drop down selection arrow to select the
account that is to be used for your finance charges.
This GL account will hold the transactions related
to finance charges that you may apply to customer
invoices.

If a customer falls short of the required deposit,
what percent threshold would prevent PO's from
being cut?

This control allows you to set a threshold
percentage on the customer's deposit amount paid.
If you require a customer deposit and a deposit has
been paid but the amount paid does not equal the
deposit required percentage, this setting will allow
you to avoid the customer deposit required
warning message when generating purchase
orders.

Footer message to be printed on all proposals

Enter the text here that you want to appear in the
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footer area of all your proposals.

Proposal Trailer Message

Enter any text you would like to print at the
bottom of proposals. Anything written here can
only be changed in system configurations and not
on proposal print. However, users do have the
option to print or not the print the proposal trailer
on each proposal.

Footer message to be printed on all invoices

Enter text here that you want to appear in the
footer area of all of your invoices.

Footer message to be printed on all purchase
orders

Enter text here that you want to appear in the
footer area of all of your purchase orders. Users
cannot change or edit the text from the purchase
order print window. The text in this field can only
be changed in system configurations.

Vendor to be assigned to internal resources

Enter your dealership's vendor entry from the
vendor database. A purchase order will be
generated for internal resources used on Work
Orders. The value entered here will be the default
in the Resources tab in the User database when
defining internal resources.

Footer to be printed on all invoices

Enter text here that you want to appear in the
footer area of all your invoices.

Your company name

Enter your company name here.

Your company address

Enter your company address here.

Your company zip code

Enter your company zip/postal code here.

Your company country

Enter your company's home country here.

Your company's federal identification number

If applicable, enter your Federal Tax Id number
here. This number will be included on any 1099
forms that you generate.

Your company remit to addresses

If applicable, enter any alternate remittance
addresses you may have. You can enter multiple
remit to addresses and you can select which remit
to address is to be included on your customer
invoices.

Your company phone number

Enter your company phone number here.

Your company fax number

Enter your company fax number here.

Your company website

Enter your company website address here.

Overrides & Authorizations may be made by the
following groups

For future development. The groups selected here
are the groups responsible for any action that
requires authorization. For example, the Minimum
GP Margin control has a Require Authorization
check box. When this feature is active and if the
Require Authorization flag is set on the Minimum
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GP margin control, users will not be able to
finalize a proposal that does not meet the
minimum GP margin set in System Configuration
without getting authorization. When authorization
is requested, the member(s) of the selected
Overrides & Authorizations groups will receive a
message in their Dealer Choice Messages inbox
alerting them that a user has requested an override
or authorization. There will be a process in which
the authorizing member(s) can grant or deny the
request.

US Tax Rules Setup

At the bottom of the Company Settings window is where the tax rules are defined.

= Tax Tablas

Country:
United States ¥

[ror tam rie]

To create a tax rule, click on the [new tax rule] link to open the Create a New Tax Rule window.

Create A New Tax Rule M E

State: *

L

Local;

Rate: *

[ g

County fCity Maximum Tax:

Sales Tax Payable Account: *

200 - Accounts Payable v

Taxable Products & Services:

Dealer Choice Systems
Call Before Delivery Charges
Delivery & Installation
Design Hours
Design Services
Ergo Commissions

Save Tax Fule

Enter the appropriate information for the tax entity and save your rule.




Create a New Tax Rule Fields

State *

Select the state for which the tax rule is being
created.

Active?

By default the new tax rule will be active, if you
do not want this tax rule to be applied, uncheck the
Active check box and the tax rule cannot be
applied to proposals or invoices.

Local

If you are creating a Municipality or City tax rule,
enter the name of the municipality or City here.
This will identify the tax collections by this name
in your Sales Tax Liability report.

Rate

Enter the percentage to be collected for this rule.

Sales Tax Payable Account

Select the appropriate liability account that will be
updated with the tax transactions for this tax rule.

Taxable Products & Services

Select which products and services are taxable for
this tax location.

Save Tax Rule button

Click this button to save your tax rule.

Enter a tax rule for each taxable location that you are required to collect tax for. The Sales Tax
Liability report will display the tax collected for each tax entity you define.

Any tax rules that are marked as inactive will be displayed with a red highlight in the list to

signify that it is no longer active.

—Tax Tables
Country:

Linited States ¥

[new tax rule]

FLORIDA 6 %o
-- Orlando 2 %

GEORGIA 4 04
- &ppling 1%
-- Afkinson 1%
-- Bacon 1%

MARYLAMD B %o
-- Baltimore 1 %

SOUTH CAROLIMA 8 %
-- Richland 2 0

YIRGIMNIA B %o
-- Historic Site i %
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Canadian Tax Rules Setup

Tax Tables

Country;
Canada ¥
Provinoe GST HET PET QST | Sales Tax Payable Scck
ALBERTH 5%
BRITISH COLUMBLA
MANITORA

NEWFOUMOLAND & LABRA...

WEW BRUNSWICK

NORTHWEST TERRITORIES

NOVA SCOTIA

WUNAVLUT

ONTARID 13%
PRIMCE EDWARD ISLAND

QUEBELC

SASEATCHEW AR

YUEOQN

To define tax rule for a Province, place your mouse over the tax type in the appropriate column
(GST, HST, PST, QST for that Province and click. This will open the Edit Tax Rule window as
shown below.

Edit Tax Rule _ | |

ERITISH COLUMBIA : HET

Rate: |:| Yo

Account: | 200 - Accounts Payable v
Achive: &

Canadian Tax Rule Edit
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Enter the percentage rate for the tax to be

Rate calculated for the tax type in this Province.

Account Select the gppropriate Iiabilit_y account _that will be
updated with the tax transactions for this tax rule.
By default the new tax rule will be active, if you

Active do not want this tax rule to be applied, uncheck the

Active check box and the tax rule cannot be
applied to proposals or invoices.

Save button

Click on the Save button to save your tax rule.

Enable Multiple Currencies

You can enable the use of multiple currencies for your site by checking the Enable Multiple
Currencies check box. When multiple currencies are enabled, you will see the Open Currency
Table link that allows you to define the currencies to be used and to enter the exchange rate. The
View & Edit Currency Exchange Tables window will open when you click on the Open
Currency Table link as shown below.

This example shows two currencies defined, the Canada dollar and the United States dollar.

To define a currency, click on the [add a new currency] to open the Add Currency window as

shown below.
View & Edit Currency Exchange Tables M E
Add Currency
Use as my home currency
Currency Mame: |
¥ Active?
Country: | CANADA v
Currency Code: :l
Currency Symbaol: |:|
Printed Name: (r.e. Dollar) | |
Exchange Rate: :l %
-
|
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Add Currency Fields

Currency Name Enter the country that the currency is from.

By default, new currencies are active, if you do not

Active wish to use this currency, uncheck this box.
Select the Country that this currency is from from
Country .
the drop down selection box.
Enter the world currency code for this currency.
Currency Code X .
Please contact support if you need assistance.
Enter the 3 letter code used internationally to
distinguish one currency from another, such as
"USD" for the United States dollar and "GBP" for
Currency Symbol

the United Kingdom Pound. The Symbol entered
here will be displayed anywhere this currency is
used in Dealer Choice.

Enter the name of the currency such as "Dollars"

Prlnted Name Or "POUI"IdS" Or "EurO"

Enter the exchange rate percentage compared to
your home currency. If this is your home currency
the exchange rate is always 1. The exchange rate
must be updated manually. You can update the
exchange rate as often as you like. Any
transactions that take place in a currency other
than your home currency store the exchange rate at
the time of document creation. When changes are
made to the exchange rate and transactions are
affected, adjustments will be stored in the
Gain/Loss account that has been selected in
System Configuration.

Exchange Rate

After adding currencies, they will be listed in the View & Edit Currency Exchange Table
window as shown above. To edit an entry in this list, simply, click on the currency in the list.

Products & Services

The Products & Services tab allows you to define your dealerships default set of products and
services. Products and services are used to categorize your proposal line items. Define a product
or service for each type of product and/or service that you provide to your customers.

Examples of Products are General Furniture Sales and New product and Used Product. Example
of Services are Installation and Project Management and Design. Dealer Choice uses these
products and services to combine accounting and tax information in the database, so when they
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are used on a proposal a sales rep or customer service rep does not have to know any of the
accounting or tax details regarding each proposal line item. Since the products are defined here,
the income and expense accounts have already been determined as well as where you must
collect sales tax for the sale of this product or service.

Products and Services are typically identified by the Catalog Codes that are used in electronic
specification catalogs for that product line. You do not have to enter a catalog code to define a
product or service here. Entering products allows you to specify the characteristics of how that
product is handled in Dealer Choice. The taxable information for each Product is stored here as
well as the income and expense account for tracking dollars associated with each Product.

The Product and Services can also be defined for Vendors on the Products tab in the VVendor
database. Products and Services defined in the VVendor database are specific to that vendor and
are typically the catalog product line names as defined in the vendor’s electronic catalog files
used by specification tools.

Products & Services Tab

Sysiem Configurstion B Settings

Bysbermn Settings

Users & Greups | Company & System Settings

Sysiem Settings || Eompany Settings | Praducts & Seryices | Bessurces | Commessions & Overbead |

Shewing 1 - 18 of 18 Products/Services, Pag=1ofl 1
Lad Mo ProdhoctiEamdes|

Product Mame Active

all Bafore Delivery Charges

Oielreery B Irstallstbior

Design Hours ¥
Design Services

Ergo Commissions ¥
Fraight Chargas ¥
Fusl Surchargas ¥

Geraral Fuminine Salas ¥

The image above shows a list of Products and Services. To view and or edit any of these entries,
simply, click on the entry in the list.

The example below shows the details for the General Furniture Sales product.
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Create A New Product or Service _ I x|
Product/Service Name ar | | |
Description: * _
¥ Active?
Catalog Code: :l
Cut Separate Purchase Order?
Blezse assign the incorme account, expense gocount, and tax status #o be used for this product:
Income Account: * B
Expense Account; * 510 - Cost of Goods Sold ¥
Taxable? | «# [check all]
ALABAMA
ARKANSAS
Marth Little Rock
Sub Total?
Sub Total Tite: || |
Save Product | [ Delete Product | <
|

Edit Product or Service Fields

Product/Service Name or Description *

The name or description entered here will be
displayed on proposals and invoices for each line
item but it can be hidden with print options. This
data describes the type of the line item (General
Sales, New Product, Design, Installation Services,
etc).

Active?

By default, new Products & Services are active.
Any product or Service that is not active cannot be
used on proposal line items. If you no longer wish
to use a specific product or service you can
uncheck this box or if you are creating a new
product or service and if you are not ready for it to
be put into use, uncheck this box. When you are
ready to put the product or service into use, check
this box.

Catalog Code

Enter the 3 character catalog exactly as it appears
in the vendors electronic specification catalogs.
The catalog code entered here is compared to the
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data contained in SIF or XML files that are
imported to create proposal line items. If the
catalog code in the SIF or XML file matches a
catalog code found in the Products database,
Dealer Choice can immediately identify the
associated vendor, the income and expense
account used by this product, the tax rules applied
to this product and can even be used for
determining product discounting.

This control allows you to force any line items on
your proposals using this product to be placed on
their own purchase order. No other product will
be on the purchase order with this product type. If
left unchecked, this product will not be forced onto
its own purchase order.

Cut Separate Purchase Order?

Select the income account to use to track the sales

*
Income Account of this product.

Select the expense account to use to track the costs

*
Expense Account of this product.

If the product or service is taxable, meaning that
you must collect sales tax for this product or
service, check the Taxable check box. When you
check the Taxable check box, a list of all the tax
Taxable? rules that you have created on the Company &
Settings tab will be displayed allowing you to
select where you must collect sales tax on this
product. Select all the taxable entities that require
you to report sales of this product or service.

Click on the Save Product button to save your

Save Product button
changes.

Sub Total?

Sub Total Title

All Products and Services created in this tab that are Active will be available as a selection
option in all of your proposals line items in the Products & Services input box. You can always
use a product or service on any proposal if it exists in your System Configuration Products &
Services tab. The only time you can use Products and Services defined for specific vendors is if
that vendor (not your dealership) is selected as the vendor for the line item. Once a vendor has
been selected on a proposal line item, any Products & Services defined for that vendor will also
be available.

Resources
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Resources Tab

There are internal and external resources. Internal resources are your employees that use Dealer
Choice. You define internal resources in the Users database by going to the Resources tab when
editing an existing user. An external resource can be any vendor in your vendor database that
you designate here as a resource.

Typically, you add an entry in the Resources tab for vendors that you use for installation,
warehousing services, painting, electrical work, etc. An external resource is any vendor that you
use as a sub-contractor. The only difference between a vendor in your vendor database and a
vendor defined as a Resource is that you can use a vendor defined as a Resource on Work
Orders.

Work Orders allow you to bundle several resources (or vendors) services into a single line item
on proposals. This feature allows you to hide the individual vendor names and individual line
items for each service on your proposals.

Once a work order is created and imported as a line item on your proposal, Dealer Choice will
still create a purchase order for each vendor assigned to the Work Order. See the Work Orders
section of this document for details on creating work orders.

Of course, you can still create a proposal line item for each vendor that you use on a project.

System Configuretion & Settings

System Seltings

Usors B Gromps | Company & System Settings
Systum Settings  Company Settings  Protects & Services | Resowrces - Commissions & Ovurhead
Shoveing 1 - 5 of 5 Resources, Paetofl
(£dd Maw Razquice!
Exspurce Name Yendor Active

Dengn Work Dasler Cholos Systems
Install Sarvice [(PW) Dealer Choice Systens
Of Macharee (Uninn) Quaity Instatl LG
Reoming Services (FwW) Prosesct Walkoo

Truck Services IPW) Test Vondor

The example above shows the Resources tab in System Configuration that lists five existing
resources.

Resource Tab Column Titles

Resource Name

The resource name is the name that you assign to
the vendor. It should describe the type of work
that this resource provides, i.e. Installers, Painters,
Electrical, etc.
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This is the actual vendor that provides the service

Vendor from your vendor database.
This flag allows you to make resources available
Active (active) or not available (inactive) for use in

creating work orders.

Create A New Resource (_ ]l x|
Resource Mame: * | [Electric |
¥ Active?
viendaor: | [Desion Lighting Product |

Haurly Cast: |:| Sell: |:|
Daily Cost: |:| Sell: |:|
Half Day Cost: I:l Sell: I:l

[ 5ave Resource | | Delete Resource | -

A

The example above shows the Create a New Resource window. When creating a new Resource,
you link the resource name to a vendor in your database. The link to a vendor in your vendor
database allows Dealer Choice to generate a purchase order for this vendor when it is used on a

Work Order.

The resource feature also allows you to enter a cost price and sell price per resource. This gives
you the flexibility to mark up your resource sell amounts before the work order is forwarded on
to be imported into proposals. This creates an internal revenue center for resources where the

cost amount is lower than the sell amount.

Create A New Resource Fields

Resource Name *

As noted above, the resource name is a descriptive
name that describes the type of service that this
resource provides, such as Installers, Painters,
Project Management, etc).

If the Active check box is checked, then this
resource can be used in Work Orders. If the Active

Active? check box is not checked, the resource cannot be
used in Work Orders.
This field is used to link the Resource Name to an
actual vendor in your vendor database. This
Vendor association must be made for all resources

(internal and external) so Dealer Choice can
generate a purchase order for this resource.
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This field is optional. Enter the actual amount that

Hourly Cost this vendor charges you per hour for this resource.

This field is optional. The amount entered here
Hourly Sell will be the COST amount that appears in the work
order line when it is imported into proposals.

This field is optional. Enter the actual amount that

Daily Cost this vendor charges you per day for this resource.

This field is optional. The amount entered here
Daily Sell will be the COST amount that appears in the work
order line when it is imported into proposals.

This field is optional. Enter the actual amount that

Half Day Cost this vendor charges you per half hour for this
resource.
This field is optional. The amount entered here
Half Day Sell will be the COST amount that appears in the work

order line when it is imported into proposals.

Click on the Save Resource button to save your

Save Resource Button
changes.

Click on the Delete Resource button to delete an

Delete Resource Button o
existing resource.

Commissions & Overhead

Commissions & Overhead Tab

The Commissions & Overhead tab is where you create your commission payment structures for
your sales reps. Currently, the commission structure can only be calculated on the Gross Profit
of a proposal. Only one commission rule can be in effect for a sales rep at a time. As mentioned
in the User & Groups section, a commission rule must be assigned to a sales rep in the sales reps
Users configuration. If no commission rule is assigned to a sales rep, then they will not appear in
the Commission’s Report.
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Swstem Condigeration & Seftings

System Settings

| Whsers B Groups | Company B Sysbem Sebtings

System Sotisgs || W Gkt Praducts & Services || Resources | Commlssions & Overtead

Eampany Lomumissian Pl

You hawe 12 Commissisn Buleg,

Lol s Corvemiagien kel

Hule Tepe Artive
Srarclard Comm Fuls QErEnc Commissign Ruks ¥
Brainimn Comin fde e Comagion Ruks ¥

it Spechic Rula

Gustamar Commsson Rule [Commmson Speshc Cus,..)

L

Testd Comm Rula Gereic Commission Ruks L
S0% Commisskan Rula GEr@nic Commission ks ¥
Commis son Team L Commisson Taam ¥
Fori: For Foink Genenc Commisson Fuke ¥
Sto Comm Warch 1 Genenc Commission Fule ¥
Mo Date Comm Rule Gensnc Commisson Fule ¥
Flat 20% Comm Gensnic Commission Fuls ¥
Sammple CLEtomar Ruls Cusbomar Commidson Ruls [Test Customes) ¥
Daves Rules Custamar Commsson Ruls [Test Custoames 1) ¥

Campany Thvartwad Bulss

You hawe 2 Owerhesd Fules.
[Crasts Hew Oyarhaad ®uls]

GEA Owartead Tast GEA Dvarhaad Fule

Dated OH Fachor Garenc Cvarhead Fule

The image above displays several sample commission rules and overhead rules.

Adding a Commission Rule

To add a commission rule, click on the [Add New Commission Rule] link to open the Create A
New Commission Rule window.
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Create A New Commission Rule

Rule Type: * || Generic Commission Rule

L

Commission Mame: * |

¥ Artive?

Effective Date:

Expiration Date:

5P Margin Structure: * | | Fram 0.01 % to |:| % then commission at ¥ |:| o

[Next]

4

There are several commission rule types that can be created and can be selected by clicking on
the drop down selection arrow in the Rule Type selection box.

Create A New Commission Rule

Rule Type: * || Generic Commission Rule

Commission Mame: * || Customer Commission Rule
554 Commission Rule
Commission Team

T

T

Effective Date;

Expiration Date:

GF Margin Structure: * | | From 0.01 % to |:| % then | commission at ¥ |:| %

[Next]

|

Commission Rule Types

Generic Commission Rule

This rule can be applied to any sales rep. All
proposals for this sales rep

Customer Commission Rule

This rule can be used to create a specific
commission structure for a particular customer.
After selecting this rule type, an input prompt field
will appear to allow you to select the customer that
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you are creating the rule for.

GSA Commission Rule

If you have a specific set of commission rules for
GSA customers that are different from your
Generic Commission Rules, you can create that
rule here. This rule will only be applied to
proposals created for customer flagged as GSA
customers in the customer database.

Commission Team

This rule type will allow you to create a
commission team. Commission team typically
consist of multiple sales reps (or any Dealer
Choice users in your company).

Generic Commission Rule
Create A New Commission Rule

Rule Type: * || Generic Commission Rule

L

Commission Mame: * |

¥ Artive?

Effective Date:

Expiration Date:

5P Margin Structure: * | | Fram 0.01 % to |:| % then commission at ¥ |:| o

[Next]

-

4

Generic Commission Rule Fields

Commission Name *

Enter a name for your commission rule. The name
entered here will appear in the Commission input
prompt in the Users edit window (for assigning a
commission rule to your sales reps).

Active?

If this box is checked, this commission rule will be
applied in the Commission Report. If the box is
not checked, the rule will not be applied.

Effective Date

Enter a date that the commission rule comes into
effect.

Expiration Date

Enter a date that the commission rule expires. The
commission rule will only be applied in the
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Commission Report if the date the Commission
Report is run falls between the Effective and
Expiration dates.

GP Margin Structure

Enter the amount of commission that is to be
calculated for ranges of GP margins. You must
define your structure for 100% of the GP margin.
You will not see the Save Commission button until
the rule is defined up to 100% GP. The
commission rule can be set to calculate no
commission, point for point, or at a rate that your
specify. See the example below for more
information.

GP Margin Structure Example

Example 1:

From 0 to 9% GP, no commission will be calculated
From 9.01% to 25% GP, commission will be calculated at point for point
From 25.01% to 100% GP, commission will be calculated at 35% of the GP%

Create A New Commission Rule

Rule Type: *

Generic Commission Rule

T

Commission Mame: *

|E><amp|e Comm Rule

| hctive?

Effective Date:

Jan v[1 vigoi7 |

Expiration Date:

Dec ¥ |/ 31 v |zo17 |[H

GP Margin Structure: *

From 0.01 % to E % then | no commission ¥

[(Mext]

-

4

The image above shows our commission rule being created for the first tier (0 to 9% GP then no
commission). Notice that there is no Save Commission button. This is because the commission
is not complete. You must define tiers for 100% of the GP margin before you can save your
commission rule. This does not mean that you have to pay commission on GP margins up to
100%, you can select to pay no commission once you have reached the highest GP level that you

will commission on.
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Now we will add the second tier of our commission rule, which is from 9.01% to 25%, calculate
commission at point for point. To enter the next tier, click on the [Next] link.

Create A New Commission Rule ™ E

Rule Type: * || Generic Commission Rule ¥

Commission Mame: * | [Example Comm Rule

o Active?

Effective Date: | 220 TIL1 ¥ zo17 |
Expiration Datg: | (D2 Y131 Y zo17 |

GP Margin Structure: | | #° From 0.01 % to 9 % then Mo Commission
*

From 9.01 % to % then | point for point ¥

(Mext]

-

4

We will click on the [Next] link again to enter our third and final commission tier and then click
on the [Next] link.

Create & New Commission Rule M E

Rule Type: * || Generic Commission Rule ¥

Commission Name: * | Example Comm Rule |

4| Active?

Effective Datg; | 220 T /1 ¥ o17 |
Expiration Date: Dec V|31 ¥ El

GP Margin Structure: * # From 0.01 % to 9 % then Mo Commission
# From 9.01 % to 25 % then Point for Point
# From 25.01 % to 100 % then Commission at 35 %

1
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The end result is our completed commission rule as shown below and we now see the Save

Commission and Delete Commission buttons. Click on the Save Commission button to save
your commission rule.

Create A& New Commission Rule ™ E

Rule Type: * || Generic Commission Rule ¥

Commission Mame: * | [Example Comm Rule |

| Active?

Effective Date: | 20 T /1 T o1z |
Expiration Date: | (055 T /131 Y 2o17 |

GP Margin Structure: * # From 0.01 % to 9 % then Mo Commissian
# From 9,01 % to 25 % then Point for Point
# From 25.01 % to 100 % then Commission at 35 %

| Save Commission | | Delete Commission |

A

The saved commission rule will now appear in the Commission Rule list.
Customer Commission Rule
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Create A New Commission Rule _ | E

Rule Type: * || Customer Commission Rule ¥

Custamer: | |

Commission Mame: * |

4| Active?

Effective Date:

Expiration Date:

GP Margin Structure: * | | From 0.01 % to |:| % then | commission at ¥ |:| e

[Mext]

-

A4

The Customer commission rule type option allows you to create a commission rule for a specific
customer. You can create commission rules for as many different customers that you need.
When a Customer commission rule exists, the Customer commission rule will be applied to all
proposals for this customer. You do not have to assign this commission rule to your sales reps.
Once the Customer commission rule is in effect, any proposals for this customer will use the
customer specific commission rule for calculating commission.

After selecting the Customer Commission rule type, The Customer input prompt will appear
under the Rule Type prompt allowing you to enter the first few characters of the customers name
and selecting them from the selection list. Setup the remainder of the commission exactly the
same way as you would a Generic Commission rule.

When the Commission Report is run, and if there are proposals for this customer that meet your
commission report criteria, the specific customer commission rule will be used to calculate the
commission for those proposals.

|V Proposal: 2010-1160 - Sample Proposal

Test Customer 3

General Furniture Sales $10,732.88 $8,460.00 $2,272.8
Project Management Services $193.75 $155.00 $38.75
Company Cverhead Facter $108.27

[new memo cost] $10,926.63 $8,724.27 $2,202.36

Net Invoiced; $2,562.26 Received: §1,225.00 Deposits: $200.00 Total Payables; $3,540.00
Commission Rate: 10% (Test Cust 3 Comm Rule)

Commission Owed: [recalculate] Paid In Full:
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The example above shows a proposal in the Commission Report for customer Test Customer 3.
You can see that the Commission Rate field displays the "Test Cust 3' commission rule has been
used to calculate the commission amount.

GSA Commission Rule

Create A New Commissioh Rule = E

Rule Type: * || G5A Commission Rule v

Commission Mame: * |

¥ Active?

Effective Date:

Expiration Date:

GP Margin Structure: * | | From 0.01 % to |:| % then | commission at ¥ |:| e

[Mext]

-

4

The GSA commission rule type option allows you to create a commission rule for customers
flagged as a GSA customer in the Customer database. Only one GSA commission rule can be in
effect at a time. When the Commission Report is run, and if there are proposals that meet your
commission report criteria, the GSA commission rule will be used to calculate the commission
on proposals for customers that are flagged as GSA customers. The commission rule name used
to calculate the commission on each proposal in the Commission Report is always displayed so
you know which rule is being used. You do not have to assign this commission rule to your sales
reps. If the GSA commission rule is in effect, it will be automatically applied to proposals for
customers that are flagged as GSA customers.

Commission Team Rule
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Create A New Commission Rule _ I x|

Rule Type: * || Commission Team v

Commission Mame: * || |

7| Active?

Effective Date:

Expiration Date:

5P Margin Structure: * | | From 0.01 % to |:| % then commission at ¥ |:| o

[Mest]
Team Members: | User: Rate: |:|
Erbal commnissien paroantaga [NEHt]

for azchk mermbar

4

The Commission Team rule type allows you to create a commission rule that includes multiple
people. You can have as many people in the Commission Team as you want as long as the
commission rates for all assigned to the commission team totals 100%. You will not be allowed
to save the commission rule unless tiers are defined for up to 100% of the GP margin and the
commission distribution between team members equals 100%. You can define as many
Commission Teams as you need.

Entering the GP Margin Structure is exactly the same as for a Generic Commission rule. Once
the Commission Team has been created and is in effect, the Commission Team rule name must
be applied to any proposals that you want this rule to be used to calculate commissions on.
Commission Teams are assigned to proposals on the Project Info tab, in the Commission Team
input prompt field.

A Commission Team rule applied to a proposal will take precedence over any commission rule
assigned to the designated Sales Rep on proposals. The Commission Report will display the
proposal with the sales reps commission rate applied per the definition of the Commission Team
commission rule.

The example below shows a Commission Team rule being created.
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Create A New Commission Rule _| E

Rule Tvpe: * | | Cammission Team v

Commission Mame: * | |Another commission team rule |

¥ pctive?

Effective Date: | 2o "1 ¥ zo17 |
Expiration Date; | (255 T /131 Y otz |

GP Margin Structure: * | | #* From 0.01 % to 10 % then No Commission
# From 10.01 % to 20 % then Point far Point
# From 20.01 % to 100 % then Commission at 25 %

Team Members: | User: [Test User | Rate:[ 35 ¥
Fater commizsion parcentade | zer: Mestl | Rate: *
User; [TestS | Rate:[ 45 ¥

[Mext]

Save Commission | | Delete Commission |

-

4

The GP Margin Structure has been defined and each member of the Commission Team has been
assigned a percentage of the commission amount that will be calculated for each member based
on the GP margin of the proposals that this Commission Team rule is applied to.

Accounting

The Accounting menu allows access to several accounting system functions and controls. The
Accounting menu may be hidden from users that do not need or should not have access to this
menu item by permission settings. If the user or group does not have View access to the
Accounting menu, then this option will not be displayed for those users or groups.

The Accounting menu options are shown below.
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Welcome Deader Chaloe Admin

The first menu option under Accounting is General Journal. This allows you to view and search
your entire journal transaction history.

Under the General Journal menu option there are 3 options:

e View General Journal
e Perform Period Closings
e Business Cycle Settings

The View General Journal option allows you to view your journal transactions exactly as the
General Journal option does. The Perform Period Closings option allows you to open or close
periods. This is the same function that is available from the General Journal icon option.

The Business Cycle Settings option allows you to configure your business cycles and settings.
This is the same function that is available from the General Journal icon option.

See below from detail on each of these items.

View General Journal

ALCOUENY p % L aton Prog
Gurmnad Xouamd . Ve Gerwid Xumd . Create Joumad Eritaes

F Sn  Vemloorme, adivin i Chart of Accoures . Partnem Pannd Coange CFV Tral Balance Import

] M - _ -~ A =
— L— loact v ages Chodk Fogeter Buanes Cvoe Settrgs Sewch Jound Ertres
...... W Feconcks Bark: AZOunes r=ti

There are three menu options under General Journal.
e Create Journal Entries
e CSV Trial Balance Import
e Search Journal Entries
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The Create Journal Entries option allows you to create manual journal entries. This is the same
function that is available from the General Journal icon option. The Search Journal Entries
option allows you to search your journal history. This is the same function that is available from
the General Journal icon option. There is a more detailed description of both of these functions
below.

CVS Trial Balance Import Option

The CSV Trial Balance Import option allows you to create a journal entry from a CSV file. This
allows you to quickly and easily create large journal entries in a single step.

To get started, create an excel spreadsheet with 4 columns. The first row of the columns should
contain the actual journal information, not a column header. The first column should correspond
to the account number. Make sure you enter only the account number, not the name. The second
column should contain your debit entries. Only enter numbers, however commas will be
accepted if they are found. Please don't enter any dollar signs. The third column is the same as
the second, but should contain your credit entries. Finally, the last column should contain any
memo to be created with that line. This column is optional.

When you are finished, from the File menu, choose 'Save As', then under the file type, choose
CSV (comma separated values).

Create a Journal Entry From a CSY Upload M E

By creating a journal entry from a CS¥ file, vou can quickly and easily create large journal entries in a
single step.

To get started, create an excel spreadsheet with 4 columns, The first row of the columns should contain
the actual journal information, not a column header. The first column should coorespond fo the account
number, Make sure you enter only the account number, not the name, The second colurmn should
contain your debit entries. Only enter numbers, however commas will be accepted if they are found.
Please don't enter any dollar signs., The third column is the same as the second, but should contain your
credit entries, Finally, the last column should contain any memo to be created with that line. This column
i= optional.

When you are finished, from the File menu, choose 'Save &s', then under the file type, choose CSW
(comma separated values).

CSY Column Format

Account, debit, credit, and optionally memo v

CSY File:
Choose File | Mo file chosen
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General Journal

Clicking on the General Journal or View General Journal menu option directly under the
Accounting menu will display all transactions in the general journal as shown below.

Company Actoenting

Shawing L - 25 of 31976 Jeurnal Entries.

I
Dote Type 0 Progosal Accoumt
05/1452017 AR Crads 35606 ., .0
fdlustognt e
Custormer: Test Cuytomer
AR Sdpastment 39655 ccag
3967 FoRL
ARCEIL 5602 . 120 - Accounts
adlustment LA Ll
73 « Installoton
[ 1-Te Sala

Pyplcotlzed 13 3 1298 =
Memo Debit Credit
ADpIning Customer cradt 1Ot aks $200.00
Applaing oustomer redt to rwoKe. $200.00

$200.00 $200.00

Recenve payment from unaopied $100.00

Hpcsiys payment froem unsopied £100.00

s100.00 LRLUER I

Customer Cradt Dslata: CR-38790 Custames Cracit

Amount; 100 2% $108.25

W% Chr Embody Std-Ht Fully Ad) &rms $100.00
TEXAS (8.25%) Tae $8.24

S106.25 $108.25

The menu options for performing period closings and setting your business cycle can also be
done from the general journal icon list. These icons are described below.

Journal list Icons

Shewing 1 - 25 of 31976 Journal Entries.

q' o

Configure your business and cycle settings icon
Perform period closing functions icon

Search journal icon

Create a new journal entry icon

Icons available in the Journal list

Create a new journal entry

This function allows you to create a manual
journal entry.

Search journal

This function allows you to search your
transactions.

Perform Period Closings

This function allows you to close and or open
periods.

Configure your business cycle & settings

This function allows you to configure your
business cycle settings and set business system
defaults
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Create Journal Entries

Use the 'Create a new journal entry' function to create manual journal entries.

Shiiwding 1 - 25 ol 11076 Jaurasl Filrke.

It ot

Pageloflze0 1 g3 . ls0 =

$

Create a new journal entry icon

Create a new journal entry

Clicking on this icon will open the Make a Journal Entry window as shown below.

Make a Journal Entry [_ || x|
Entry Type: Entry Date:
General Journal ¥ Jun ¥ | zz2 ¥ E|
Account Debit Credit Memo Customerf¥endor
| L | | | | | | |
| 9 | | | | | | | |
| L | | | | | | |
| L | | | | | | |
| @ | | | | | | | |
%0.00 %0.00
ip
-
A

There are several different journal entry types to choose from. Click on the drop down list to see

all of your options.
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Make a Jourhal Entry

Entry Type:

[General Journal ¥
| Check

Entry Date:

Jun v [zz v [zoar |CH

Cash Receipt

General Journal

Debit

Credit Memo Customerf¥endor

[ Payroll

Adjustrment

Vendor Credit

Closing

)
Memo Cost )
)
)

E Finance Charges

|__ Customer Credit |

dh

Save Entry -

Journal Entry Types

Check

This transaction type allows you to create a
manual check. The payee list is limited to vendors
only for this option.

Cash Receipt

To manually record a cash receipt, use this
transaction type.

General Journal

General Journal may be used for most manual
journal entries.

To create a transaction that reflects payroll

Payroll information you can use this transaction type.

Adjustment ;I;/(; gacord an adjustment journal entry, use this
To record a Memo Cost entry, use this type. You

Memo Cost will be prompted for the associated proposal

number for the memo cost to be logged against to
the adjustment will be logged against the proposal.

Vendor Credit

To create a vendor credit journal entry, use this
transaction type.

Closing

If you are creating manual year end closing journal
entries, use this transaction type.

Finance Charge

If you are entering a finance charge journal entry,
use this transaction type.

Customer Credit

If you are creating a customer credit journal entry,
use this transaction type.
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Manual Journal Check

Make a Journal Entry M E
Entry Type: Entry Date: -
Check v Jun v zz v eorr |TE
Cheﬁci:nct% 100.01 : Operating Cash v
Check No:
pg?g;k; Herman Miller
Remit To: |Harman Miller
100 East Drive
Baltimore, MD 21228 P
Account Debit Credit Memo Customerf¥endor
[100.01 : Operating |@ | | | 1oo.d | | | |
l200 @ Accounts Pavd® | 100000 | | | | | |
| 1@ | | | | | | | |
| 1@ | | | | | | | |
| @ | | | | | | |
%100.00 %100.00
i
-
|

If you need to manually create a check entry to a vendor, you can use the Check transaction type
to create the journal entry and to generate the check entry in your Check Register, with this

transaction type.

Check Transaction type input fields

Select the cash account that you want to generate

Checking Acct
the payment from.

Check No Enter the check number that you wish to use to
Enter the first few characters of the payee name

Payee and any matches in your vendor database will be
displayed, select the appropriate entry from the
list.
This information will be pulled from the

Remit To Remittance Address information in the vendor

database. You can edit this data here if necessary.
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Select the appropriate expense distribution accounts in the Account distribution section. Your
debits and credits must balance, you cannot enter an out of balance journal transaction.

Search Journal Entries

The Search Journal option allows you to search your journal history.

showing 1 - F5 al 31976 Journal | Enfrin, PagelcfiZen 1 2 3 280 =

o it
Fearch Journal lcon

Click on the Search Journal icon to open the Journal Search window as shown below.
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Search General Journal

Filter your journal search criteria below:

—Check Murmmber

—Transaction Type

— Search By Proposal

— Matching &Account:

Al Accounts

105 : Cash - Checking &ccou
150 : Work In Progress

504 : Cost of Goods Sold

110 : Accounts Receivable =

— Search By Yendor

—Date Range
From: ¥
Thru: v

— Customerendor Invoice Mo,

— Dollar Amount

—Search By Customer

Search Journal Input Options

Check Number

Search the journal by check number; this is a
check number that you have printed from Dealer
Choice.

Transaction Type

Allows you to search for transactions by their
transaction type. Click on the drop down selection
arrow and elect the transaction type you wish to
search for. Only one type can be selected at a
time.

Matching Account

You can select the account or accounts to search in
for transactions. Multiple accounts can be selected
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as well as all accounts.

Date Range

You can search for a transaction by date range by
selecting the From and Thru dates.

Customer/Vendor Invoice No

You can search by a specific customer or vendor
invoice number by entering that invoice number is
this field.

By Proposal

Enter a specific proposal number to find all
transactions regarding that proposal. Multiple
proposals can be entered. Once you type the first
few characters of the proposal number, all
matching entries will be displayed. Select the entry
that you wish to search on from the list.

By Vendor

Enter a specific vendor name to find all
transactions regarding that vendor. Multiple
vendors can be entered. Once you type the first
few characters of the vendor name, all matching
entries will be displayed. Select the entry that you
wish to search on from the list.

By Customer

Enter a specific Customer to find all transactions
regarding that proposal. Multiple proposals can be
entered. Once you type the first few characters of
the customer name, all matching entries will be
displayed. Select the entry that you wish to search
on from the list.

Dollar Amount

You can search all journal entries by a specific
dollar amount

After selecting your search criteria, click on the Search button to review the results.

Perform Period Closings

Period Closings

Performing a period closings or opening a closed period, can be done by either the Perform
Period Closings menu option under Accounting - General Journal - Perform Period Closings or
by the Period Closing icon under View General Journal.

Menu Option:
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Icon Option:

Shavridey 1 - 25 of 31976 Journsl Entriss, FegelcFlB0 1 2 2 1280 =

L o gt

Perform Period Clogings Functions |con

By closing a period, you prevent any transactions from being posted into the closed period. If
you need to post a transaction to a closed period, the period must be opened first. Be sure to
close the period after performing your transaction.

To view, close or open a period, click on the Perform Period Closings menu option or icon
option to open the Perform Period Closings window as shown below.

Company Accounting

Perform Period Closings
Szl

What panog would you ke to dose?
Fiscal Year 2016 [pegoioys veur]l [0t squr]

v Perod L erding 01/31/2016

v period 2 anding 027282016
Penod 2 anding 03/31/2016
Panod 4 anding 04/30/2016
Panod 5 anding 05/31/2016

Panod 6 anding 06/30/50 16

Period 7 anding 07/3
Period 6 anding 0
Period & anding 09/30/201

Penod 10 ending 10/31/2016
Pencd 11 ending 11/30/2010

Pencd 12 ending 12/31/2010

Toss Pariad |

This example above shows all the periods in the current fiscal year period. A check mark to the
left of the period indicates that period is closed. A check box to the left of the period indicates
that the period is still open.
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If you are ready to close a period, simply click on the check box to the left of the period and then
click on the Close Period button. A check mark will appear to the left of the period indicating
that it has been closed.

Transactions cannot be posted to closed periods. If a transaction is attempted to a closed period
the user will see a warning message noting that the period is closed and they will not be allowed
to continue unless they adjust the dates of the transaction to reflect an open period.

If you need to open a closed period, simply click on the check mark to the left of the closed
period. A message box will appear asking if you are sure that you want to open the period. If
you want to proceed with opening the period, click on the OK button and the period will be
opened.

Closing the Year

Once all periods in a fiscal year have been closed, the Close Year button will appear next to the
Close Period button as shown below.

Company Accounting

Perform Period Closings
Sa= sk

What panod would yau ke to dese?

Fiscal Year 2016 [geavious senr]  oaat sen)

¥ Parnd 1 endng |

1312016
Panad 2 andng 02/29/2016
Panod 3 andng 03/31/2016

Panod 4 andng 04/30/2016

1

3l
Penad 5 endng 05/31/2016
Panad 6 andng 06/3/2 £
Parnad 7 andng 07/31/2016
Panod 8 endng 06/31/2016
Panad 9 endng 09/30/2016
Panad 10 ending 10/33/2016

Panad 11 ending 11/30/2014

X X UK X

Panod 12 ending 12/331/2018

Close Perod | | Closs Yesr

The year-end closing process creates the closing account entries for the year being closed. The
account balances will be balanced to zero and retained earnings will be moved forward into the
new fiscal year. Click on the Close Year button and a list of your accounts with their ending
balances and the closing entry balances will be displayed for review.
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Company Accounting

Year Closing : 2016
S Rach

The following transacton will be mado to dose fiszal year 2018, Mease roview and ansure the desing balancos balow
When you're sstisfied, dick the 'Close Year' button at the botton

Accownt Ending Belonce Closing Entry
400 - Revenus $525,9%4. 70 ' (8525,364.70)
404 - Ganaral §2%e5/D0 NOT USEiH $1.975.00 ' {$1.975.00)
417 - Ircsalaton Ravarue $3.060.00 [ ($3.060.00)
415 - Fraight Raverue $365 E-J. ($365,00)
%04 « Cost of Goods Sold $922.44 . ($922.40)
%10 ~ Cozt of Goods Soki $423034.74 (5423 034.74)
S70 - Frasght In §1035,00 {§1536.00)
575 - Instalaton $2,660,28 {$2.660,289)
595 - Purchase Dscounts 1$121 98) [ $121.86
605 - Wages-Offica $10.00 . ($10.00)
611 - Auto Expenses i:.-::Z.C»J' {$:.412.00)
6115 - Parting & Tolsz $322.29 , ($322.29)
613 - Insurarce $10.00 ($10,00)
628 - Warshousng $10.00 {§:0.00)
630 - Fredght Out $60.00 v (§60,00)
631 - Couner $305.00 [ ($305,00)
€34 - Postage $1,068.33 . ($1,006.33)
640 » Computer Supply & Mantanance $1,4%0.00 . {$1,4%0.00)
770 - Interest Income $67.99 , ($67.99)
594 - Cleanng Account pooz2) so.u2
2200 - S50es Tax Payabis £157.27 ($157.27)
6877 - Tax Discolnt ($157.27) . $157.27
390,07 - Retained Earnings N/A $08,007.59

Close Yaar 2016

After reviewing the account ending balances and if no adjustments need to be made, click on the
Close Year button to complete the year end closing.

After the year has been closed, you can make adjustments for the closed year if necessary. These
adjustments may be manual journal entries, or you can open the appropriate period(s) to process
your transactions. Once the adjustments have been made you will have to run the Close Year
process again to create the closing entries for any accounts that have been modified since the last
Close Year process was run. Only the accounts that have been modified will be displayed in the
Year Closing window. To complete the process click on the Close Year button and the fiscal
year will be closed.

Business Cycle Settings

Business Cycle Settings
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The Business Cycle Settings window allows you to configure some basic business controls.

Menu Option:

’ Virw v d e
F g sakone atmin ) Pt of Scrouny ' Patrrs P Ooergy

'0 Magat] M s rac AoguieT N (o
whaLen TR ol ek ACCO —

Icon Option:

Shawiing 1 - 25 of 31076 Journal Enbries.

Fapelof 1780 1
S " ]

i

Configure your business cycle and setbngs lcon

The Business Cycle Settings window is displayed below in two screen shots.

Part 1:

Company Accounting

Configurs Your Business Cycle & Settings

Sxz ik Save Settings |

Facal Year Panod Configuranion

What fiscal year & you setting up
v

Whar i5 tha first day of the fiscal year for tha yaar you amn canfiguring?

ary  ¢ll1 w 17

What type of penods do you cperate?

— WIP Auto FRaconalaton

Occamionally, work-n-progress (WIP) maney may be left in the WIP accourk due to small biling disoepencies. 8y
Srtanng an amount and accounk below we can recancie cutstandng balancas up to the amount you enter, and
dear those balancas into e deanng account you salect below. If you i2ave this araa blank ths automatk
tfunctian wil ot be avatabls to you

What s the mramum amount you would dke have automatcaly reconolsd? The average amount 15 around $£2%0
25000
Which account would you ke to recondle these amounts into?
1995 - Claaring Sctount 19

rAstount Aging

B5an0n shaet stoounts can be sged St any nterval you chooss, 2gng 15 caladatad in red bime, therefors
¢hangng your aging schedule mudway through tha year wik Not Causs eroes in your Loournting

Account aging schacula 1 ACOOUrs Agng schedule 2 Accgunt aging schacula 3.
J 30 [ : CT

Fiscal Year Period Configuration
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To configure your fiscal year periods, select the year that you want to configure in the "What

fiscal year are you setting up?"' selection box.

—Fiscal Year Period Configuration

2017 v

Period 1 will close on:

Jan v |31 v zoir |
Period 4 will close on:
hor ¥ (30 v [eoi7 |

Period 7 will close on:

Jul v (31 v |orr |TE
Period 10 will close on:

ot v [31 v [poz7 |

What fiscal year are you setting up?

Selected fiscal year has not been configured,

What type of periods do you operate?
Standard, last day of each month

Layout your period closing dates: [reset]

Period 2 will close on:

Feb v 26 v |07 |TH
Period 5 will close on:

May ¥|[51 ¥ |zo17 |
Period & will close on:

aug v |31 v o7 |

Period 11 will close on:

Mow ¥ |30 v |zo17 |H

When is the first day of the fiscal year for the vear you are configuring?
January i1 v | 2017~

Period 3 will close on:

Mar ¥ |[31 ¥ |zoi7 |7
Period 6 will close on:

Jun v |[30 v |Ro1r |TE
Period 9 will close on:

sep v |30 vlo17 |7

Period 12 will close on:

Dec ¥ |[31 v |zo17 |7

Then select the first day of the fiscal year being configured.

Then select the type of periods that you want to operate your fiscal year.
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r—Fiscal Year Period Configuration

What fiscal year are you setting up?

2017 ¥ Selected fiscal year has not been configured,

wWhen is the first day of the fiscal year for the year vou are configuring?
January Y| 1 v 2017 ¥

What type of periods do you operate?
Standard, last day of each month *

Layq Standard, last day of each month
13 week period using 4-4-5
13 week periocd using 5-4-4
13 week period using 4-5-4

od 2 will close on: Period 3 will close on:

| Let me define my own
Period 4 will close on:

apr v|[30 v]zo17 |

Period 7 will close on:

al v |31 vzoir |

Period 10 will close on:

oct v[31vzoty |

b v |28 v |zot7 |(H
Period S will close on:

May 7 |[31 ¥ [zoi7 |CH)
Period 8 will close on:

aug v 31 v 2017 |

Period 11 will close on:

Nov ¥ |30 v o7 |E

Mar |31 7 |zo17 |E

Period 6 will close on:

Jun v (30 v|zoi7 |7

Period 9 will close on:

sep 730 v [z017 |

Period 12 will close on:

Dec ¥ |31 7 |zo17 |E

The default is to use the last day of each month as the date the period will be closed. You can
also select the 13 week periods in either the 4-4-5, 5-4-4 or 4-5-4 configuration. You can even
configure your own periods with the 'Let me define my own' option.

After selecting your period type, the period layout will update according to your selections. You
can adjust the closing date for each period if you choose.

Once your periods are configured, you can click on the Save Settings button to save your period
configuration.

WIP Auto Reconciliation

The WIP Auto Reconciliation parameters allow you to select defaults that will appear in the WIP
Reconciliation Report print options window. The values you set here are the default values that
will be presented in the report print options window before you run the report. You can change
these values in the report options window before running the report. The report can be run
multiple times with different values.
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—'WIP Auto Reconciliation

Oceasionally, work-in-progress (WIP) money may be left in the WIP account due to small billing discrepencies, By
entering an amount and account below we can reconcile outstanding balances up to the amount you enter, and
clear those balances into the clearing account you select below, If you leave this area blank this automatic
function will not be available to you,

What is the minimum amount you would like have automatically reconciled? The average amount is around $250,

250.00
which account would you like to reconcile these amounts into?
[399 - Clearing Account |@

Account Aging

The account aging section allows you to define the default aging for your system. These defaults
will appear in your Accounts Receivable report options window before you run the report. The
defaults can be changed at any time in the Account Receivable report options window and the
report can be run multiple times with different values.

—ACCount Aging

Balance sheet accounts can be aged at any interval you choose. Aging is calculated in real time, therefore
changing your aging schedule midway through the year will not cause errors in your accounting.

Account aging schedule 1: Account aging schedule 2: Account aging schedule 3:

The image below displays the lower half of the Business Cycle Settings window.
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g ur Default Accour

T are (stan scUons SUCh 45 resting (Ustomer Invoces and receinng payment that have a drect iImpact on
OIMPANy s Atoauntng. In order to prevent emplopess from potantialy 45sGning thase transactions t

NooeTect actounts you can assign your defaut Stoourts here. Defaulks accounts are naver set in stone antd can

dlways be changed

What your default COGS Whast |y your delsuk Cast Whast s the defaut Werk It
Aocount M Lourt Drograss alcourt
B1D - Cast of Goods Sold 100,01 « Oparatng Cash 117 « Work In Progress (WIR)
(+)
Miseslaneaus Vendor Charges B Fess
Whan Daalerchoice finds miseallaneous vendor charges & feas such ac funl surcharges and fraight fees, thase
fees must be ted against a valid COGS and Income sccourt, Mloase assgn those defauts below
Delault ncame sccount for Smal Order Fae Defauit COOS scoount for Small Order Fee
415 . Fraght Reyenise V] 570 - Fraightt In o
Default moome account for Freight Fer Defauft COGSE arcaunt for Ereght Fess
W15 - Frasight Apvenus 0 570 - Fraightt In ©
Dalault mcome account for Fued Surcharnge Feas Dufaut COGS atcaunt for fuel Surcharge Fees
H15 - Fraght Revenue (v 570 « Freight In >
Dafault ncome account for CRD Fegrs Defaut COGE account for CBD Fess
“41% - Fraght Rovenue Q =70 - Froight In ©

Assigning Your Default Accounts

By selecting the default Cost of Goods Sold, Cash and Work In Progress accounts from your
chart of accounts, these can be presented as defaults in other sections of the application. You can
have multiple COGS and Cash accounts and they can be assigned to various Products & Services
for tracking expenses and cash. You can only have one Work In Progress account.

Miscellaneous Vendor Charges & Fees

To be sure that vendor miscellaneous fees such as small order fees, freight charges, fuel
surcharges and call before delivery fees (CBD) are recorded correctly, you must define the
default income and expense account to be used for that product. You can use other income and
expense accounts for the products that you may define under the Products & Services tab in
System Configuration. The defaults selected here will be used for these products unless you use
different income or expense accounts in the Products & Services tab product definitions.
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— Miscellaneous vendaor Charges & Fees

Default income account for Small Order Fees:
[415 - Freight Revenue | @

Default income account for Freight Fees:
[415 - Freight Revenue |@

[415 - Freight Revenue | @

Default income account for CBD Fees:

Default income account for Fuel Surcharge Fees:

When DealerChoice finds miscellaneous vendaor charges & fees such as fuel surcharges and freight fees, those
fees must be tied against a valid COGS and Income account. Please assign those defaults below:

Default COGS account for Small Order Fees:
[570 - Freight In | @

Default COGS account for Freight Fees:
[570 - Freight In |@

Default COGS account for Fuel Surcharge Fees:
[570 - Freight In |@

Default COGS account for CBD Fees:

[415 - Freight Revenue | @ [570 - Freight In | @

After you make your selections be sure to click on the Save Settings button at the top of the
window to save your changes in the database.

Chart of Accounts
Chart of Accounts

To access your Chart of Accounts, click on Accounting and then on the Chart of Accounts menu
option.

Gurwrd Yusmd
F = '\- ome, adimin ¢ Chart of Acooures . Cwmate Nwe Acooerm
QeL M r
'OQ‘_" LogceL] ] Check Pogete v
seaiee T Foconcky Bk ACCOUNS J

Welcome Dealer Chatcr Admin!

Below is a screenshot of the chart of accounts.

Company Accounting

Showing 1 - 25 of 152 Acceunts. Pagm 107 1

i

ALCoust Ne, Actount Nome Actasnt Type = Balance
Bryn Mawr Chedang - 85442310 Current Assets
No Numbse' Accoune Curmsnt Assets
10001 Cparating Cash Cumeet Assets $401.551.00
10002 Coeratng Cazh Ol Current Aszsets
104 Petty Cach Current Assets $51204
105 Prinary Cparanng Cash $32,606 05
107 B0 - Monsy Marks $100000 00

#e ama dm
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There is one submenu item under the Chart of Accounts menu and that is Create New Accounts.
You can also create new accounts from the Chart of Accounts window. These icons are

described below.

Showing 1 - 2% of 152 Accounts.
. B

A et h o, Accomnt Name

Export Chart of Accounts into a Spreadsheet Icon

Search for an Account
Create a New Account

Chart of Accounts Window lIcons

Accosnt Tyae = Balance

Create a new accounts

This option allows you to create new accounts.

Search accounts

This option allows you to search for accounts by
name, number or type.

Export accounts to a spreadsheet

This option allows you to export your Chart of
Accounts to a spreadsheet.

Create New Accounts

Create a new account

Create New Account _ I =]
Account Type: * v
Achive: | o
Account Mame: * | |
Farent Account:
Select type of account first.., *
Account Mumber: || |
-

|

After clicking on the icon to create a new account, the Create a New Account window will open

as shown above.

New Account Fields

Type of Account *

Select the type pf account that you are creating
form the drop down selection list.
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By default, the Active check box is checked
meaning the account is visible and available for
Active use. If the Active check box is unchecked, the
account will not appear in selection lists for future
use.

Enter the name of the account that you are

Account Name * :
creating.

You can make the account that you are creating a
sub-account of an existing account. The sub-
account will appear in reports under the parent
account.

Parent Account of

Enter the account number that you want to assign

Account Number to this account.

Click on the Save Account button to save your
Save Account Button account

Flagging Current Assets Accounts To Print Checks

When creating or editing a current asset account type, the Create or Edit account window will
appear with the 'Will you write checks from this account?' prompt. If checked, you will be
prompted for a starting check number to print for the check stock sequence number. Entering the
starting check number here is optional. You will always be prompted for the starting check
number to be used when printing checks. When a current asset account is flagged as an account
that you will write checks from, you will be allowed to select this account when generating
checks. If you have multiple cash accounts that you want to be able to write checks from, flag
the accounts as accounts that you will be writing checks from.

Create New Account N E

Account Type: * || Current Assets v

| Wil wou write checks from this account?
I:l \What is the next check number to print?

Active: | |«

Account Mame: * | | |

Farent dcocownt:

Account Mumber:

Save Account -

A
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Searching Accounts

To search your Chart of Accounts, click on the 'Search for an account’ icon to open the Search

Accounts window.

Showing 1 - 25 of 152 Acosunts,

]

Pa@ilalT 1212

Belance

Search for an acceurt icon

Then the search accounts window will open.

Search Accounts

—Account Mumber

(

Filter your accounts search criteria belows:

Account Mame

—account Types

Current Assets

Long Term Assets
Current Liabilities
Long Term Liabilities
Equity

Income e

£

Search Accounts Input Fields

Account Number

Enter the account number or the first few digits of
the account number that you are looking for and
click on the Search button. If your input string
matches any account numbers in the Chart of
Accounts database, all matches will be displayed.
You can click on the specific account that you are
looking for in the Search results list to view or edit
the account details.

Account Name

Enter the first few characters of the account name
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that you are looking for and click on the Search
button. If your input string matches any account
names in the Chart of Accounts database, all
matches will be displayed. You can click on the
specific account that you are looking for in the
Search results list to view or edit the account
details.

Select the account type that you are searching for
and click on the Search button. All accounts with
the selected account type will be displayed. You

Account Types can select multiple account types to search for by
holding down the 'Control'(CTRL) key and
clicking on the types.

Search Button Click on the Search button to perform the search.

Exporting Accounts to a spreadsheet

To export your chart of accounts onto a spreadsheet, click on the Export Chart of Accounts into a
Spreadsheet Icon. This icon is permission based so only users who have this permission will be
able to see this icon and perform this function.

Shewing 1 - 25 of 152 Accounts Page10t? 1212

[

Accaunt e, Actaunt Nome Account Tyne = Axlanck

Export Chart of Accounts into a Spreadsheet icon

The following window will pop up for you to save your spreadsheet.

Export Chart of Accounts to Spreadsheet [_} x}
Right dick on the link below, cick 'Save Target As' and select & lacstion on your tomputer
I E} Sava Chart of Accounts

4 wodow]

Your saved spreadsheet will have your Chart of Accounts information on it. An example is
displayed below.
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[ [ et Magelumnt  Porides  Cati Mevwes Ve ot P =@

- E BT T Astodur
. TikR =ullle Bese i I JE gl e
‘ oty B4 BELE ) MR W AR e s Ko %0 LM 8| SIS S (S0 | 11 PO BN Qowe. T T
' 1
] - ~
A ] ( 3] £ ' 3 .“ | ' ! " N 0
1 Chart of Bocourty Genersted on DR26/201 7 ot 101064 am
ALt N0 ALCOUNT TMm e Pwant Account Acciunt Type Do ance Adlive Priven rackng
4 N0 Num D ALCount Cutrant Adiuts 0 1 0 )
By Mawr Choching - A54a2810 Curant Assats ] 1 q
f 100.0% Opavating Cast Currarn Assats 41551 1 0 )
100,03 Curant Agsets 0 0 0
I 10 1M 1 0
) 10% Mimwy Opersting Canhy 3499 0% 1 0
1y 10T B0 - Money Mar et Currere Assets 1m0 1 ]
1 11% < Caih Curmrent Aty JiL 1 0
17 1T Work in Progress (Wiw) Jrret Aasely TiNaes. 1 0
13 120 Acxounts N iwi vatie Cutrard Adinly 107N 54 1 [
1 125 Gp AN Curmant Acuty 0 1 U
15 124 Actounts Racsvatia FJT Cutrant Ascats (] 1 ]
1 126 Cehar Racalvable: Cunan: Assats 0 1 0 1
1T 130 Undepasited Funds Cument Ascats a i a
1t 131 Vendur Credits Current Asrels 14 1 q
LS 131 Accounts Recevanie: Employees Curren Agsets 0 1 0
pl: 3 it Card Purchipzen/Deponits Cutrent Assets M 1 0 1
n Tuscl Reverye Currens Asyet 1000 1 0
140 Prepwd Tave Curment Assuty 0 1 0
" 143 Pewpued Eepuenies Currert Asints (] 1 0
I 148 Onhar Cutrant Assens Captrandt Akiuts 1 0 '
J\ 150 Furmturs & Fatus LONE Tam Assst 153 i 0 )
WA M Onat ol Accouts (2) 50 " " vl
Nessy HEE A vos

Check Register

To access your Check Register to view the checks that you have generated, click on the Check
Register menu option under the Accounting menu.

ol dusnd

P»_ {aicme, sdein I Ot of Accounts ' L
£3 (Loagutl Mussages 1 Oveck Pogter ¥ I

ey I Pocorads Dk Acoouerty

Wekcome Dealor Chalce Admint

Click on the Check Register menu option to display your check register.
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Showing 1 - 25 of 4074 Check Entries,
! =

Check No, Date Payes

7 03/09/2017

10001
Operatung <l

ARCO Cétoe Furmsturg

200 - Sccourts Payable

1030 OR00/2017 T ]
10001 - -~

¥ operating Cash 200 + Accourts Payable

70 o2/1ey201 Test Wsndor
10001 - and

=¥ Operatng Cazh 200 - Accourks Payvsble

75 02/28/2017

10001
¥ Gperatieg Cash 0115 - Parang B Tols

Daalar Chowce Systems

Pas10t105 12 3 95 =

Account: 10001 : Operating Cash $401,59%1 00 v
Mumo Ameunt  Clearvd
$300.38 v
Invors 1 £50.00
$2475.00
Check register theck $2.00

All checks that you have generated from Dealer Choice will appear in the Check Register. You
can view checks generated for each Current Asset account that has been flagged as an account
that you will write checks from by selecting the appropriate account in the drop down selection
arrow in the 'Account’ field on the upper right of the Check Register window.

Company Accounting

Showing 1 - 25 of 4874 Check Entries.

=

PpIoft®S 1R 2 188

Arcoure: | 100.01 : Operating Cash $401,5%51.00 *

ek No,

Export report into & spreadsheet icon
Search check register icon
New entry icon

Check Register Icons

Mume Amuunt  Cleared

New Entry

To create a manual check, click on this icon.

Search Check Register

To search your check register, click on this icon.

Export to spreadsheet

To export your check register to a spreadsheet.

New Check Entry

To create a manual check, click on the New Entry icon in the Check Register window.

Showeing 1 - 25 of 4874 Check Enries,

=

Fage lof 195 1 2 3 .. 1983 =
feceniane: [ 10007 ; Operatieg Cagh §407,558 00 »

Memsn Amownt Cleared

Mew entry icon

A pop up will open with the New Check Entry window.
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New Check Entry

Check Murmber; *

75

Payee: *

Remit To:

Cash sccount: * || 100,01 : Operating Cash

Expense Account: * ||

Check Amourt: * |:|

Check Date: * | [1un v 26 v [zo17 |7H

Mermo: | |

Save Entry =

New Check Register Input Fields

Check Number *

Enter the check number to be used for this check.
This number must match the number of the check
stock form that will be used to print the check on.

Payee *

Enter the first few characters of the payee's name
and any matches found in the database will be
listed below this field. Click on your selection
form the list displayed.

Remit To

The Remit To data will be populated from the
payee address information in the database. This is
a test input field so you can change the address if
desired.

Cash Account *

Select the appropriate current assets account that
the check will be written against. To be able to
write a check from a current assets type account,
the account must be flagged as an account that you
will write checks from.

Expense Account *

Select the account from your Chart of Accounts
that this check is to be expensed against. There is
a drop down selection arrow that you can click on
to see a list of your accounts. Select the account
from this list or enter the account number or
account name. Any matches found in the Chart of
Accounts will be displayed, select your account
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from the list displayed.

Check Amount * Enter the amount of the check.

Check Date * Enter the date of the check.

The memo field is optional, but it is strongly
recommended that you enter a memo when
creating a manual check to help you identify what
the check was created for.

Memo

Click on the Save Entry button to save your check
date. After saving your check, the new check will
appear in the check register for the Cash Account
selected.

Save Entry Button

After saving your new check entry, it will appear in the check register for the cash account that
was selected.

Showing 1 - 4 of 4 Check Entries.

o 2 ke

Pagelofl 1

Account: [10-102 : Bank-CD Chacking Account =]

1003 06-09-2010 Dauphin Office Seating

1% 10-102 - Bank-CO Checking Account 50-001 - Cost of Sales - Product This is 3 new cheack entry example $300.00 r|

]
Tl
1000 07-30-2008 Allsteel Ing,
0 1% 10-102 - Bank-CO Checking Account 21-002 - Accounts Pavable-Trade $30.98 ,’—;

The example above shows a new check entry number 1003 created for the vendor Dauphin in the
amount of $500.00. The check entry has been saved to the register and it can now be printed on
your check stock by clicking on the printer icon to the left on the check number in the register.
This will open the Print Checks window and will display a PDF image of your check. You can
save the PDF file to your computer or you can select a printer that contains the correctly
numbered check stock and print the check on your check stock paper.

Search the Check Register

To search the check register, click on the search check register icon.

Campany Accounting

Shoveing 1 - 25 ol 4874 Check Entries
.
£

Pageioflos 132 19 2>

Sccount: | 100.01 : Operatng Carh §401,.551.00

Memop Amownt  Cleared

Search check register icon
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A search window for the check register will open as displayed below.

Search Check Register M E

Filter your check register search criteria below:

—Check Murmber —wendor Invoice Mumber(s)

| | saparate multiple by comma

—Paid from account: —Search By Payee

f I |

—Cleared/Cutstanding

L

—Check Amount —Date Range
| From: v
Thru: v

You can search the check register by check number, paid from account, cleared/outstanding,
check amount, vendor invoice number(s), payee and by date range.

Exporting the Check Register to a spread sheet

To export your check register onto a spreadsheet, click on the Export Report into a Spreadsheet
Icon. This icon is permission based so only users who have this permission will be able to see
this icon and perform this function.

Showimg 1 - 25 of 4874 Check Entries. Psgelofloe 12 3. 15%

El Accaunt: | 300.08 @ Oparating Cash f401, 55100 L

MeEmo Ampunt  Clesred

Export report into a spreadshest icon

The following window will pop up for you to save your spreadsheet.
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Export Reports to Spreadshest | x
Right click on the link bedaw, chck "Save Tangat &5' and select a location on your compumsr.

B cove menon
|[Szmnin u reparsis wrdou]

Your saved spreadsheet will have your Check Register information on it. An example is
displayed below.

[ s o , v
L em ks me e 3 oW E o A
2 o W v A EEE e Hey " ' y bisre ' L " |

L) LAR - Cruant Card Purdninie DN

10 it o Fur e /0w s

Bank Reconciliation

The Bank account Reconciliation function will allow you to reconcile your Dealer Choice cash
accounts against the corresponding bank statements. After an account has been reconciled, a
report can be printed that shows the details for the account reconciliation.

There are 3 new permissions that must be active before a user (or group of users) can run the
function.

Under the Accounting permission, a user (or Group) must have the View Bank Reconciliation
and the Run Bank Reconciliation permissions selected to use the function.
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Edit Group : Administrators
Group Info || Permissions |

—Group Permissions

Please check the desired permissions for Administrators and click 'Save Permissions' below,
ARD

= Accounting

Check All

— General Journal

# Show General Journal # Edit Business Cycle Settings
¥ Create Journal Entries ¥ Perform Period Closings

# View Business Cycle Settings ¢ Post Transactions Into Closed Periods

— Chart of Accounts

¥ View Chart of Accounts ¥ Edit Accounts
¥ View Account Details ¥ Delete Accounts

# Create New Accounts

— Check Register

# View Check Register ¥ Reprint Checks
¢ Create New Check Entries ¥ Clear Checks
¥ Void Checks

—Account Register

¥ View Account Register + Edit Existing Entries

¥ Create New Entries

— Bank Reconciliation

# \iew Bank Reconciliation ¢/ Run Bank Reconciliation

After selecting these permissions be sure to click on the Save Permissions button. Then go to the
Reports permissions and select the Bank Reconciliation permission in the Financial Reports
section and click on the Save Permissions button.
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= Reports

Check All

— Customers & Recervables Reports
¢ Accounts Receivable
¢ Accounts Receivable Reconciliation
¢ Cash Receipts

Cash Flow Expectations
Customer Balance

Customer Statement

—Vendors & Payables Reports

¢ Accounts Payable

¥ Cash Reguirements

¢ Cash Disbursements

¢ Vendor Balance Summary

¢ Sales Tax Liability

Purchase Order
Vendor Discounting
WIP Reconciliation
Wendor 1099

—Proposals & Sales Reports
¢ Project Status Report
¥ Backlog
¢ Invoiced Sales Summary

¢ Bookings Summary

Product Sales
Job Costing
Work Order Bookings

Commissions

—Financial Reports
¥ Balance Sheet
¥ Income Statement

¢ Trial Balance

Statement of Cash Flows
Check Reconciliation
Check Run

Bank Reconciliation

After the User (or group of users) permissions have been updated, two new menu options will be

visible.

~ Permissions are only read when a user logs into Dealer Choice. If their permissions are
< changed while they are currently logged into Dealer Choice, their permissions will not
change until they log out (using the [Logout] link on the upper left side of the window)

and log back into Dealer Choice.

The Reconcile Bank Accounts menu option will now appear (for users that have the above

mentioned permissions) under the Accounting menu.

Click on the Reconcile Bank Accounts to run the function. This will open the account selection

window.
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Reconcile Bank Accounts [_ I x|

100.01 - Operating Cash
Bank Account: | 100.01 - Operating Cash r

Be sure that any Service fees, Interest Earned, or other additions and or deductions that appear on
this statement have been entered as journal entries before continuing.

What is your statement start date & end date?

Start Date: May v |[22 v |poie T
End Date:[May v |22 v [poze [T

Beginning Balance: |':' |

Ending Balance: o |

Continue

s

Any account that is flagged as an account that you will write checks from will be displayed in the
Bank Account drop down window.

Be sure that any account transactions, such as bank services fees and/or interest earned
" that appear on the current bank statement have been entered as journal entries before the
Reconcile Bank Accounts function is run. Otherwise, the Dealer Choice Reconciliation
function will report a balance difference and the bank statement ending balance will not
match the Dealer Choice Reconcile Accounts ending balance.
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Reconcile Bank Accounts M E

100.01 - Operating Cash

131 - Vendor Credits

Be sure that a 115 - BBC Cash ﬁrr:an:llld;:;?essahn:f:rredc?:::ll_:::;:rtlluuil:lzthat appear on
104 - Petty Cash !
133 - Credit Card Purchases/Deposits
105 - Primary Cperating Cash end date?

Start Date: | May ¥ [22 v [2016 |77
End Date: [May v [23 v 2016 [

Beginning Balance: |':' |

Ending Balance: |':' |

Select the account that you wish to reconcile then enter the Starting and Ending Dates that match
the time period on your bank statement. Enter the Starting Balance and Ending Balance from
your bank statement and click on the Continue button.

Reconcile Bank Accounts M E

105 - Primary Operating Cash
Bank Account: | 105 - Primary Operating Cash v

Be sure that any Service fees, Interest Earned, or other additions and or deductions that appear on
this statement have been entered as journal entries before continuing.

What is your statement start date & end date?

Start Date: | Oct v [1 v [2015 |TH
End Date: | Oct * |21 7 E
Beginning Balance: [20051.00 |
Ending Balance: [18275.08] |

350



The report will collect the appropriately dated transactions for the account being reconciled and
the screen will update with those transactions.

105 : Primary Operating Cash - Dotod: 10-01-15 10 10-31-15%

lacaroe acsauz)

Unclearsd Chacks -
Check No. Accoumt Check Date Payee Asvonnt

Deposits snd Other Addetions : $20,031.00

Dite Type Reference L Payee Aavsount

Check Huwber | 345 Recenwig B new customer deposit ustomer GBS

Total: $20,051.00

Checks and Other Deductions @ §1,.77%.94

Date Type Refesence Hemo Payee Aot
10/00/3014 .
Chech N L SO0

& & 5 &

Yotal: SLIIS 94

ysing Balmnce: 50
Ending Bdmnce: 218,275.06
Differmnce: 51827506

ver iy

The report has four sections.

1) Uncleared Checks

2) Deposits and Other Additions
3) Checks and Other Deductions
4) The report totals

1) The Uncleared Checks section will display any checks written from the account up until the
user entered Start Date that have not been flagged as cleared. These checks can be flagged as
"Cleared" by checking the checkbox that appears to the left of each check number displayed.

2) The Deposits and Other Additions section will display all account transactions dated within
the user entered start and end date range that increased the account balance.

3) The Checks and Other Deductions section will display all account transactions dated within
the start and end date range that decreased the account balance.
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4) The Totals Section will show the user entered Beginning Balance, the calculated Closing
Balance, the user entered Ending Balance and the calculated Difference, if any discrepancy is
determined.

To use the report, compare the checks listed on this report to the checks that appear on your bank
statement that are noted as cleared checks. Place a check mark in the check box to the left of
each check on the report that appears on your bank statement. Do the same for the Deposits and
Other Additions section and for the Checks and Other Deductions section.

As you select (check the check box) each transaction on the report, the calculated Closing
Balance total will update with the total amount of the selected transactions. The Difference total
will also update showing the remaining difference amount that the report calculates.

The Difference total should be 0.00 when you are complete. If not, then there is some
transaction either on your bank statement that is not in Dealer Choice, or that is in Dealer Choice
that is not on your bank statement.

The first step to correct this is to identify the offending transaction. If the transaction is on the
bank statement and not in Dealer Choice and it is for a bank fee, or some other bank charge,
enter the transaction as a journal entry and run the report again. If the transaction is in Dealer
Choice and not on your bank statement, verify that you entered the starting and ending dates and
balances from your bank statement accurately and run the report again. For any other cases,
please contact Dealer Choice Support.

Once all transactions have been selected on the report and the Closing Balance matches the user
entered Ending Balance, click on the Verify button at the bottom of the report. This will create a
snapshot of the selected items to be printed.

To print a Reconciliation report, go to Reports - Financial - Bank Reconciliation Report. More
details on how to use this report can be found under the reports section of this user document.

Reports

All Dealer Choice reports are listed under the Reports menu option in the main menu bar. To
access a report, click on Reports in the main menu bar to see a list of available reports. Reports
are managed by User and/or Group permission settings. You may limit access to certain report
categories or even specific reports through permission settings.
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Reports Navigator

The Reports Navigator option displays a list of all reports (per permission settings) as a list.
Only reports that you have permission to access will be displayed.
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Welcome Dealer Choice Admin!

Reports Navigator

Customers & Receivables Reports

Accounts Receivable Report
Report showing the current and aged accounts receivables owed by customers,

Accounts Receivable Reconciliation Report

Feconcile outstanding receivables to a cdearing account, a doubtful allowance account, or another
account of your choosing.

Cash Receipts

This report shows the receipts received from your customers and itemizes those receipts against their
respective invoices.

Cash Flow Expectations Report

This report calculates your expected cash flow based on factors such as your customers average days
to pay. This report will identify your anticipated receipts down to the day

Customer Balance Summary

This report shiows the current balance of each of your customers, The report can be expanded to
show balance trends for a given customer.,

Custorner Statement Reports
This report shiows customer statement reports,

Yendors & Payables Reports

Accounts Pavable Report
This report shows the current and aged accounts payables owed to vendors,

Cash Requirements Report
This report shiows the cash requirements needed to pay outstanding hills and refunds.

Cash Disbursements Report

This report shows the cash disbursed on a specific date or period of time when invoices are paid or
deposits are issued.

vendor Balance Summary

This report shows the current balance of each of your vendors, The report can be expanded to show
balance trends for a given vendor.

Sales Tax Liahility Report
This report shiows the sales tax liahility owed for each of the areas you collect sales tax,

Purchase Order Report
This report shows purchase arders that were issued on a specific date or date range.
Wendor Discounting

This report shiows all vendors and their respective discounts, along with discount 1Ds, effective and
expiration dates, and product discounting tiers,

WIP Reconciliation
This report reconciles outstanding Woark In Progress against its payables, allowing you to balance any
outstanding WIP that may exist against a specific payable,

WIP Detail Report
This report details wip transactions and balances by project, purchase order and line item.

vendor 1099 Report
This report identifies payments you have made to your 1099 vendors.
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Proposals & Sales Reports

Project Status Report

This report tracks all proposals once they have been booked. It contains shipping 2 delivery
information and allows you ta record acknowledament information.

Backlog Report

This report identifies all proposals and line items that are awaiting specific actions. These actions can
include those lines remaining to be invoiced, booked, shipped, etc,

Invoiced Sales Summary

This report identifies invoiced sales within a specific date or date range.

Bookings Report Summary

This report shiows all sales bookings and their profitability within a specific date or date range.
Product Sales Report

This report shiows all customer sales by product and service.

lob Costing/Profitability Report

This report helps you to identify how profitable your orders are, identifying true costs and actual
project margins.

Commissions Report
This report identifies and manages commissions that are owed to your sales reps.

Commissions Paid Report
This report shiows all commissions that have been previously paid to your sales reps.

Financial Reports

Balance Sheet

The summary of the value of all assets, liabilities and owners' equity on a specific date, The balance
shieet can be run to show multiple comparisons such as manthly aor quarterly.

Income Statement

Identifies profit and loss within a specific period of time.

Trial Balance
Identifies the cosing balances of your accounts at a specific point in time.

Check Reconciliation Report
Identifies outstanding checks and provides a tool to reconcile.

Check Run Report
This report shiows all checks and their respective invoices and vendaor credits applied.

Bank Reconciliation Report
This report shiows all of the bank reconciliations.

My Saved Reports

10TRE Test User - 06/21/2017 12:13 pm

Bal Sheet 1st OTR -06/21/2017 12:19 pm

Shared Reports

Mo shared reports
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The Report Navigator lists all available reports by category with a brief description of the report
appearing below the report name. Each report name is a link to the report. To run a report,
simply click on the report name.

Some reports can be printed to a PDF or exported to an Excel document. After running a report,
look at the top of the screen to check for the print or export icon. Below is an example of these
icons on the Cash Receipts Report.

My Proposals

Cash Receipts Report [Update Report Settings]

%- Back to Report Navigator ~.:’J @

Customer Check No. Receipt Date Receipt Amount

Export report into a spreadsheet icon
Print this report

There will be an “Update Report Settings” link at the top of each report that is run. Clicking on
this link will open the Reports Settings & Preferences window again to allow to you to change
the filter criteria you previously selected without having to leave the screen.

My Proposals

Cash Receipts Report I [Update Report Settings] I

s—
i
#- Back to Report Nawigator -..dJ g

Customer Check No. Receipt Date Receipt Amount

Most reports are interactive. Anything that is underlined is a clickable link. This means you can
click on it for more details. For example, the Account payable report has a purchase order
number underlined.

Accounts Payable Report  [Updats Report S

dated this year

<- Back to Report Nawigator -
Invoice No Invoice Date Due Date Orig Amt Balance Current 30 Days 60 Days
ABCO Office Furmniture
Purchase Order: TST-7884 - ABCO-Snap - Proposal 5249 - Testing FO open po's reporet ticket 60
JiJ ‘ oye/2o1y 0 ' o7 $580.00 $580.00 §$580.00
f $530.00 ’ $586.00 $580.00
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If you click on the Purchase Order number, then Dealer Choice will pull up the purchase order
for you in a pop up window without leaving the report. An example is shown below.

Welcome Dealer Cheice Admint
NS OTHICREETEL Purchase Order Summary ] !

dated this yaa
Purchase Order : TST-7884

ABCO-Snap
s § &
ABCO Office Furmitus Customer: Test Customer
Purchase Order: TST-) Sales Rep:  Test User
133 $500.00
Yendor: ARCO Offce Furnture eaisaikhbansss
; x $580.00
Purchased On:  06/25/2015
Test vendor < s S0 Days
In House PO?; No [changs]
Purchase Order: I3T-
crodnt: 555 Order Amount:  $520.00
8 vendor depasits totalng $200 .00 wera made toward this PO
Purchase Order: 2218 Total Sell: §E28 57
=2 2 $1,125.00
TotalList: $145000 @ T
= $1,125.00
Shipping To: Test Customer
Payment: 3758 123 Main Streat

Batimare, MO 21228  [ghangs]

Dureshace Nedar Natuc

Customers & Receivables Report Category

Under the Customers & Receivables report category, there will be up to five reports listed. Click
on any of the report names listed to run the report.

[ o kit e He CLalirrard & bidavilhn . ACoouti i
o P ;
_’= 4 s T Verekes & Rayabied » Bctoarts Do wvads P ore st
Froponsk & S . Co Dacwgrty Sagurt
Fronci sl Com Pow Bxpectstorn
Wricem Ao o R | o s Sy | —
Swod Arport: » Cuenomey Staterment

Cugtomer Deposts

The reports available under the Customers & Receivables report category are:

Accounts Receivable

Accounts Receivable Reconciliation
Cash Receipts Report

Cash Flow Expectations Report
Customer Balance Summary
Customer Statement

Customer Deposits

These reports are discussed below.
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Accounts Receivable Report

The Accounts Receivable report will display your current and aged accounts receivable. When
you click on the report name, the Reports Settings & Preferences window will open to allow to
you select report filter criteria.

Report Settings & Preferences M E

Accounts Receivable Report
Run Report

VWhat time frame should

the repart reflect? &l invoice dates v
How should the aging 30 | days
schedule be shown? 60 | days
o0 | days

Should the report be | |Brandon
filcered by sales rep? | pave H

Dealer Choice Admin
Debhie F =

Should the report be
filtered to specific customers or |
vendors?

Sort by oldest due date?

Include Unapplied Credits?

Shiould the report reflect
paid or unpaid invoices?

Dizplay Contact Details? | | Hide Customer Contact Detail v

Show Report Details? || show Detail Wiew ¥

Add this report to
your saved reports?

Accounts Receivable Report Options

Click on the drop down selection arrow in this

What time frame should the report reflect input field to select the time frame filter.

The defaults from the Business Cycle Settings

window will be displayed in the aging windows.
You can change the aging schedule in the Report
Options window to run the report with your new

How should the aging schedule be shown
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aging schedule. Changing the aging days in the
Report Options window will not change your
defaults as defined in the Business Cycle Settings
window.

Should the report be filtered by sales rep

You can filter the AR report by sales rep. When a
sales rep or sales reps are selected, the AR report
will only show proposals where those sales reps
are defined in the Sales Rep field on the Project
info tab of the proposal. By default, you do not
have to select a sales rep name, all proposals will
be evaluated.

Should the report be filtered to specific customers
or vendors

You can filter the AR report to specific customers
or vendors. Enter the first few characters of the
customer or vendor name and any matches in your
database will be presented. Select the desired
names from the list.

Should the report reflect paid or unpaid invoices

The default is to show all invoices for the selected
time frame. You can filter the report by selecting
'Paid’ or 'Unpaid' invoices from the drop down
selection arrow.

Display Contact Details

The default is to hide the contact details. If you
change this filter option to 'Show Contact Details'
then the AR report will include the contact
information that was selected in the Contact field
on the Project Info tab on proposals. If no contact
information was selected on the proposals then the
'Show Contact Details' option will have no effect.

Show Reports Details

You can choose to display the report is Detail
View mode or Simple View mode. Detail mode
will display all report details. Simple View mode
will display the report in condensed mode. To see
report detail run the report again and select Detail
View mode.

Add this report to your saved reports

If you use the same report filter criteria regularly,
you can save the report options with this option.
After selecting your report criteria, click on this
check box and you will be prompted to enter a
report name. Enter a name for your report and
then click on the Run Report button. The report
will run using the selected filters and Your report
name will be saved in the My Saved Reports menu
options under Reports. To run your saved AR
report, click on My Saved Reports and then click
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on the name you gave your report and the report
will run immediately without displaying the
Report Options window. Saved Reports cannot be
edited. They must be deleted and re-created. To
delete an existing saved report, click on the report
name in My Saved Reports. The report results
will be displayed. Then click on the [Update
Report Settings] link to open the Saved Report
report options window. Click on the Delete
Report button and the Saved Report name will be
removed from the My Saved Reports menu.

~ When running the Accounts Receivable report for year-end totals, use the Specific Date
Y Range time frame option. After selecting this option, enter December 31, YYYY (the 4

digit year that you are working on closing) in the To field. Do not enter any date in the
From field, leave that field blank. By using only the To date, all invoices dates on or
before December 31 will be evaluated for inclusion on the repot.

The following image displays an Accounts Receivable report run in Simple View mode.

Welcome Dealer Choice Admin!

Accounts Receivable Report  [uUpdats

dated this year, 2017

Due Date Orig Amt

Balance Current 30 Days 60 Days 90 Days

$596.25

amount

413,234.02
Amount

$140.26

Amount

$1402.13

$596.25 $596.25

Balance Current 30 Days 60 Days 0 Days
$11,294.63 $11,294.68
Balance Current 30 Days 60 Days 90 Days
$40.2¢ $40.26
Balance Current 30 Gays 60 Days 90 Days
$140213 $140211
T o004 000 $140213 41193019

The following image displays an Accounts Receivable report run in Detail View mode. The
image below is truncated because the report data is too large to fit into a single screen image.
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Welcome Dealer Choice Admin!

Accounts Receivable Report  [Update Report Sattings]
dated this year, 2017

<- Back to Raport Naviaator 901 DO

Invoice No, Due Date Orig Amt Bolance Current a0 Days 60 Days 090 Days

Paalar Choics Systems

Proposal: 5687 - Sample Propozal
3873 0309/2007 0a/08/2017 $596.25 $596.25 $596.25

§596.2% §596.2% §536.25
Test Customer Amount Balance Current 30 Days 60 Days 90 Days
Proposal; 5626 - Sample Propasal
2865 0r/0%/2017 o01/15/2017 $2,888.32 $2,888.32 $2,888.32
Proposal; S63C « User Documentation
2863 0z2/13/2017 0z2/23/2017 $0.00 $0.00
Proposal: 5647 « PO Seed Number
289 02/13/2017 02/23/2017 $1,929.4 $C.00
Proposal: 5649 « Vendor Credit as AR payment
271 02/14/2017 02/24/2017 $1.490.64 $1.440.64 $1, 440,64
Proposal: 5651 - vendor credit process
273 0z/1e/2017 vz/2e/2017 $3,100.00 $3,100.00 $3,200.00
3878 04/04/2017 04/14/2037 $3,785.72 $3,785.72 $3,785.72
$132a302 $1i1.2%a8 T 311,254,680
Test Customer Amount Balance Current 30 Days 60 Days S0 Days
Proposal: 5639 - Deposits
3867 02/06/2017 03/08/2017 $140.25 $40.26 $40.26
T$14026 T $40.2¢6 e $40.26
Texas Customer Amaunt Balance Current 30 Days 60 Days 90 Days
Proposal! 5668 - Invoice Delete Test
5880 04/04/2017 05/04/2017 $0.00 $0.00
3879 04/04/2017 05/04/2017 $1,402.13 $1,40213 $1,40213
$Ta021 T $raozys T $1a02.1%
$15432.66 $13,333.32 $0.00 $0.00 $1 40213 $11,931.19

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of
= the report.

Accounts Receivable Reconciliation Report

The Accounts Receivable Reconciliation report identifies invoices with a remaining balance and
if after reviewing the report data, you may elect to write the AR balance off to a clearing
account, a doubtful allowance account, or another account of your choosing. This report will
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help you identify invoices with balances that you may not be able to collect and allow you to
write the balance off to clear the outstanding Accounts Receivable amount.

Click on the Accounts Receivable Reconciliation menu option and the AR Reconciliation report

settings window will open.

Report Settings & Preferences

Accounts Receivable Reconciliation

s

RLun Report

W hat is the maxzimum outstanding
AR amount to reconcile?

250.00

Should the report be
filtered to specific customers ar vendars?

Fequire at least 1 payment
against invoice in order to reconcile?

Add this report to
your saved reports?

Accounts Receivable Reconciliation Report Settings

What is the maximum outstanding A/R amount to
reconcile

The default for this report is $250.00. The amount
entered here is the maximum balance amount that
the report will display results for. Any invoices
with a balance over $250.00 will not be displayed.

Should the report be filtered to specific customers
or vendors

You can filter the report for specific customers or
vendors. Enter the first few characters of the
customer of vendor name and any matches in your
database will be displayed. Select the appropriate
name from the list displayed.

Require at least 1 payment against invoice to
reconcile

With this check box checked, the report will only
display invoices where at least one payment has
been received, yet a balance remains. If you un-
check this option, your report will include all
invoices that are below the maximum outstanding
amount entered.

Add this report to your saved reports

This option allows you to save your report filter
criteria so you do not have to enter it every time
you run this report. Your report name will be
saved in the My Saved Reports menu and can be
run from there.
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Welcome Dealer Choice Admin!

Accounts Receivable Reconciliation Report  [Update Report Settings]

Z- Back to Report Navigator

Reconciliation Account: (299 - Clearing Account | @ Date:[Jun v |[z6 v |[zoi7 |TH

Invoice No. Invoice Date MNet Invoiced Received Balance
ABC
¢ Invoice TST-3613 02/11/2015 03/13/2015 $11,465.36 $11,359.36 $108.00

New Test Customer

4 Invoice 3739 12/21/2015 01/20/2016 $0.00 $50.00 {$50.00)
4 Invoice 3786 03/30/2018 04/29/2016 $318.00 $400.00 {$82.00)
4 Invoice 3765 01/12/2016 0z/11/2016 $159.00 $259.00 ($100.00)

Test Customer

¥ Invoice 3857 11/21/2016 12/01/2016 $94.80 $20.00 $74.80
¥ Invoice 3776 01/27/2016 0z/06/2016 $117.95 $20.00 $97.96
¥ Invoice 3796 05/25/2016 06/04/2016 $1,000.00 $1,010.00 ($10.00)
¥ Invoice 3853 11/02/2016 11/12/2016 $662.50 $550.00 $52.50
¥ Invoice 3589 09/02/2014 09/12/2014 $453.15 $253.00 $200.15

| Perform Reconciliation |

The report above was generated by entering $30.00 in the maximum outstanding A/R amount
filter. As you can see, only invoices with an outstanding amount of $30.00 or less will be
displayed.

If any invoices are found that meet the search criteria it will be displayed in the report window.
Each invoice listed has a check box to the left on the invoice number and all invoices are selected
for reconciliation by default. The invoice number displayed is a link to the actual invoice. You
can click on the invoice number in the report to review the invoice Receipt Log details to help
you decide if you are going to reconcile the outstanding AR balance.

After reviewing the invoices on the report, make sure to un-check any invoices that you do not
want reconciled. Only the invoices that are checked will be reconciled.

You can select the appropriate account to write the balances off to by selecting the desired
account in the Reconciliation Account selection box at the top of the report window. Review
and verify that the correct Reconciliation Account has been selected in the Reconciliation
Account selection box.

You can select the transaction posting date as well by setting the appropriate date in the Date
selection box.

After you have made your selections, click on the Perform Reconciliation button to complete the
process. Each selected invoice will be balanced to zero.
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If you wish to reverse the reconciliation, click on the invoice on the Receivables tab of the
proposal it was created on and then click on the Receipt Log tab. You will see the Auto
Reconciled record which cleared the balance. You will see an icon to the left of the Auto
Reconciliation record that has a red "x" on it. This icon allows you to reverse the reconciliation.
Once the Auto Reconciliation has been removed the outstanding balance will be returned to the
invoice balance.

Customer Invoice Summary = E3

Customer Invoice : 2010-529
5% B

Invoice Details HReceive Payment H Receipt Log |

You have received 2 receipts against this invoice.
This invoice hias been paid in fufl,

Check No. Receipt Date  Account Receipt Amount
2323 6/10/2010 Cash - Checking Account $452.00
% [AUTO RECONCILED] 6/10/2010 Clearing Account $0.27

Total Invoiced: $452.27
Total Received: $452.27
Balance Due: $0.00

Cash Receipts Report

This report shows the receipts received from your customers and itemizes those receipts against
their respective invoices. The Cash Receipts report can be printed or exported to a spreadsheet.

Click on the Cash Reports Report menu item to open the Report Settings window, which allows
you to filter your report results.
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Report Settings & Preferences

Cash Receipts Report

Run FReport

What time frame should

the report reflect? Today

Show Invoice Detail?

Show Detail View ¥

Should the report be

filtered to specific customers ar

vendaors?

Add this report fo
your saved reports?

. 4

Cash Receipts Report Filters

What time frame should the report reflect

Select the time frame that the report will reflect
results for.

Show Invoice Detail

Select Simple View or Detail View mode. In
Simple View mode, only the check numbers and
amounts received will be displayed. In Detail
View mode, the invoice number that the payment
was received against will also be displayed. The
invoice number is a link to the actual invoice. You
can click on the invoice number to open the
invoice.

Should the report be filtered to specific customers
or vendors

Enter the first few characters of the customer or
vendor name and any matches in your database
will be displayed. Select the desired name from the
list presented and the report will be filtered to
show only cash receipts from that customer or
vendor.

Add this report to your saved reports

Use this option to give you report filter options a
name and the report name will be saved in My
Reports. You can then just click on the saved
name to run the report with having to enter any
filter criteria.

Click on the Run Report button to display the report, as shown below. This example shows the

Cash Receipts report in Simple View mode.
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My Proposals

Cash Receipts Report  [Update Report Settings]

#- Back to Report Mavigator JJJ @

Check No. Receipt Date Receipt Amount

Customer

Test Customer

444 02/13/2017 £1,040,34
58 024142017 £50.00
$1,999.34
Testl
4567 03/09/2017 £500.00
$500.00
$2,499.34

15| This report can be printer as a PDF. Click on the print icon at the top of the report.
This report can be exported to an Excel document. Click on the export icon at the top of
B the report.

Cash Flow Expectations Report

This report calculates your expected cash flow based on factors such as your customers average
days to pay. This report will identify your anticipated receipts down to the day.

Click on the Cash Flow Expectations menu item to open the report settings window, which
allows you to filter your results.
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Report Settings & Preferences

Cash Flow Expectations Report

Run Report

Should the report be

filtered to specific customers ar |

vendors?

start tracking cash expectations?

When should the repart | [ v 57 v E|

How shiould the expectation
schedule be broken down?

15 days ¥

Show Report Details? | | Show Detajl View ¥

Add this report to
your saved reports?

Cash Flow Expectations Report Filters

Should the report be filtered to specific vendors

Enter the first few characters of the vendor name
and any matches in your database will be
displayed. Select the desired vendor name from
the list.

When should the report start tracking cash
expectations?

Select the date that you would like the report to
start.

How should the expectations schedule be broken
down?

Choose how you would like the report to be
broken down.

Show Report Details

Select either Simple View or Detail View. In
Simple view, only the customer’s name and total
balance amount will appear in the report results.
In Detail view mode, the customer’s name,
proposal number and invoice number will be
displayed as well as the balance amount due for
each.

Add this report to your saved reports

Use this option to give you report filter options a
name and the report name will be saved in My
Reports. You can then just click on the saved
name to run the report with having to enter any
filter criteria.

After setting your report filters, click on the Run Report button to generate the report. An
example of the Cash Flow Expectations Report in detailed view is shown below.




My Proposals

Cash Flow Expectations Report [Update Report Settings]

i
%- Back to Report Navigator JQJ

Invoice

Invoice No. Date Due Date Expected 0712717 072717 08f11/17 Future
ABC
TST-3613 024/11/2015 03/13/2015 0371342015 $106.00
$106.00
Test Cust III
3708 12/07/2015 12/17/2015 12/17/2015 $5,263.16
3746 12/22/2015 01/01/2016 01/01/2016 $461.30
$5,724 46
$5,830.46

15, This report can be printer as a PDF. Click on the print icon at the top of the report.

Customer Balance Summary

This report shows the current balance of each of your customers. The report can be expanded to
show balance trends for a given customer.

Click on the Customer Balance Summary menu item to open the Report Settings window, which
allows you to filter your report results.

Report Settings & Preferences M E

Customer Balance Report
FLn Report

VW hat time frame should

the report reflect? All dates h

Should the report be |
filtered to specific customers?

Show Report Details? || show Detail view -

Add this report to
your saved reports?

. 4

Customer Balance Summary Filters
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What time frame should the report reflect

Select the time frame that the report will reflect
results for.

Should the report be filtered to specific customers

Enter the first few characters of the customer name
and any matches in your database will be
displayed. Select the desired customer name from
the list.

Show Report Details

Select either Simple View or Detail View. In
Simple view, only the customer’s name and total
balance amount will appear in the report results.
In Detail view mode, the customer’s name,
proposal number and invoice number will be
displayed as well as the balance amount due for
each.

Add this report to your saved reports

Use this option to give you report filter options a
name and the report name will be saved in My
Reports. You can then just click on the saved
name to run the report with having to enter any
filter criteria.

After setting your report filters, click on the Run Report button to generate the report. An
example of the Customer Balance Summary in detail view is shown below.

My Proposals

Customer Balance Report  [Update Report Settings]

G
#- Back to Report Navigator ‘JJ

Date Type
Test Customer
Proposal: 5651 - vendor credit process
2017-04-04 Invoice 3878
Total for Test Customer

Texas Customer

Proposal: 5668 - Invoice Delete Test
2017-04-04 Invoice 3879
Total for Texas Customer

Total Customer Balance

Due Date

041472017

05/04/2017

Amount Balance

$3,785.72 £3,765.72
$3,785.72 $3,785.72
$1,402.13 £1,402.13
$1,402.13 $1,402.13
$5,187.85 $5,187.85

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

Customer Statements Report
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The Customer Statements report allows you to print a report showing your customers account
activity. This report can be sent to your customers so they can see their business activity with

your company.

Click on the Customer Statement menu item to open the Report Settings window which allows

you to filter your report results.

Report Settings & Preferences

Customer Statement Report

Run Report

VW hat time frame should
the report reflect?

All invoice dates v

How shiould the aging
schedule be shown?

30 [ days

60 [ days

90 | days

Should the report be
filtered by sales rep?

Brandon
Dave H

Dealer Choice Admin

Debbie F

Should the report be
filtered to specific customers or
vendors?

Should the report reflect
paid or unpaid invoices?

Display Contact Details?

Hide Customer Contact Detail ¥

Show Report Details?

Show Detail

Wigw ¥

&dd this report to
your saved reports?

Customer Statement Filters

What time frame should the report reflect

Select the time frame that you want to report to
cover

How should the aging be shown

Select the aging schedule that you want the report
to be shown in. By default the fields are populated
with your aging schedule defined in your Business
Cycle Settings.

Should the report be filtered by sales rep

You can run the report by sales rep. Any
proposals that have the selected sales rep name set
on the Project Info tab in the Sales Rep field will
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be considered in this report.

Should the report be filtered to specific customers
or vendors

You can select to filter the report by specific
customers or vendors. Enter the first few
characters of the customer or vendor name and
select the entry from the list displayed.

Should the report reflect paid or unpaid invoices

You can select to run the report to show paid
invoices, unpaid invoices or both. To show both
paid and unpaid invoices, leave this field blank.

Display contact details

You can choose to hide or show the customer’s
contact details.

Show Report Details

In Simple View mode, only the proposal number
and description will be displayed as well as the
invoice number and totals. In Detail View mode,
the report will also display any payments (check
numbers) and credits that have been applied to
invoices.

Add this report to your saved reports

You can save your report with the filter options
you have selected with this option. The report
name you enter will appear in your My Saved
Reports menu item under the Reports menu.

After setting your report filters, click on the Run Report button to generate the report. An
example of the Customer Statement report is shown below.

Welcume Desler Cheice Adminl

Customer Statement Report  [Ledate §

Lo Back to Pepeet Mavigator o

Due Date Orig Amt

Paympats

Balance Current 30 Davys 60 Days

040082017 $59e 25

Balace

Amourt

4 oy 01 $500.00 $500 00
§596 2% $500,00 $596.25 $596.25
Amourt Paymerts Balance Current 30 Days o0 Days S0 Days
shs
0D0/2017 $240 20 $40.26 §40 20
Descrption Amount
Customer Depost $100 00
Dalarce Amoure
$380.15 $38015
$0.00 $100.00
$140.2¢ $560.1% $40.26 o2
$ $1,000.1 $6236.51 § $0.00 $0.0 4§
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Customer Statements reports can be printed or saved to a local disk drive to be mailed or emailed
to your customers.

| This report can be printer as a PDF. Click on the print icon at the top of the report.

Customer Deposits Report

The report will display deposits with a balance remaining. The full deposit amount and the
amount remaining will be displayed. This report lists several subtotals which comprise all of the
types of transactions that can be included in the Customer Deposits account, including deleted
deposits, deposit adjustments and manual journal entries made to the Customer Deposits account.
This is necessary for when the report is run with no "From™ date and a "To" date so it will match
the Balance Sheet - Customer Deposits amount.

Click on the Customer Deposits menu item to open the Report Settings window which allows
you to filter your report results.

Report Settings & Preferences _ |l x|
e
Customer Deposits Report

What time frame should
the report reflect?

Should the report be |
filtered to specific customers?

All dates v

Add this report to
your saved reports?

k 4

Customer Deposits Filters

Select the time frame that you want to report to

What time frame should the report reflect
cover

You can select to filter the report by specific
customers. Enter the first few characters of the
customer name and select the entry from the list
displayed.

Should the report be filtered to specific customers

You can save your report with the filter options
you have selected with this option. The report

Add this report to your saved reports
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name you enter will appear in your My Saved
Reports menu item under the Reports menu.

After setting your report filters, click on the Run Report button to generate the report. An
example of the Customer Deposits report is shown below.

Company Accounting

Customer Deposits Report  [Update Report Settings]

=- Back to Report Navigator JoJ@ Deposits Dated Before 8/22/2018

Customer Name Proposal No. Deposit Date Amount Open Balance
Mew Customer

2018-1068 $70.00 £30.00
$70.00 $30.00

Test Customer
2018-1000 $200.00 £59.74
%200.00 $59.74
Total Customer Deposits $270.00 $89.74
DL - Deleted Deposits Total £200.00
CR. - Deposits Received Total £180.26
AR - Applied Deposits Total ($140.26)
&P - Deposit Refunds Total £0.00
AD - Adjustments Total ($240.00)%
GJ - Journal Entries Total £0.00
Tatal $80.74

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

= This report can be exported to an Excel document. Click on the export icon at the top
of the report.

Vendors & Payables Category

Use your mouse to highlight the Vendors & Payables report category to display the available
report options.
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et 77! R waages  Hello Deale

Widtomn Oueler Chaicn Adaint

The available reports in this category are:

Accounts Payable

Cash Requirements

Cash Disbursements
Vendor Balance Summary
Sales Tax Liability
Purchase Order Report
Vendor Discounting

WIP Reconciliation

WIP Detail Report
Vendor 1099 Report

Click on a menu option to run that report.

Accounts Payable Report

This report shows the current and aged accounts payables owed to vendors. After clicking on the
Accounts Payable menu option, the Accounts Payable Report settings and preferences window
will open. The report settings and preferences window allows you to select your report filters.
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Report Settings & Preferences

Accounts Payable Report

Run Repart
VW hat time frame should : :
the report reflect? All invoice dates v
How should the aging 20 | days
schedule be shown? &0 | days
o0 [days

Should the report be |
filtered to specific vendars?

Should the report be |

filtered to specific proposals?

Should the report reflect
paid or unpaid invoices?

Which date should the report
Lse to generate its results?

Invoice Date ¥

Show Report Details? | | show Detail View T

Add this report to
your saved reports?

Accounts Payable Report Filters

What time frame should the report reflect

Select the date range that the report should reflect

How should the aging schedule be shown

You default aging as set in Business Cycle
Settings is displayed. You can change these
values.

Should the report be filtered to specific vendors

Enter the first few characters of the vendor names
and any matches in your database will be
displayed. Select the appropriate entry from the list
and the report will be filtered to the selected
vendor or vendors.

Should the report be filtered to specific proposals

Enter the first few characters of the proposals
number and any matches in your database will be
displayed. Select the appropriate entry from the
list and the report will be filtered to the selected
proposal or proposals.

Should the report reflect paid or unpaid invoices

Select whether you want the report to show paid or
unpaid invoices. Leave this field blank to show
both.

Which date should the report use to generate its

You can the options to select either the Invoice
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results Date, Due Date or Receipt Date to be used for
evaluating results. The typical date to use here in
the Invoice Date.

Select either Detail view or Simple view. In
Simple view, only the Customer/VVendor name is
displayed with the totals. In Detail view, the
customer/vendor name is displayed as well as
purchase order number and invoice number
details.

Show Report Details

You can save your report with the filter options
you have selected with this option. The report
name you enter will appear in your My Saved
Reports menu item under the Reports menu.

Add this report to your saved reports

An example of the Accounts Payable Report in detail view is shown below.

Welcome Deoler Choice Admint

Accounts Payable Report  [update Beport Sattings |

dated this year

<- Back to Report Navigator &

Invoice No. Invaoice Date Due Date Orig Amt Aalance Current 30 Days 60 Days 90 Days

ABCO Office Furmnrure

Purchase Order: TST-7004 - ABCO-Snap - Proposal 52 - Tezting PO open po’s report bicket 60

3333 03/01/2017 03/23/2037 $580.00 $580.00 $550.00
"""" $530.00  §560.00 T §sE000
Tast Vendor Amount Balance Cumert 30 Days 60 Days S0 Days

Purchass Order: TST-865S - Ga Furniture Sales - Propossl 5651 - vendor cradit procass

Cradit: 555 03 0 ($25.00) 40.00
[ 02, 02 $2,500.00 $0.00
Purchase Order: 2018-123-8481 eral Fueniture Sales - Proposal 5649 - Vendor Cradt as AR payment
50 02/14/2017 03/01/2037 $1,125.00 $1,125.00 $1,125.00
TUU$3.60000 $1,125.00 §112500
Fayment: 3758 2016-12-21 j3zlo4a4
$4,180,00 ($3,605) $0.00 $0.00 $0.00 $1,705.00

| This report can be printer as a PDF. Click on the print icon at the top of the report.

Cash Requirements Report

This report shows the cash requirements needed to pay outstanding bills and refunds. This report
allows you to see how much cash you need on hand to pay your entered vendor invoices and
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customer refunds. The report displays balances due by the number of days you enter in the
schedule filter so you can estimate your cash requirements of these periods.

Report Settings 8 Preferences

Cash Requirements Report

Run Report

Should the report be |
filtered to specific vendors?

When should the repaort
start tracking cash regquirements?

Jun v (27 v [zo17 |[E

How should the payment
schedule be broken down?

15 days ¥

Show opportunities to take discounts?

Show Report Details?

Show Detail Wiew ¥

Add this report to
your saved reports?

by 4

Cash Requirements Report Filters

Should the report be filtered to specific vendors

Enter the first few characters of the vendor name
and any matches in your database will be
presented. Select the appropriate entry from the
list. The report will be filtered to display results
for the selected vendor(s).

When should the report start tracking cash
requirements

Enter the date that you want the report to start with
to filter the results. Typically this is today's date.
The report will display the cash requirements
starting from this date forward per the schedule
entered in the filter below.

How should the payment schedule be broken down

Select the number of days, going forward that you
want to see your cash requirements broken down
in. Typically this is 15 days. The schedule will
display the cash requirements for the next 3 15 day
periods. You can set the schedule to be from 1 to
30 days.

Show opportunities to take discounts

Selecting this option will flag invoices that are
eligible for vendor early payment discounts

Show Report Details

The Simple view only lists the vendor name and
the total amount due, per the schedule entered.
Detail view mode lists the vendor name, proposal
number, invoice number and dates as well as the
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open invoice balance.

Selecting this option allows you to enter a name to
save your cash requirements report filter

Add this report to your saved reports information and will save this report in your My
Saved Reports menu option under the Reports
menu.

After entering your report filter information, click on the Run Report button to generate the
report. A sample of the cash requirements report is shown below. This report was filtered to
New Test Vendor invoices and a 15 day schedule beginning on January 1, 2016. The cash
requirements are displayed for the next 45 days.

Welcome Dealer Cheice Adminl

Cash Requirements Report JRdate Feport Sattinas

SoBack to Repoet Navigator &

Propasal Ne. Invoice No. Iovoice Date Dupe Date Past pi/ie/in o1/31/16 0z/15/16 Future

New test vendor

Propesal 5520 01/23/2016 $400.00
Progasal 5377 01/05/2016 $100.00
B4/01/20186 $100.00
Progozal 6344 03/12/2016 $305.76
01/23/2016 $450.00
12/88/2015 $50.00
0112/2014 $100.0¢
0371272016 $272.04
""" 45000 $400.00  $350.00 T
$50.00 $100.00 $950.00 $684.00

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

Cash Disbursements Report

This report shows the cash disbursed on a specific date or period of time when invoices are paid
or deposits are issued.

After you click on this menu option the Cash Disbursements Report settings window will open
allowing you to select your report filters.
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Report Settings & Preferences

Cash Disbursements Report

Fun Report

vWhat time frame should

the report reflect? Today

Show Invoice Detail?

Show Simple Yiew ¥

Shiould the report be

filtered to specific customers or |

vendors?

Add this report to
your saved reports?

Cash Disbursements Report Filters

What time frame should the report reflect

Select the date range that you want the report to
reflect.

Show Invoice Detail

In Detail view mode you will see the actual check
number and invoice number that have been paid
during the time frame selected. In Simple view
mode you will only see the check number, date
and amount.

Should the report be filtered to specific customers
or vendors

Enter the first few characters of the customer or
vendor name and any entries in your database will
be displayed. Select the appropriate entry form the
list displayed and the report will be filtered to that
customer or vendor.

Add this report to your saved reports

Clicking on this check box will allow you to enter
a name for your report and save your report filter

criteria. The report name will appear in your My

Saved Reports menu under the Reports menu.

Below is an example Cash Disbursements report in detail view mode.
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Welcome Dealer Choice Admin!

Cash Disbursements Report [Update Report Settings]

% - Back to Report Navigator J\QJ @

Check Date Check Amount

ABCO Office Furniture 77 03/09/2017 $399.38
Test Yendor 75 02f16/2017 £2,475.00
Yendor 685 1030 03/09/2017 £50.00
$2,924.38

| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of
Bl the report.

Vendor Balance Summary

This report shows the current balance of each of your vendors. The report can be expanded to
show balance trends for a given vendor.

Click on this menu option and the Vendor Balance Report setting window will open to allow you
to select your report filter criteria.

Repott Settings & Preferences ™ E3

Vendor Balance Report
Run Repaort

What time frame should
the report reflect?

Should the report be |
filtered to specific vendors?

All dates v

Show Eeport Details? || Show Detail View ¥

Add this report to
your saved reports?
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Vendor Balance Summary Report Filters

What time frame should the report reflect

Select the time frame from the drop down
selection box or select the 'Specific date range'
option to enter your own start and end dates.

Should the report be filtered to specific vendors

Enter the first few characters of the vendor name
and any matches in your database will be
presented. Select the appropriate entry from the
list.

Show Report Details

In Detail view mode the purchase order numbers,
the associated vendor invoice numbers and
amounts will be displayed. In Simple view mode,
only the total amount due to the vendor will be
displayed.

Add this report to your saved reports

Checking this box will allow you to enter a name
for your report and this name will appear in the
My Saved Reports menu under the Reports menu.

The example below shows a Vendor Balance Summary report that has been filtered to show only
Herman Miller invoices and the Detail view mode has been selected.

Welcome Dealer Choice Admin!

Vendor Balance Report  [Update Report Settings]

<- Back to Report Navigater &1

Date Type Due Date
Herman Miller

Purchase Order: TST-8163

2016-03-03 Deposit
2016-03-03 Bill Testing DLH 03/18/201

Purchase Order: TST-8164

2016-09-10 Bill 55 10/10/201
Purchase Order: TST-8404
2016-11-08 Bill HM-8832 12/08/201

Total for Herman Miller

Total ¥Yendor Balance

Amount Balance

{$200.00) {$200.00)

& £5,190.24 £5,190.24
$4,990.24 £4,990.24

& £5,190.24 £5,190.24
& £2,100.00 £2,100.00
$12,280.48 $12,280.48

%$12,280.48 $12,280.48

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

Sales Tax Liability Report
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This report shows the sales tax liability owed for each of the areas you collect sales tax. This
report can be run in Accrual mode or in Cash Basis mode. Accrual Basis will display all invoices
that have been created for the time frame selected and Cash Basis will only display invoices
where payments or deposits have been received in the time frame.

Click on this menu option and the Sales Tax Liability setting window will open to allow you to

select your report filter criteria.

Reportt Settings & Preferences

Sales Tax Liability Report

Run Report

\What time frame should
the report reflect?

This Month

Generate report according to: | [ Accrual Basis

filtered to a specific state?

Should the report be | | process all States v

Paid By?

Add this report to
your saved reports?

by L]

Sales Tax Liability Report Filters

What time frame should the report reflect

Select a time frame from the list provided or enter
a specific date range.

Generate report according to

Select Accrual Basis or Cash Basis.

Should the report be filtered to a specific state

Select the State or Provence that the report is to
display results for. Each tax location that you have
defined in your Tax Rules table is available for
selection via this filter. There is also the option to
select all states by selecting the Process All States
option.

Paid By?

This will filter the report to check for payments
received on invoices by the date entered. This
feature works for both the Accrual and Cash Basis
methods, but is intended for use in Cash Basis
reporting.

Add this report to your saved reports

Checking this option will allow you to enter a
name to save your report criteria. The report name
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will appear under the My Saved Reports menu
option under Reports.

Below is an example of the Sales Tax Liability report run in Accrual Basis. Accrual Basis will
display all invoices created within the time frame selected. When the report is run using the
Accrual method, The Collected column reports the total sales tax due on the invoice at the time
the invoice was created.

My Proposals

Sales Tax Liability Report  [Update Report Settings]

Invoices dated between '2017-03-01' and '2017-06-01"

#- Back to Report i «\JJ @
MARYLAMND
Invoice Invoice Date Total Sale Non-Taxable Taxable Rate Collected Liability Install Location

Dealer Choice Systems
Catonsville, MD 21228

3873 03/09/2017 $562.50 $0.00 $562.50 6% $33.75 $33.75 Baltimaore, MD 21229

Test Custorner
Baltimore, MD 21228

3878 04/04/2017 $3,571.43 $0.00 $3,571.43 6% $214.29 $214 .29 Baltimore, MD 21228

£4,133.93 +£0.00 £4,133.93 £248.04 £248.04

Below is an example of the Sales Tax Liability report run in Cash Basis. Cash Basis will display
only invoices where customer payments or deposits have been received. This example invoice
shows that a payment or deposit has been received, but not paid in full since the Liability column
is less than the Collected column. The Collected column displays the total tax liability and the
Liability column displays the tax liability based on the amount of the payment or deposit
received.

My Proposals

Sales Tax Liability Report  [Update Report Settings]

Payments received between '2017-03-01' and '2017-06-01"

#- Back to Report i «\JJ @
MARYLAMND
Invoice Invoice Date Total Sale Mon-Taxable Taxable Rate Collected Liability Install Location

Test Custorner I
Catonsville, MD 21228

3867 02/06/2017 $132.32 $0.00 $132.32 6% $7.94 $5.66 Catonsville, MD 21228

132,32 £0.00 132,32 £7.94 £5.66

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of the
report.
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Purchase Order Report

This report shows purchase orders that were issued on a specific date or date range. The report

can be filtered by Vendor and Sales Rep.

Click on this menu option and the Purchase order Report window will open to allow you to

select your report filter criteria
Report Settings & Preferences

Purchase Order Report

_ | %}

Fun Report

What time frame should
the report reflect?

Today

Should the report be |

filtered to specific vendors?

Display Open Purchase Orders?

Ld

Should the report be
filtered by sales rep?

Brandon
Dave H

Dealer Choice Admin

Debhie F

Add this report to
your saved reports?

A

Purchase Order Report Filters

What time frame should this report reflect

Select the time frame that the report is to reflect.

Should the report be filtered to specific vendors

Type the first few characters vendor name and any
matches in your database will be displayed. Select
the appropriate entry from the list.

Display Open Purchase Orders?

When this checkbox is selected, the report will
filter to only show purchase orders where no
vendor invoices have been received (entered into
Dealer Choice) against it. If vendor invoices have
been received against the purchase order, but the
amount(s) of the invoice is less than the purchase
order amount, the amount not yet received will
appear in the Balance column.
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Should the report be filtered by sales rep

If desired, select a sales rep name from the list and
only purchase orders created on proposals where
this sales rep is listed as the Sales Rep on the
Project Info tab will be displayed.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your report criteria. The report name will
appear in your My Saved Reports menu under
Reports.

An example of the purchase order report that has been filtered by vendor ABCO is shown below.

My Proposals

Purchase Order Report  [Update Report Settings]

&l
#- Back to Report Navigator 3

ABCO Office Furniture

Proposal: 5602 : Test Customer

P Mo, Date Crder Cost

8625 04/21/2017 $625,00
$625,00

Proposal: 5657 : Testl

P Mo, Date Crder Cost

123-2658 03/09/2017 $798.75
$798.75

Purchase Order Total: $1,423.75
Balance Total: %1,024.37

Balance: $1,024.37 Cost: $1,423.75

Sales Rep: Dave H

Balance Sell Amount Profit GP Margin
$625.00 $781.25 $156.25 0%
$625.00 $781.25 $156.25 20%
Sales Rep: Testl

Balance Sell Amount Profit GP Margin
$399.37 $1.086.61 $267.86 25.11%
$399.37 $1,066.61 $267.86 25.11%

5| This report can be printer as a PDF. Click on the print icon at the top of the report.

Vendor Discounting Report

This report shows all vendors and their respective discounts, along with discount 1D's, effective
and expiration dates, and product discounting tiers. You can use this report to help in managing

your discounts.
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Report Settings & Preferences

vVendor Discounting Report

FLn Repart

Should the report be |
filtered to specific vendors?

Should the report be |

filtered to specific customers?

Search discounts by
expiration date?

Hide expired discounts?

Search by discount ID:
Separate multiple dizcounts by line brezk

Show Discount Details?

Show Simple Wiew ¥

Add this report to
your saved reports?

4

Vendor Discount Report Filters

Should report be filtered to specific vendors

Enter the first few characters of the vendor name
and any matches in your vendor database will be
displayed, select the appropriate entry from the list
and the report will display any discounts on file for
that vendor.

Should the report be filtered to specific customers

Enter the first few characters of the customer’s
name and any entries in your customer database
will be displayed, select the appropriate entry from
the list and the report will display any discounts on
file for that customer.

Search Discounts by expiration date

Select an expiration date range to filter the report
to show only those discounts that will expire on
the date you have selected.

Search By Discount ID

Enter the discount ID to search for.

Show Discount Details

In detail view mode the full discount detail, simple
view will only display the discount type, discount
ID, effective date and expiration date.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your search criteria. Your report name will
appear under the My Saved Reports menu option
under Reports.
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The example below shows the Vendor Discounting report filtered by two vendors.

Welcome Dealer Choice Admin!

Vendor Discounting Report  [Update Report Settings]

<- Back to Raport Navigator 48

Discount ID Effective Date Expiration Date
ABCO Office Furniture
Standard Discount (Abco Std) Std 05/29/2009 12/31/2016
Customer Discount @ A&M Electric Coop TEH 12345 02/19/2015 08/18/2015
Customer Discount : Test Customer T 850000 10/05/2015 04/03/2016
Teknion Studio
Standard Discount (ACT Showroom) 4032410 10/16/2015 12/15/2016

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

WIP Reconciliation Report

This report reconciles outstanding Work In Progress against its payables, allowing you to
balance any outstanding WIP entries that may exist against a specific payable. Entries in the WIP
(Work In Progress) account are made by entering a vendor invoice, vendor deposit, vendor credit
or by creating a customer invoice.

The WIP Reconciliation report allows you to identify outstanding balances in your WIP account
and if necessary clear the balance from the WIP account to a clearing account or to an account of
your choosing.

WIP credits are created when customer invoices are created and when vendor credits are entered.
WIP debits are created when you enter a vendor invoice and when you create a vendor deposit.

When the total WIP credits do not match the total WIP debits per purchase order the WIP
account becomes out of balance.

Some entries in your WIP Reconciliation report may appear with zero WIP debits and some may
appear with zero WIP credits. In most cases these are normal occurrences.

Consider cases where the vendor invoice has been entered (WIP debit) for a purchase order but

the customer invoice has not been created yet, so there are no credits to the WIP account for the
product on the particular purchase order.
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Likewise, you may create a customer invoice (WIP credit) before the vendor invoices for the
product on that invoice have been received and entered. These are cases that do not need to be
reconciled because you will either create the customer invoice (WIP credit) or enter the vendor
invoice (WIP debit), which will balance the WIP account for that proposal.

In some cases though, there may be a discrepancy between the vendor invoice amount and your
purchase order amount. When this occurs, the first thing to do is figure out why there is a
discrepancy between the two.

If there are additional costs on the vendor invoice that do not appear on the purchase order, such
as freight fees or small orders fees, the purchase order should be edited to include those line
items before the invoice is entered. These are legitimate costs that should be reflected on the job.
You should then check to see if these charges can be added to the vendors profile (Payment tab
in the vendor database), so these charges are not missed during proposal finalization and you
have the opportunity to sell these to your customer. At a minimum, your purchase order amount
will match the vendor acknowledgement and vendor invoice. If the pricing on your purchase
order does not match the vendor acknowledgement and/or vendor invoice, then you should make
sure that your electronic catalogs (if applicable) are up to date or that your pricing binders are
current.

If differences between the vendor invoice amount and the purchase order amount are not
corrected, then you will end up with a balance in your WIP account for this purchase order.
These balances can be reconciled (written off) from your WIP account to a clearing account or to
another account of your choosing.

Clicking on the WIP Reconciliation menu option will open the WIP Reconciliation setting
window will open to allow you to select report filter criteria.

Report Settings & Preferances M E
WIP Reconciliation Report
Run FReport
Filter results by timeframe: || sl WIP entries v

Display WIP entries with an .
open balance of up to: $ el Optiona

Filter WIP entries by vendar: || |

Filter WIP entries by proposal:

Add this report to
your saved reports?

A
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WIP Reconciliation Report Filters

Filter results by timeframe

Select the desired timeframe from the drop down
selection list or enter your own date range by
selecting the 'A specific date range’ option. This
option allows you to enter a 'From' date and a 'To'
date.

Display WIP entries with an open balance of up to

Enter the highest amount (open balance) that you
want the report to display. The report will display
proposals that have an open balance up to and less
than the amount entered here.

Filter WIP entries by vendor

To filter the report to specific vendors, enter the

first few characters of the vendor name and any

matching entries in your vendor database will be
displayed. Select the appropriate entry from the
list.

Filter WIP entries by proposal

To filter the report to specific proposals, enter the
first few characters of the proposal number and
any matching entries in your database will be
displayed, select the appropriate entry from the
list.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your report filter criteria. The report name
will appear under the My Saved Reports menu
option under Reports.

Below is an example of the WIP Reconciliation report. This report shows you outstanding

balances in your WIP account.
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Welcome Dealer Choice Admin!

WIP Reconciliation Report  [Update Report Settings]

=- Back to Report Navigator Reconciliation Account: [299 - Clearing Account |& Date:[Jun v (29 v [gorr |FH

Last Entry WIP Debhits WIP Credits Reconciled

Proposal: 5548 - Mew Test Customer - General Testing
2171 Mew test vendor 03/30/2016 £0.00 $£160.00 £0.00 (£160.00)
o172 Mew test vendor 03/30/2016 £0.00 $100.00 +0.00 (£100.00)

Proposal: 5639 - Test Customer I - Deposits
2400 Knoll, Inc. 02/06/2017 £0.00 §132.32 $0.00 ($132.32)

$0.00 $392.32 $0.00 {$392.32)

| Perform Reconciliation |

The example above shows two cases that have no WIP debits which means that no vendor
invoices have been entered against these purchase orders. Of course, these should not be
reconciled because you have not entered the vendor invoices.

If there is a difference between the WIP Credits amount and the WIP Debits that you do wish to
reconcile, select the purchase order by checking the select box to the left of the purchase order
number.

Select the account to reconcile the balances to in the Reconciliation Account input field and
select the date that the transactions are to be dated in your journal. Click on the Perform
Reconciliation button at the bottom of the window to complete the reconciliation. A journal
transaction will be created that adjusts the WIP account balance and the selected reconciliation
account for the amounts being reconciled.

WIP Detail Report

This report details WIP transactions and balances by project, purchase order and line item. This
report helps you identify what is in the WIP account and why.

Clicking on the WIP Detail menu option will open the WIP Detail settings window will open to
allow you to select report filter criteria.
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Report Settings & Preferences

work In Progress Report

Run Report

What time frame should

the report reflect? All dates

Should the report be

filtered to specific proposals?

Should the report reflect
paid or unpaid invoices?

Show Report Details?

Show Simple Wiew ¥

Dutput Method:

Print to Screen ¥

Add this report to
your saved reports?

WIP Detail Report Filters

What time frame should the report reflect

Select the time frame that the report is to reflect

Should the report be filtered to specific proposals

Enter the first few characters of the proposal
number and any matches in your database will be
presented. Select the appropriate entry from the
list.

Should the report reflect paid or unpaid invoices

Leaving this filter blank will display transactions
with a zero balance and transactions with an open
balance. Or you can select to display transactions
with a zero balance or transactions with an open
balance.

Show Report Details

Running the report in Detail View mode will
display more information in the report than in
Simple View mode.

Output Method

You can select which output option you wish to
use, You can run the report to the Screen, to a PDF
or to a spreadsheet format.

Add this report to your saved reports

Checking this box will allow you to enter an name
to save your report criteria. The name you enter
will appear under the My Saved Reports menu
under Reports.
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Work In pl‘ngeSS Report [Updste Reoort Settings ]
dated as of 08-02-2010

<- Back to Report Navigator & @

Last Entry Total Cost Total Sell WIP Debits WIP Credits Recondiled

Proposal; 2010-1189 - Test Customer 3 « Teknion Panel Special Import Tast

2910-265 06-24-2010 1,8 3 $375.48 $1,501L.8 $0.60 $0.00 51 1.8
$1,877.33 $375.48 $1,501.85 co se £1,501.8
Proposal: 2010-1192 - Test Customer 3 - Custamer Cradit w/sales tax test

2010-269 06-22:2010 $16,030.40 $20,292.56 $4,262.16 $0.00

06-17-2010 441.28 0.00 30.0
06-10:2010 $4,262.16 0.0 506.00
$4,262.16 .00 20.0
$4,637.64 $1,501.85 $33,086.00 $0.00 ($31,584.15)

4| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of
B the report.

The example above displays two proposals in the WIP Detail report, 2010-1189 and 2010-1192.
The first proposal listed, proposal 2101-1189 shows that only a single purchase order (2010-265)
exists. The cost of the purchase order is $1,501.85. On proposal 2010-1192 there are three
purchase orders (2010-266, 2010-267 and 2010-269). The proposal numbers and purchase order
numbers displayed in the report are links to the documents. You can click on the proposal
number and purchase order number and the document will open. You can then inspect the
document to verify the WIP report information.

WIP Detail Report Columns

This is the proposal number being presented and it
Proposal L
is a link to the actual proposal.
PO No This is the purchase order number be presented
' and it is a link to the actual purchase order.
The date that the last WIP transaction affecting the
last Entr purchase order data. This could be the date that
y the customer invoice was created or the date that a
vendor invoice was entered.
Total Cost The total cost is the purchase order cost of the
product.
This is the total sell amount of the product on this
Total Sell
purchase order.
Profit This is the difference between the cost and the sell.
WIP Debits WIP debit transactions are created when the
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vendor invoice for the product on the purchase
order is entered into and, of course, the WIP
account is used as the expense account.

WIP credit transactions are created when the

WIP Credits AR
customer invoice invoice(s) are created.
If you used the WIP Reconciliation report to write
Reconciled off any WIP amount on this proposal, the amount
reconciled will be displayed here.
WIP Balance This is the balance remaining in WIP for this

proposal.

We will review the data for the proposals displayed in the sample report above.

Proposal 2010-1189 shows one purchase order has been created for which there is WIP account
activity. Creating the purchase order does not affect WIP. Entering vendor invoices for product
purchased on a purchase order and creating customer invoices create WIP account transactions.
The report shows that there are $1,501.85 in WIP debits. That means that the vendor invoice for
the product ordered on this purchase order has been entered. Since the Cost column and the WIP
Debits column amount are identical, then we know that the purchase order cost and the vendor
invoice amount entered matched. If the purchase order amount and the vendor invoice amount
do not match and the vendor invoice is entered with the discrepancy, the WIP account will not
balance. When differences between the purchase order amount and the vendor invoice amount,
the reason for the difference should be determined and corrected. The purchase order should be
amended to match the vendor invoice (If the vendor invoice is correct) so there are no WIP
discrepancies. Otherwise, you will have to use the WIP Reconciliation report to clear the WIP
balance.

The WIP Credits column shows that there are $0.00 WIP Credits towards the product on this
purchase order so we know that no customer invoice has been created on this proposal.

The WIP balance amount shows the same amount as the WIP Debits column. Once the customer
invoice(s) for this proposal are created, the WIP account will be credited for the product being
invoiced and the WIP account will be balanced.

Proposal 2010-1192 shows 3 purchase orders that have been created for which there is WIP
activity. If we look at the information for purchase order 2010-267, we see that the purchase
order cost (Total Cost) amount is $1,659.68 and that there are no WIP Debits (no vendor invoice
has been entered for this purchase order) and the WIP Credits amount is $1,025.20. There is a
$634.48 difference. This means that some of the product ($634.48 worth) has not been invoiced
to the customer yet. The image below shows the proposal details with the line item that has not
yet been invoiced.
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Proposal 2010-1192 : Customer Credit w/sales tax test =

i Project Info ] Q_ej}gnjk Install || Item Details '[ Purchase Orders ]. Receivables , Payables || File vault l _Service & Punch l Ledger. 1

Showing 1 - 4 of 4 Line Items for Proposal 2010-1192.
= B . ~ o I L7 o f €37 \ o
+ R wEBE &SI
Item No. Item Descr. Item Cost Item Sell Ext Sell
Line 1 : KI:Sample KI Product 'S
FE INTELLECT WAVE
s CANTILEVER
i) 344 IWC18 CHAIRLARGE $46.60 $58.99 $20,292.56 21 %
Line 2: KI:Sample KI Progduct &
FE INTELLECT WAVE
=1 CANTILEVER
r 344 IwCi1s CHAIR LARGE $46.60 $58.99 $20,292.56 21 %
Line 3 : KI: Sample KI Product L 2
FE INTELLECT WAVE
= CANTILEVER
:rj 22 iwCisg CHAIR,LARGE 246.60 $55:99 21,297.78 21 %
Line 4 : KI: Sample KI Product @&
P FE INTELLECT WAVE 4-LEG
I—_‘ 14 w418 CHAIR,LARGE £45.32 $57.37 $803.18 21 %
$42,686.08 21%|

The line item above that has not been invoice has a cost of $45.32 and a quantity of 14 which
makes the difference in the WIP Credits of $634.48. Once this line item is invoiced the WIP
credits will match the Total Cost for this purchase order.

The other key point to note on this proposal is that there are no WIP Debits meaning that no
vendor invoices have been entered for the purchase orders on this proposal. Once the vendor

invoices are entered for the purchase orders on this proposal, the WIP Debits column will reflect
those invoice amounts.

Vendor 1099 Report

This report identifies payments you have made to your 1099 vendors and allows you to generate
1099 reports.

Clicking on the Vendor 1099 report menu option will open the Vendor 1099 report settings
window will open to allow you to select report filter criteria.
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Report Settings & Preferences

Vendor 1099 Report

Fun Report

Filtered to specific vendors?
lrendor 10939 flag must be set

What time frame should
the report reflect?

Payments dated this year ¥

&dd this report to
your saved reports?

Vendor 1099 Report Filters

Filtered to specific vendors

Enter the first few characters of the vendor name
and any matches in your database will be
presented. Select the appropriate entry from the
list. This option is for printing a 1099 form for a

specific 1099 vendor.

What time frame should the report reflect

Select the timeframe that you wish to generate
1099 reports for.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your report criteria. The name you enter
here will appear under the My Saved Reports
menu option under Reports.

Welcome Dealer Choice Admin!

Vendor 1099 Report [Update Report Settings]

#- Back to Report Mavigator \;‘J g

Payments dated last year, 2016
Vendor
20-20 Technologies - 550 3 Mile Road Grand Rapids, MI 49544
=] Review & Print IRS Form 1099-MISC for 20-20 Technalogies

Yvour Federal ID Mumber:

Tax ID Payment Amount
$£1,200.00

1 - Rents 2 - Royalties 3 - Otherincorme 4 - Federal inco... | 5 - Fizhing boat... & - Medical and ...
| | | | | | | | |

7 - Monermploves ... & - Substitute p... 9 - Payermade d... 10 - Crop inzura... 11/ 12 12 - Excess gold...
[ soooog | | L1 L1

14 - Gross proce... 15a - Section 40... 15hb - Sedtion 40... 16 - State tax w... 17 - State/Payer.. 18 - State income
| | | | | | [ | |
Wendor Account Mo, 2nd TIM not, VOID CORRECTED
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15| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of
B the report.

Proposals & Sales Category

To run and view reports related to proposals and sales, highlight the Proposal & Sales menu
option under Reports.

Welcotne Dealur Chaico Afmin

The reports available in this category are:

Project Status Report
Backlog Report

Invoiced Sales Summary
Bookings Report Summary
Product Sales Report

Job Costing Report
Commissions Report
Commissions Paid Report

Click on any of the report names to run that report.

Project Status Report

Project Status Report

This report tracks all proposals once they have been booked. It contains shipping & delivery
information and allows you to record acknowledgment information. This report displays all
purchase orders that you have created in Dealer Choice as well as acknowledgement and
proposal notes information.
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Report Settings & Preferences M E
Project Status Report
Fun Report
Should the report be |
filtered to specific proposals?
Should the report be |
filtered to specific customers?
Should the report be
filtered by proposal status? 20022 DU Mo Bt Comlete
Show work order lines as
unacknowledged?
Should the report be | &l Sales Reps
filcered by sales rep? | \prandon
Dave H
Dealer Choice Admin ~
Should the repart be | |all Sales Reps
filtered by sales coordinator? | | prandon
Dave H
Dealer Choice Admin ~
Should the repart be | |all Sales Reps
filtered by designer? | |\prandon
Cave H
Dealer Choice Admin ~
Should the report be | all Sales Reps
filtered by project manager? | |prandon
Cave H
Dealer Choice Admin 7
Show Purchase Order Detail? | | Show Simple view ¥
&dd this report to
yvour saved reports?
A

Project Status Report Options

Should the report be filtered to specific proposals

To report on a specific proposal or multiple
proposals, enter the proposal number here and
select it from the list, you may enter multiple
proposal numbers (one at a time) and select each
from the list presented. The report will be filtered
to show results for only the selected proposals.

Should the report be filtered to specific customers

You can filter the report to display results by
customer, enter the first few characters of the
customer name and any matches in your database
will be displayed. Select the appropriate entry
from the list. You can select multiple customers
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(one at a time).

Should the report be filtered by proposal status

Select a proposal status from the drop down
selection list to filter the report by proposal status.

Show work order lines as unacknowledged

Check this box if you want to see any work order
line items to appear as unacknowledged. The
default report will not display work order line
items.

Should the report be filtered by sales rep

You can filter the report by specific sales reps by
selecting those names here.

Should the report be filtered by sales coordinator

You can filter the report by specific sales
coordinators by selecting those names here.

Should the report be filtered by designer

You can filter the report by specific designers by
selecting those names here.

Should the report be filtered by project manager

You can filter the report by specific project
managers by selecting those names here.

Show Purchase Order Detail

In Detail View mode, purchase order information
will be displayed, in Simple View mode, purchase
orders will appear are links in the report and you
must click on the link to view the purchase order
information.

Add this report to your saved reports

Clicking this box will allow you to enter a name to
save your report criteria. This name will appear in
the My Saved Reports menu option under Reports.

The Project Status report shown below, was run in Detail View mode. You can see the purchase
order information is displayed with any acknowledgement information that had been entered. As
you can see, punch list purchase orders appear highlighted in yellow so they are easily identified.
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Welcome Dealer Choice Admin!

Project Status Report [Update Report Settings]

=- Back to Report Navigator

Proposal No. Customer Project Description Target Install Sched Install Project Mngr Invoiced

Sales Rep: Test User (11}

Test Dealer Choice
5120 Customer Sample Proposal 05/01/2015 Admin

[new note]

= 1 Purchase order

¥endor f Product or Service
PO No. Order Date Ack No. ship Date Receive Date shipping To

l@l’ Teknion Inc: R&S Expansion Desking
7768 03/07/2014 2:51 pm Test Custarner

Test
5181 Custarner Add Freight To PO Test

[new note]

[E 3 Purchase Orders (1 Punchlist PO}

¥endor f Product or Service
PO No. Order Date Ack No. Ship Date Receive Date Shipping To

l&, Invincible Furniture: General Furniture Sales
FE37 10/12/2014 &:03 pm Test Custamer

ld’ Invincibie Furniture! Freight Charges
7838 10/14,/2014 10:04 am Test Customer

l@l’ Invinctble Furniture: General Furniture Sales
7840 10/24/2014 11:25 am 122323 Test Custamer

You can view proposal details from this report. Click on the underlined proposal number to
open the View Proposal window. Click on the [view proposal] link and the proposal will open.
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Welcome Dealer Choice Admin!

Project Status Report [Update Report Settings]

#- Back to Report Navigator

Proposal No. Customer Project Description Target Install Sched Install Project Mngr Invoiced

Sales Rep: Test User {11)

Test Dealer Choice

5120 Customer Sample Proposal 05/01/2015 adrin

Proposal 5120 [uiew proposa

Target Install Date: Actual Install Date:
s vin vlesir [ u vs v pois [
Mark this propasal complete. ck No. Ship Date Receive Date shipping To
7768 03/07/2014 2:51 pm Test Customer

You can also enter a target install date or an actual install date from this window. When an
Actual Install Date is entered, this proposal will also appear on the Install and Delivery Schedule.

When you no longer wish to see a proposal in the Project Status report, check the 'Mark this
proposal complete’ check box. This will prevent the report form appearing in the report.

Welcome Dealer Choice Admin!

Project Status Report [Update Report Settings]

#- Back to Report Navigator

Proposal No. Customer Project Description Target Install Sched Install Project Mngr Invoiced

Sales Rep: Test User (11)

Test Dealer Choice
5120 Customer Sample Proposal 05/01/2015 admin

Target Install Date: actual Install Date:

T v

¥ Mark this proposal complete. ck No.  Ship Date Receive Date Shipping To

F7EE 03/07/2014 2:51 pm Test Custormer

You can view proposals that have been marked as complete via the Proposal Status filter
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Report Settings & Preferences

Project Status Report

Fun Repart

Should the repaort be
filtered to specific proposals?

Should the repaort be
filtered to specific customers?

[x] Test Customer

Should the report be
filtered by proposal status?

Booked, fully shipped, fully received, not yet invoiced v

Show work order lines as
unacknowledged?

Booked but not yet complete H
Booked and invoiced but not yet complete

rked complete

Should the report be
filtered by sales rep?

Booked and not yet invoiced

Booked but not fully acknowledged

Booked, fully acknowledged, not yet invoiced
Booked, partially acknowledged, not vet invoiced
Booked and only partially shipped

Should the report be
filtered by sales coordinatar?

Booked, fully shipped, but not yet received

Booked, fully shipped, and partially received
Booked, fully shipped, fully received, not yet invaiced
Booked, fully shipped, fully received, invaoiced in full
Partially booked, with lines remaining to be booked

Should the report be
filtered by designer?

Punchlist proposals booked but not yvet complete
Punchlist proposals not yet booked
Punchlist proposals booked but not yet invoiced

Proposed, but not yet booked

-

|

You can also enter and edit purchase order acknowledgement data from this report. To the left
of each purchase order, you will see the 'Update acknowledgement data’ icon.

Welcome Dealer Choice Admin!

Project Status Report

% - Back to Report Navigator

Customer

Proposal No.

Sales Rep: Test User (11)

Test Dealer Choice
5120 Customer Sample Proposal 05/01/20158 Admin
[new note]
= 1 Purchase Order
¥endor f Product or Service
PO No. Order Date Ack MNo. Ship Date Receive Date Shipping To

Ld’ Teknion Inc: R&E Expansion Desking

7768 03/07/2014 2:51 pm

Project Description

[Update Report Settings]

Target Install Sched Install

Project Mngr

Test Custorner

Update acknowledgement numbers, shipping and receiving dates for this purchase ordericon

Click on this icon to enter, update or edit the data.
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Welcome Dealer Choice Admin!

Project Status Report [Update Report Settings]

#- Back to Report Navigator

Proposal No. Customer Project Description Target Install Sched Install Project Mngr Invoiced

Sales Rep: Test User {11)

Tast Dealer Choice
5120 Custormer Sample Proposal 05/01/2015 Admin

[new note]

[Z 1 Purchase order

¥endor / Product or Service
PO No. Order Date Ack No. Ship Date Receive Date Shipping To

L&’ Teknion Inc: R&E Expansion Desking

Enter PO Information Belows: | %]

Test Custormer

Ack | |
¥| Inset Modesty Panel - Ma:
Laminate, Flush, Post..,

Ship Date: v

Receive =
Date:
clear all acknowledgernent info
T KT~ oA~ o o Fs Al kil Chin Makn MNarnisen Dakn Chinnina TA

You can also update the Proposal, Design or Install notes fields on your proposal from this
report. Click on the [new note] link.

Welcome Dealer Choice Admin!

Project Status Report [Update Report Settings]

%- Back to Report Mavigator

Proposal No. Customer Project Description Target Install Sched Install Project Mngr Invoiced
Sales Rep: Test User {11}

Test Dealer Choice
Custorner Sample Proposal 05/01/2015 Admin

= 1 Purchase order
¥endor f Product or Service

PO MNo. Order Date Ack No. Ship Date Receive Date Shipping To

l@l’ Teknion Inc! R&E Expansion Desking
F7EE 03/07/2014 2:51 pm Test Custamer

Select the type of note you want to add, enter your text and click on the Save Note button.
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Welcome Dealer Choice Admin!

Project Status Report  [Update Report Settings]

#- Back to Report Navigator

Create A New Proposal Note _ | x|
Proposal No. Invoiced
Sales Rep: T Type:
Proposal Mote v
5120 Mote:
[new note] Proposal Mote Example
= 1Purch
Yendo
PO No

Tekn
2 ek

F76E

C101 [EE Ty A B ARF T 1 T F 4

Your proposal will be updated. It will also update on screen so you can see the note.

Welcome Dealer Choice Admin!

Project Status Report [Update Report Settings]

% - Back to Report Navigator

Proposal No. Customer Project Description Target Install Sched Install Project Mngr Invoiced

Sales Rep: Test User {11}

Test Dealer Choice
5120 Customer Sample Proposal 05/01/2015 Admin

[new note]

Proposal Notes:
Dealer Choice Admin (064292017 12:14 pm) - Proposal Note Examnple [edit]

= 1 Purchase order

Yendor f Product or Service
PO No. Order Date Ack No. ship Date Receive Date Shipping To

Ld:’ Teknion Inc: R&E Expansion Desking
7768 03/07/2014 Z:51 pm Test Custorner

Backlog Report

This report identifies all proposals and line items that are awaiting specific actions. These actions
can include those lines remaining to be invoiced, booked, shipped, etc. The Backlog report is
typically used to find proposals containing line items that have not been invoiced. At least one
purchase order must exist on a proposal for it to appear on the Backlog report.
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Report Settings &8 Preferences

Backlog Report

Run Report

Should the report be
filtered to specific customers?

Should the report be
filtered to specific vendors?

Should the report be
filtered to specific proposals?

What do you want to show?

Line items remaining to be invoiced

Include zero sell items?

Show work order lines as
unacknowledged?

Should the report be
filtered by sales rep?

All Sales Reps

Brandon

Dave H

Dealer Choice Admin =

Should the report be
filtered by sales coordinator?

All Sales Reps

Brandon

Dave H

Dealer Choice Admin =

Should the report be
filtered by designer?

All Sales Reps

Brandon

Dave H

Dealer Choice Admin =

Should the report be
filtered by project manager?

All Sales Reps

Brandon

Dave H

Dealer Choice Admin =

Show Details?

Show Simple Yiew ¥

Add this report to
your saved reports?

_ | =

B

Backlog Report Options

Should the report be filtered to specific customers

the appropriate entry from the list.

This report can be filtered to display results for a
specific customer or customers. Enter the first few
characters of the customer’s name and any
matches in your database will be displayed. Select

Should the report be filtered to specific vendors

This report can be filtered to display results for a
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specific vendor or vendors. Enter the first few
characters of the vendors name and any matches in
your database will be displayed. Select the
appropriate entry from the list.

Should the report be filtered to specific proposals

To run the report for a specific proposal or
proposals, enter the first few characters of the
proposal number and any matches in your database
will be displayed, select the appropriate entry from
the list.

What do you want to show

Click on the drop down arrow in this field to view
the available filter options. Select the desired
option and the report will filtered with this option.
The default option is 'Line items remaining to be
invoiced'.

Include zero sell items

By default, line items with a zero sell price are not
included in this report. While you don't have to
invoice for line items with a zero sell, you can use
this option to identify proposals containing zero
sell line items.

Show work order lines as unacknowledged

Work Order line items are not acknowledged and
are not displayed in the Backlog report by default.
If you wish to have the Work Order line items
displayed, check this box.

Should the report be filtered by sales rep

To display proposals for a specific sales rep, select
the name here.

Should the report be filtered by sales coordinator

To display proposals for a specific coordinator,
select the name here.

Should the report be filtered by designer

To display proposals for a specific designer, select
the name here.

Should the report be filtered by project manager

To display proposals for a specific project
manager, select the name here.

Show Details

Detail View mode will display purchase order
information, in Simple View mode, you must click
on the [Show Purchase Order Details] link to see
the line item details.

Add this report to your saved reports

Clicking here will allow you to save your report
criteria, the name you enter here will appear under
your My Saved Reports menu option under
Reports.

The example Backlog report shown below was run in Simple view mode, filtered by sales
coordinator ‘Dealer Choice Admin’ and the ‘Line items remaining to be invoiced' filter was

selected.
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My Proposals

Backlog Report  [Update Report Settings

Sl
=- Back to Report Navigator 3

Test User

Test Customer
Proposal : 5630 - User Documentation

Created: 09/258/2016
Booked: 09/29/2016

Show Purchase Order Details

Testl top
Testl
Proposal : 5657 - Sample Proposal

Created: 03/09/2017
Booked: 03/09/2017

Show Purchase Order Details

Jump to Sales Rep:

Report Total:

Amount Invoiced: $896.40
Remaining To Invoice: $4,238.75

Total for Test User:

Amount Invoiced: $562.50
Remaining To Invoice: $2,924.61

Total for Test1:

Report Total:

Test User Testl

$5,293.83 $7,163.36 $1,869.53 26.1%

Ext Cost Ext Sell Profit GP

Amount Received: $250.00
Deposits Received: $50.00

$3,195.00 $4,238.75 $1,043.75 24.62%

Ext Cost Ext Sell Profit GP

Amount Received: $£0.00
Deposits Received: $£500.00

$2,098.83 $2,924.61 $825.78 28.24%

$5,293.83 $7,163.36 $1,869.53 26.1%

At the top of the report you will see sales reps names that are underlined. These names are links
to that sales reps section of the report. Click on a name and that section of the report will be

displayed.
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My Proposals

Backlog Report [Update Report Settin

3
#- Back to Report Navigator «JJ

Test User
Test Customer
Proposal : 5630 - User Documentation

Created: 09/28/2016
Booked: 09/29/2016

Show Purchase Order Details

Testl top

Testl
Proposal : 5657 - Sample Proposal

Created: 03/09/2017
Booked: 03/09/2017

Show Purchase Order Details

5]

Jump to Sales Rep:

Test User Testl

Report Total:

Amount Invoiced: $896.40
Remaining To Invoice: $£4,238.75

Total for Test User:

Amount Invoiced: $962.50
Rermaining To Invoice: £2,924.61

Total for Test1:

Report Total:

$5,293.83 $7,163.36 $1,869.53 26.1%

Ext Cost Ext Sell Profit GP

Amount Received: £250.00
Deposits Received: $£50.00

$3,195.00 $4,238.75 $1,043.75 24.62%

Ext Cost Ext sell Profit GP

Amount Received: £0.00
Deposits Received: $500.00

$2,098.83 $2,924.61  $825.78 28.24%

$5,293.83 $7,163.36 $1,869.53 26.1%

The proposal number is also underlined. Click on a proposal number to open the proposal.
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My Prupesals

Backlog Report  [upg

- Sack e Eapset Navian

Tust User

Test Castomer
Propesal - 56390 -

Creaned: 09,28,

Qty Team ho

5,00 33MS

Suohase O

rt Custamar
Street

View Ednt Proposal | 5630

Proposal 5631

Project Info

Design

) 1 User Documentation

iostall || 1tems Details

Proposal Description: *
Lser Documentation

CUomer

Customer PO

Propass To. *

Test Customer

123 Man Gtrest
Salimore, ND 21228
{ads]

[Test Cuszomee
122 Man Strest
Satimare, NMD 2

1228

{ads]
ConTact v
Expranon D38 [y v 2¢ v Boar DY
Probabie Cloza v
Date
Probabinty 0%
Commeason Team

nE

Purthose Ordors || Receivables | Pavables || File Vault | Service & Pusch | Ledger
Preposal N *
5630
Sales Bap: v Test User
Seconday Rep
Salos Coord: Deater Choite Admin
AAD Frm -
Contact
Product &P
Chek By
Drdar Typa:  Nomnal @
Propossl Status M
Status Note
Acuvefiechive: Actve ¢

If viewing the report in Simple view, click on the “show purchase order” link to view purchase
orders. This will already be done if the report is ran in detail view.

My Proposals

Backlog Report

[u

i
#- Back to Report Navigator 4JJ

Test User

Test Customer

date Report Settings)

Proposal : 5630 - User Documentation

Created: 09/28/2016
Booked: 09/29/2016

Show Purchase Order Details

Oty Itern Mo.

Itemn Descr.

Jump to Sales Rep:

Lurchase Order! TET-8404 @ Herman Miller | General Furniture Sales

Mew Test Custormner

111 First Street

Catonsuitle, MO 21228

.00 12345

Manually entered product

desc...

Test User Testl
Report Total: $5,293.83 $7,163.36 $1,B69.53 26.1%
Ext Cost Ext Sell Profit GP
Amount Invoiced: $896.40 Amount Received: $250.00
Remaining To Invoice: £4,238.75 Deposits Received: $50.00
Ack No. Ship Date Rcy Date Ext Cost Ext sell Profit GP
$2,100.00  $2,800.00 +700.00 A

FPurchase Order: TET-8403 : Teknion Inc @ General Furniture Sales

The purchase order number is also underlined. Click on a purchase order number to open the

purchase order.
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My Proposals

Backlog Report  [Update Report Settings]

Jump to Sales Rep:
<- Back to Raport Naviqator 51 Test User Testi

Purchase Order Summary

Test User

Purchase Order : TST-8404

Test Customer General Furniture Sales

Proposal : 5630 - 5 5 QC_‘.
Created: 09/28
Booked: 09729/

Customer: Test Customer

Sales Rep: Test User
Show Purchas
Oty Itern Mo,

Purchase Order: T

VYendor: Herman Miller

Purchased On: 11/08/2016

Mew Test Customn In House PO?: Mo [change]
11X First Street
Catonsuille, 4D 2 Order Amount: $2,100.00

Total Sell: £2,800.00
5.00 12345

Total List: £6,000.00
Furchase Order: 7|
[ Shippina To: ' Mew Test Customer

Each line item displayed will highlight when you place your mouse on the line in the report. You
can click on the highlighted line to open the line item details as well.

My Proposals

Backlog Report  [Update Report Settings]

Jump to Sales Rep:

ol

#- Back to Report i Test User Testl
Report Total: $5,293.83 $7,163.36 $1,869.53 26.1%

Test User Ext Cost Ext Sell Profit GP

Test Customer
Proposal : 5630 - User Documentation

Created: 09/28/2016 Amount Invoiced: $296.40 Amount Received: $250.00
Booked: 09/29/2016 Remaining To Invoice: $£4,238.75 Deposits Received: $£50.00

Show Purchase Order Details

Qty Itern Mo, Item Descr, Ack Mo, Ship Date Rov Date Ext Cost Ext Sell Profit GP
Purchase Order: TST-8404 : Herrnan Miller | Genersl Furnffure Sales

Mew Test Custorner
111 First Street
Catonswille, MD 21228

SO0 12345 Manually entered product
desc...

Purchase Order: TST-8403 @ Teknion Inc ! General Furniture Sales

Mew Test Custorner
111 First Street
Catonswille, MD 21228

$2,100.00  $2,500.00 $700.00 25%
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| This report can be printer as a PDF. Click on the print icon at the top of the report.
= This report can be exported to an Excel document. Click on the export icon at the top of

the report.

Invoiced Sales Summary

This report identifies invoiced sales within a specific date or date range.

Report Settings & Preferences

Invoiced Sales Report

Run FReport

What time frame should
the report reflect?

&l dates ¥

Show Invoiced Sales Details?

Show Simple Yiew ¥

Should the report be
filtered by sales rep?

Brandon

Dave H

Dealer Choice Admin

Dealer Choice Admin =

Should the report be
filtered to specific customers ar
vendors?

Add this report to
yvour saved reports?

Invoiced Sales Summary Options

What time frame should the report reflect

Select a date filter from the list provided or you
can enter your own date range by clicking on the
'A specific date range’ option.

Show Invoiced Sales Details

In Detail View mode each proposal that includes a
customer invoice that was created within the
selected date range will be displayed. The
proposal displayed is a link to the proposal and can
be clicked on to open the proposal.

Should the report be filtered by sales rep

The report can be filtered to show a single or
multiple sales reps information by selecting sales
rep name in this field.
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Should the report be filtered by to specific
customers or vendors

If you want to filter the report to specific
customers or vendors, enter the first few characters
of the customer/vendor name and any entries in
your database will be displayed, select the
appropriate entry from the list.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your report criteria. The name you enter
here will appear in the My Saved Reports menu
item under Reports.

The reports shown below were run in Detail View mode and were filtered to show only invoiced

sales for sales rep Demo User.

My Proposals

Invoiced Sales Report [Update Report Settings]

#- Back to Report Navigator

Invoiced Sales To Date

Total Invoiced Sales Total Invoiced Cost GP Margin

Sales Rep
Demo User £23,414.19 £16,511.68 29.45800%
Test Custorner [5203] Ticket #16 Proposal Surmmarized by Group Printing $11,499.93 $7,901.76 31.29%
South Caroling Custorner [5233] Proposal 2014-1030 test 2 $6,029.80 $5,038.62 16.44%
Mew Test Custorner [5324] Sample new prop - DLH $150.00 $100.00 33.33%
Test Cust JIT [5337] test $471.30 $471.30 0%
Test Cust FIT [5356] TEH Test Create Proposal Mo Install $5,263.16 43,000.00 43%
$23,414.19 $16,511.68 29.48%

Bookings Report

This report shows all sales bookings (proposals with purchase orders) and their profitability

within a specific date or date range.
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Report Settings & Preferences

Bookings Report

Fun Feport

What time frame should

the report reflect? All dates

Show Bookings Details?

Show Simple View ¥

Should the report be
filcered by sales rep? | | grandon

Dave H

All Sales Reps

Dealer Choice Admin =

Bookings Mot Yet Invoiced

Shiould the report be

filtered to specific customers ar | |

vendors?

Shiould the report be |

filtered to specific proposals?

&dd this report to
your saved reports?

Bookings Summary Options

What time frame should the report reflect

Select a time frame from the choices provided or
you can select the 'A specific date range' option to
enter your own date range.

Show Bookings Details

Detail View mode will display all proposals with
purchase orders for each sales rep per the time
frame selected. Simple View mode will only list
the sales reps names and purchase order totals.
Details can be viewed by clicking on the sales rep
name.

Should the report be filtered by sales rep

If you wish to filter the report to a specific sales
rep, select the sales rep name from the list
provided.

Bookings not yet invoiced

This will filter the report to booked but not yet
invoiced.

Should the report be filtered to specific customers
or vendors

To filter the report to specific customer or vendors,
enter the first few characters of the customer or
vendor name and select the appropriate entry from
the list displayed.

Should the report be filtered to specific proposals

To filter the list to a specific proposal, enter the
first few characters of the proposal number and
any matches in your database will be displayed,
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select the appropriate entry from the list displayed.

Checking this box will allow you to enter a name
: to save your search criteria. This name will appear
Add this to your saved reports in the My Saved Reports menu option under

Reports.

The example below shows the bookings report filtered to sales rep Demo User and was run in
Detail view mode. The proposals listed in this report are links to the proposal and can be clicked

on to open the proposal.

My Proposals

Bookings Report [Update Report Settings]

#- Back to Report Navigator @

Sales Bookings To Date

Sales Rep Total Net Total Sell Margin
Demo User £319,622.68 £329,676.19 3.05%
Test Custorner [5203] Ticket #16 Proposal Surmmarized by Group Printing $8,901.76 $11,499.93 22.59%

South Carofing Custorner [5233] Proposal 2014-1030 test 2 $5,038.62 $6,029.80 16.44%

Test Custorner [5248] IMA SIF and Cost issues $298,111.00 $301,912.00 1.26%

Mew Test Custorner [5324] Sample new prop - DLH $4,100,00 $4,500.,00 3.89%

Test Cust FIT [5337] test $471.30 $471.30 0%

Test Cust [IT [5356] TEH Test Create Proposal Mo Install $3,000.00 $5,263.16 A3%

$319,622.68 $329,676.18 32.0500%

This report can be exported to an Excel document. Click on the export icon at the top of
B the report.

Product Sales Report

This report shows all customer sales (invoices) by vendor product and service. It allows you to
see what products and services you are selling and which customers are buying them. It also
displays the quantity of each product sold, extended cost, extended sell and the GP margin.
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Report Settings & Preferences

Product Sales Report

Run Report

What time frame should

the report reflect? All dates

Should the report be
filtered to show sales for | |

specific customers?

Should the report be

filtered to show |

products/services for specific
vendars?

Should the report be
filtered to show only specific
products and services?

Design Hours

Dealer Choice Systems
Zall Before Delivery Charges
Delivery 2 Installation

Design Services
Ergo Commissions

Should the report be
filcered by sales rep?

Brandon
Dave H

Dealer Choice Admin
Dealer Choice aAdmin

Show Report Details? || Show Detail Yiew

L4

Add this report to
yvour saved reports?

Product Sales Report Options

What time frame should the report reflect

Select a time frame from the list provided or you
can enter a customer date range by selecting the ‘A
specific date range' option.

Should the report be filtered to show sales for
specific customers

To filter the report to a specific customer, enter the
first few characters of the customer’s name and
select the appropriate entry from the list.

Should the report be filtered to show
products/services for specific vendors

To filter the report to show only specific vendors,
enter the first few characters of the vendors name
and select the appropriate entry from the list.

Should the report be filtered to show only specific
products and services

Select the desired products and services from the
list and the report will be filtered to show only
those selected products or services.

Should the report be filtered by sales rep

Select a sales rep name and the report will be
filtered to show only invoices on proposals that the
selected sales rep is assigned to.

Show Report Details

Detail View mode will display the product or
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service name as well as invoice date, invoice
number, customer name, proposal description.
Simple View mode only displays the product or
service name and the totals for each.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your report criteria. This name will appear
under the My Saved Reports menu under Reports.

The example Product Sales report shown below was run in Detail view mode with no other

filters set.

My Proposals

Product Sales Report

#- Back to Report Navigator

Invoice

[Update Report Settings]

Invoice No. Customer

Ext Cost

Ext Sell

Date
Ability

01/09/2017

3866

Total for Ability

Allseating

03/09/2017

3873

Total for Allseating

General Furniture Sales

02/13/2017
02/13/2017
02/14/2017
02/16/2017
04/04,/2017
04/04/2017
04/04/2017

Test Custormner

Dealer Choice Systems

Test Customer
Test Custormer
Test Custorner
Test Customer
Test Customer
Texas Custormer

Texas Customer

Total for General Furniture Sales

D&R Funancinan Rackina

Job Costing Report

Description

Sample Proposal

User Docurnentation

PO Seed Mumber

Wendor Credit as AR payment
wendor credit process

wvendor credit process
Invoice Delete Test

Invoice Delete Test

i.00

1.00

5.00

1.00

Z.00

1.00

1.00

1.00

1.00

$718.06

$718.06

$562.50

$562.50

$2,100.00
$900.00
$1,125.00
$2,500,00
$2,500.00
$346.45
$846.45

$10,817.90

$910,34

$910.34

$562.50

$562.50

$0.00
$1,839.00
$1,406.26
$3,000.00
$3,571.43
$1,128.60

$10,945.29

0%

51.06%

20%

16.67%

30%

25%

1.16%

This report helps you to identify how profitable your orders are, identifying true costs and actual

project margins.
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Report Settings & Preferences

Job Costing Report

Run Report
What time frame should :
the repart reflact? FProposals Booked This Manth v
Should the report be | | Brandon
filcered by sales rep? | |pave H

Dealer Choice Admin
Dealer Choice Admin =

Should the report be |

filtered to specific customers?

Should the report be |
filtered to specific proposals?

Add this report to
your saved reports?

Job Cost Report Options

What time frame should the report reflect

Select a date range from the list provided or you
can enter a specific date by selecting one of the
'specific date range' options.

Should the report be filtered by sales rep

To filter the report by specific sales rep, select the
sales rep name(s) in this filter.

Should the report be filtered to specific customers

To filter the report to specific customers, enter the
first few characters of the customer’s name and
any entries in your database will be presented,
select the appropriate entry from the list.

Should the report be filtered to specific proposals

To filter the report to specific proposals, enter the
first few characters of the proposal number and
any matches in your database will be presented,
select the appropriate entry from the list.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your search criteria. The name you enter
will appear under the My Saved Reports menu
option under Reports.

Below is an example of the Job Costing report filtered by the sales rep Demo User and by a date
range. The proposal numbers listed in this report are links to the proposal. You can click on the

proposal number link to open the actual proposal.
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My Proposals

Job Costing Report  [Update Report Settings]
#- Back to Report Navigator

Demo User sell Cost Profit GP Margin

Proposal; 5356 - TEH Test Create Proposal Mo Install
Test Cust III
Ergo Commissions $5,263.16 $3,000.00 $2,263.16 43%

$5,263.16 43,000.00 $2,263.16 43%,

Met Invoiced: $5,263.16  Received: $0.00

Proposal: 5337 - test
Test Cust III

ALTOS $0.00 $0.00 $0.00 0%
Freight Charges $471.30 $471.30 $0.00 0%
£471.30 $471.30 $0.00 0%

Met Invoiced: $471.30 Received: $10.00

Sales Rep Net Invoiced Received Actual Cost Profit GP Margin
Dema User $5,734.46 $10.00 $3,471.30 $2,263.16 39.47%
$5,734.46 $10.00 $3,471.30 $2,263.16 39.47%

Commissions Report

This report identifies and manages commissions that are calculated on proposals. You can select
the criteria that determines which proposals are to be commissioned. The Commissions Report
allows you to identify which proposals are to be marked as commissions paid. You can elect to
pay only partial commissions on a proposal. Once a proposal is marked as paid in full on this
report, it will no longer appear in the Commissions report. Dealer Choice does not create
commission checks to your sales reps. The Commissions report allows you to adjust
commissions per proposal and to select which proposals commissions are to be paid on and saves
that information. After the commission information is posted to the proposals, the Commissions
Paid report is run that displays the proposals and commission amounts selected in the
Commissions report. The Commissions Paid report is used to notify your payroll department or
company of how much commission was earned for each sales rep.

After you select the proposals that are to be paid on this report, you then run the Commissions
Paid report to review the results.
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Repott Settings & Preferences M E

Commissions Report
Run Report

For Invoices Dated: || all dates v

How should commissions

be tiered for late payments? 1o Laite [bfiimzit Vet r

Exclude Customer Refunds from
COMMISSIONS?

Exclude Punch from
COMMISSIONs?

In order to pay commissions, Commissionable line items must be invoiced
proposals must be:

Proposal must be invoiced in full

Invoices must be paid in full

Proposal payables must be received in full

Should the report be | |Brandon
filtered by sales rep? | pave H

Dealer Choice Admin
Dealer Choice Admin 7

Paid By:

Jun v (29 v o1z |

Add this report to
your saved reports?

Commissions Report Options

Select a date range you would like the invoiced

For invoiced dates dates to be filtered to.

If you wish to tier the amount of commission
calculated for past due invoices you can select one
How should the commissions report be tiered for of the supplied options here (90 days and 120

late payments days). Use the "Create a Custom Late Payment
Commission Tier" option to enter your own
criteria for calculating commission.

Check this box if you would like to exclude

Exclude customer refunds from commissions
customer refunds.

These options allow you to select which criteria
proposals must meet before commission will be
calculated for it. See below for more information
on these options.

In order to pay commissions, proposals must be

418




Should the report be filtered by sales rep

You can filter the report by sales rep by selecting
the names from the list provided in this prompt
field.

Pay by

If you would like to filter by a paid by date, it can
be entered here.

Add this report to your saved reports

Checking this box will allow you to enter a name
for your search criteria, the report name will
appear in the My Saved Reports option under
Reports.

In order to pay commissions,
proposals must be:

Shrnld the rennt he |Rrandnn

Proposal status settings

Commissionable line items must be invoiced
Proposal must be invoiced in full
Invaoices must be paid in full

Proposal payables must be received in full

Commissionable line items must be invoiced

Setting this option will only calculate commission
on line items that are invoiced.

Proposals must be invoiced in full

With this option set, all line items on the proposal
must be invoiced to the customer for the proposal
to be eligible for commission.

Invoices must be paid in full

All customer invoices must be paid in full for the
proposal to be eligible for commission.

Proposal payables must be received in full

All vendor invoices must be received for the
proposal to be eligible for commission.

Below is an example of the commissions report.
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System Configuration & Settings

Commission Report  [Update Report Settings]
#- Back to Report Navigator

As of 07,/05/2017

Check All Product

Dealer Choice Admin sell Cost Profit GP Margin

Proposal: 5378 - Proposal Description Here

Mew Test Custormer
General Furniture Sales $0.00 $0.00 $0.00 0%

[new mema cost] 40,00 40,00 $0,00 0%

Met Invoiced: $0.00 Received: $0.00 Deposits: $0.00  Total Payables: $0.00

Commission Rate: 0% {Point For Point)

Commission Qwed: [recalculate] Paid In Full: ¥

Proposal: 5512 - testing invoice date
Mew Test Custorner
General Furniture Sales $399.99 $300.00 $99.99 25%

[new memo cost] $399.99 $300.00 $99.99 25%

Met Invoiced: $432.99 Received: $0.00 Deposits; $0.00  Total Payables: $300.00
Commission Rate: 25% (Point For Point)

Caommission Owed: 25.000 [recalculste]  Paid In Full: ¥

Proposal: 5520 - Testing vendaor deposits

Test Custormer
General Furniture Sales $800.00 $450.00 $350.00 43.75%

[new memo cost] $800.00 $450.00 $350.00 43,75%

Met Invoiced: $545.00 Received: $345.00 Deposits: $0.00 Total Pavables: $300.00
Commission Rate: 43.75% (Point For Point)

Commission Owed: 153,13 [recalculate] Paid In Full: ¥

| Recalculate Totals | [ Manuwal Deductions |

Sales Rep Net Invoiced Received Deposits Actual Cost Profit GP Margin Commission Owed
Dealer Choice Admin $1,199.99 $843.00 40,00 $750.00 $449,99 37.5% $178.13
$1,199.99 $848.00 $0.00 $750.00  $449.99 37.5% $178.13

Commission Date:[Jul v |[s ¥ |zo17 |9
Post Commissions

The Commissions report lists the proposals that are eligible for commission per the criteria
options you selected in the Commissions report options window. Each proposal that is eligible is
listed with the appropriate proposal details. The proposal number is listed as a link (underlined)
so you can click on the proposal number to open the proposal to view proposal details. The
customer name is listed under the proposal number then each product and/or service is listed
with the total sell price, cost, profit dollars and GP margin per product/service. The Products and
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services are combined. For example, if you have 20 line items on your proposal and you used
the General Furniture Sales product on each proposal line item, the General Furniture Sales
product category will appear as a single line item on the Commissions report.

There is a proposal selection check box to the left of each proposal number appearing on the
report. If this check box is left checked, the proposal will be updated with the commission paid
amount when you click on the Post Commissions button at the bottom of the report. If the check
box is un-checked, the proposal will not be updated.

System Configuration & Settings

Commission Report  [Updats Baport Settegs
- Back to Report Navigator

Avcofer/es/2o1

Dealer Choice Admin Sell Cost profit GP Margin

¥  Proposal: 5378 - Proposal Description Here
New Test Customer
Genaral furniture Sales $0.00 $0.00 £0.0(

[new meme costl $0.00 $0.00 $0.00

Net invoiced: $0.00 Receivad: $0.00 Deposrs: $§0.00  Yotal Payables: $0.00

Commisswon Rater 0% {Point For Paint)

Commisson Owed! 0.00 [recalculate] Paid In Full ¥

Vendor credits will appear as a negative cost in the Cost column. The proposal 2009-1034
shows a vendor credit of $1,600.00 in the report image above. This credit will reduce the total
costs on the project.

You can enter memo costs (charges against the project) from the Commissions via the [new
memo cost] link that appears below the products and services listing. Clicking on this link will
open the New Memo Cost window and will allow you to enter additional costs against the
proposal.

The Net Invoiced amount is listed as well as the amount Received, total Deposits received and
the Total Payables received on this proposal.

The Commission Rate field displays the Commission percentage and the Commission rule name
used to calculate the commission amount for each proposal.

The Commission Owed field displays the amount of commission that was calculated for this
proposal per the totals listed. The Commission Owed field is an input field. You can change the
amount of commission to be paid on the proposal by changing the amount displayed here. If you
want to undo your changes to this field, click on the [recalculate] link and the Commission Owed
field will update to the originally displayed amount.
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The Paid In Full check box tells Dealer Choice that you are (or are not) paying this commission
in full. If this check box is checked, then the proposal will no longer appear in the Commission
report. If you adjust the Commission Owed field to pay a partial commission, un-check this box
so the proposal will be considered again if changes are made.

If you have manually adjusted commission amounts on any of the proposals, click on the
Recalculate Totals button to update the commission total at the bottom of the report before you
click on the Post Commissions button.

The Commission Date input field allows you to choose which date the commissions will
appeared as paid on the proposals.

After you have made any commission adjustments and selected (or de-selected) the proposals
that are to be marked as commissions paid, click on the Post Commissions button. This will
make an entry on the proposal under the Payables - Commissions Paid tab. This entry will show
the commission details for this proposal.

The example commission report shows only one proposal (2009-1103) selected. The
commission amount of 97.31 is to be paid on this proposal. After the other two proposals were
de-selected, the Recalculate Totals button was clicked to update the total commissions to be paid
for this sales rep.
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Commission Report [usdste report settings]

<- Back to Report Navigator
As of 07-13-2010
Training sell Cost Profit GP Margin

Proposal: 2008-1034 - Currenct Test II
US Customer

General Furniture Sales $4,400.00 3,710,00 $650.00 15.68%
Credits Deducted From POs ($1,600.00)
Company Cverhead Facter $44.00
[new memo cost] $4,400,00 $2,154.00 $2,246.00 51.05%

Net Invoiced: $2,000.00 Received: $2,000.01 Deposits: $0.00 Total Payables: $3,300.00
Commission Rate: 30% (House Comm Rule)

Commission Owed: 673.80| [recalculate] Paid In Full:

Proposal: 2006-1106 - Pro Forma Credit Test

Test Customer

Ability $5,968.80 $4,725.00 $1,243.80 20.84%
Company Overhead Factor $59.69
[new memo cost] §5,568.80 §4,784.65 $1,184.11 15.84%

Net Invoiced: $6,691.08  Received: $0.00 Deposits: $0.00 Total Payables: $0.00
Commissicn Rate: 30% (House Comm Rule)

Commission Cwed: 355.23| [recalculate] Paid In Full:

Proposal: 2008-1103 - Adjustment tests
Test Customer

Ability $1,312.50 $1,050.00 $262.50 20%
Credits Deducted Frem PCs (§75.00)
Company Overhead Factor $13.13
[new memo cost] $1,312.50 $988.13 $324.37 24.71%

Met Invoiced: $0.00  Received: $0.00 Deposits: $0.00 Total Payables: $-500.00
Commissicn Rate: 30% (House Comm Rule)

Commission Owed: $7.31| [recalculate] Paid In Full:

Recalculate Totals |

Sales Rep Net Invoiced Received Deposits Actual Cost Profit GP Margin Commission Owed
Training $1,312.50 $0.00 $0.00 $1,138.13 $174.37 13.25% $97.31
$1,312.50 $0.00 $0.00 §1,138.13 §174.37 13.29% $97.31

Commission Date:[Jun =13 =][2010]F

[ Ppost Commissions |

423



The Post Commissions button is now pressed to update the proposal with the commission paid
amount. When you click on the Post Commissions button you will see a pop up window asking
if you are sure you want to post the commissions. Click the OK button to proceed.

After clicking on the OK button to post the commissions, the commission report window will
update displaying the posted commission totals as shown below.

Commission Report Summary

<- Back to Report Navigator

Sales Rep Commission Paid
Training $97:31
$97.31

If you run the commissions report again, the proposal 2009-1103 will not appear because it was
marked as paid in full.

The final step is to run the Commissions Paid report which lists the proposals and commission

amounts selected to be paid on the Commission Report. See the next section for information on
the Commissions Paid report.

Commissions Paid Report

This report shows all commissions that have been previously paid to your sales reps. This report
is run after you have posted commissions via the Commissions Report.

Repott Settings & Preferences M E
.|
Commissions Paid Report

What time frame should
the report reflect?

Should the report be |
filtered to specific proposals?

This Month v

Should the report be | |Brandon
filcered by sales rep? | |pave H

Dealer Choice Admin
Dealer Choice Admin 7

Add this report to
your saved reports?
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Commissions Paid Report Options

What time frame should the report reflect

Select a date range option or enter your own date
range with the 'A Specific date range' option.

Should the report be filtered to specific proposals

Enter a proposal number to generate the report for
just that proposal. The commissions must have
been previously paid on the proposal for it to
appear in this report.

Should the report be filtered by sales rep

To filter the report to specific sales reps, select the
entries here.

Add this report to your saved reports

Checking this box will allow you to enter a name
for your report criteria. The name will appear
under the My Saved reports menu under Reports.

The report below is the Commissions Paid report that resulted from flagging proposal 2009-1103
to be paid in the Commissions report, see Commissions Report above for the discussion.

Commissions Paid Report

:u::‘ate Resert Settings ]

<-Back to Report Navigator q.ldf

Training

froposal: 2006-1103 - Adjustment tests
Test Customer

Ability

Current Commissions Paid: $97.31
Total Commissions Paid: $97.31

Paid On: 06-13:2G10 This commission is paid in fulf

Sales Rep Total Sell Total Cost Total Profit

Tramning $1.312.50

$1,312.50 $1,050.00 §262.50

Sell Cost Profit

Previous Comm Current Comm

Total Margin

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

The proposal number is a link that when clicked on will open the proposal. This report can be
printed or saved as a PDF file to be used for notifying your payroll department or payroll vendor
of the commission amounts to be paid to each sales rep. Dealer Choice does not create the

commission checks for your sales reps.
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Financial Category

Financial Reports

To run and view reports related to financial report, highlight the Financial menu option under
Reports.

| o gt PV Hello Deale

Welcatne Dealer Chuice Adimial

The reports available in this category are:

Balance Sheet

Income Statement

Trial Balance

Check Reconciliation Report
Check Run Report

Bank Reconciliation Report

Click on any of the report names to run that report.

Balance Sheet

The Balance Sheet displays the summary of the value of all assets, liabilities and owners' equity
on a specific date. The Balance Sheet can be run to show multiple yearly comparisons.
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Report Settings & Preferences

Balance Sheet

Run Report
WWhat time frame should
the report reflect? Jo LaiE h
Camparison: || Mo Camparison v
Hide accounts with a zero balance? | |«

Exclude year-end closing entries?

Add this report to

your saved reports?

Balance Sheet Options

What time frame should the report reflect

Select a date option to run your report or you can
enter a specific date range with the 'A specific date
range' option. This option allows you to enter a
'through' date only.

Comparison

Selecting a previous cycle allows you to see up to
3 past year’s data compared to your current
balance sheet data.

Hide accounts with a zero balance

By default this check box is selected. Checking
this box prevents accounts with a zero dollar
balance from appearing on your Balance sheet
report. Un-checking this box will allow zero
balance accounts to be displayed.

Exclude year-end closing entries

When running the balance sheet for time frames
that contain previous years which may be closed,
you can exclude the year end closing journal
entries so the balances shown are accurate. They
year-end closing entries are entries that balance the
accounts for starting a new fiscal year. If these
balances are included, your balance sheet results
will be skewed by these entries.

Add this to your saved reports

Checking this box will allow you to enter a name
to save your report criteria. The names will appear
under the My Saved Reports menu option under
Reports.

Below is part of a sample Balance sheet report.
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System Configuration & Settings

Balance Sheet  [uodate Rsgon Setinas )

S-Back to Report Naviqater @ @

Dealer Choice Systems
As of Ducumber 31, 2017

Assets

Cumrent fzsets
Operating Cazh $402,451 00
Locrued Revernue $1,00000
Actounts Racervable $591,3094
Primary Operanng Cash $23,498 06
Creadt Card Purchasas/Deposes $3,10000
BBC Cash $2,434.42
Wark [n Progress (WIP) $267 427 .14
Vendor Crodes (53 405 .40
Q8 AR $1000
BMO - Money Market £100,00000
Othar Current Assets $590.00
Patry Cash $512.94
Deposes $2,12205
Tetal Current Assets $831,226.77

Long Term Assats

Equipmant $55,277.75
Laasshold Improvaments $4,721 00
Captal Laase-Compurar/Sottwar $22,047.13
Accurmulated Deprenation-Equp $119,050.01
Accumulated Deprecstion-Leaze ($4,919.30
Accumulated Depredastion+um £124 556 95
Automobies §57,901 20
Furniture & Fatures $153,670.71
Accurmulated Depradanon-Auto $23.118.52;
Total Long Term Assets $22,073.00
Total Assets 4653,299.86
Liabllities

[T N PR

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of
= the report.

Income Statement

The Income Statement identifies profits and losses within a specific period of time.
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Report Settings & Preferences

Income Statement

_ |} x|

Run Feport

What time frame should
the report reflect?

To Date

Hide accounts with a zero balance? | |«

Exclude year-end closing entries?

Add this report to
your saved reports?

by 4

Income Statement Options

What time frame should the report reflect

Select a time frame from the supplied options or
select the 'A specific date range' to enter other date
ranges.

Hide accounts with a zero balance

This option is selected by default. When selected,
any accounts with a zero balance will not be
displayed. To display accounts that do have a zero
balance, un-check this box.

Exclude year-end closing entries

When running the Income Statement for previous
years, you can exclude the year end closing journal
entries so the balances shown are accurate. The
year-end closing entries are entries the balance the
accounts for starting a new fiscal year. If these
balances are included, your Income Statement
results will be skewed by these entries.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your report criteria. The names will appear
under the My Saved Reports menu option under
Reports.

A sample Income Statement is shown below.
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Welcome Dealer Choice Admin!

Income Statement [Update Report Settings)

#- Back to Report Navigator -:JJ @

Dealer Choice Systems

Income Statenment
April 1, 2017 - June 30, 2017

Income
400 - Revenue £4,866.70
Total Income %4,866.70

Cost of Goods Sold

510 - Cost of Goods Sold £4,442.90

Total Cost of Goods Sold %4,442.90
3ross Profit $423.80
Expenses

Total Expenses %0.00
Met Profit $423.80

15| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of
B the report.

Trial Balance Report

The Trial Balance report identifies the balances of your accounts at a specific point in time.
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Report Settings & Preferences

Trial Balance

Fun Report
\What time frame should
the report reflect? Jo Lais T
Should the report be filtered to | Al Accounts
specific accountis)? | |No Mumber Account
Bryn Mawr Checking - #5442810
100.01 - Operating Cash =

Hide accounts with no activity? | |«

Show beginning balance

Should the report be |

filcered to specific proposals?

Should the report be

filtered to specific customers or |

vendors?

Show Detail?

Simple Yiew ¥

Add this report to
your saved reports?

Trial Balance Options

What time frame should the report reflect

Select a time frame from the options provided or
enter a custom date range by selection the 'A
Specific Date Range' option.

Should the report be filtered to specific accounts

You can filter the Trial Balance report to specific
accounts by selection those accounts here. To
select multiple accounts, hold the CTRL (Control)
key down on your keyboard while clicking on the
next account.

Hide accounts with no activity

By default this check box is selected. Checking
this box prevents accounts with a zero dollar
balance from appearing on Trial Balance report.
Un-checking this box will allow zero balance
accounts to be displayed.

Show beginning balance?

Select this box if you would like to show your
beginning balance.

Should the report be filtered to specific proposals

Entering a proposal number here will filter the
report to show only the accounts that have been
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affected by transactions occurring on the selected
proposal for the time frame selected.

Should the report be filtered to specific customers
or vendors

Entering a vendor name here will filter the report
to show only the accounts that have been affected
by transactions occurring for the selected vendor

for the time frame selected.

Show Detail

In Simple View mode, only the account names and
account balances will be displayed, in Detail View
mode, the account names, account balances and
each transaction in the accounts will be displayed
for the time frame selected.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your report criteria. This name will appear
under the My Saved Reports menu option under
Reports.

The image below shows the Trial Balance report run in Simple View mode.

Welcome Dealer Choice Admin!

Trial Balance [Update Report Settings]

=- Back to Report Navigator ﬁr\.lJ @

Dealer Choice Systems

Trial Balance

Through 07 /06/2017

100.01 - Operating Cash

104 - Petty Cash
105 - Primary Operating Cash

117 - Work In Progress { WIP)

120 - Accounts Receivable

Debit Credit
402,451,000
£512.94
$£3,498.06
£267,427.14
+£501,360.64

$997,842.84 $267,427.14

15| This report can be printer as a PDF. Click on the print icon at the top of the report.
= This report can be exported to an Excel document. Click on the export icon at the top of

the report.

432




The image below shows the Trial Balance report run in Detail View mode. Each transaction
within the time frame selected are displayed. The transactions can be clicked on to open the

associated document.

Welcome Dealer Choice Admin!

Trial Balance  [Update Report Settings]

u
< - Back to Report Navigator JJ @

Dealer Choice Systems

Trial Balance

Between Dates 01/01/2017 and 12/31/2017

117 - Work In Progress {WIP)
Reference II7 Work In Progress (WIP)

01/08/2017 10:02 am Customer Invoice
Test Customer - Ability (4567 3566

01/09/2017 10:02 am Customer Invoice

Test Custorner - R&B Expansion Desking (RBLF183628) 3864

01/09/2017 10:02 am Customer Invoice

Test Customner - R&B Expansion Desking (RDMOFEIEZOL) 3866

01/08/2017 10:02 am Customer Invoice

Test Customer - R&B Expansion Desking (RDRRM3I0AE0) 3566

01/09/2017 10:02 am Customer Invoice

Test Custorner - R&B Expansion Desking (RSMRT1836) 3866

01/09/2017 10:02 am Custorner Invoice
Test Custorner - Ability (ACTR36) 35866

01/09/2017 10:02 am Customer Invoice
Test Custorner - Ahility (AWCEZ2460R) 3866

120 - Accounts Receivable

Reference 120 Accounts Receivable

01/09/2017 10:01 am Customer Invoice
Test Customer - 3866

0z2/06/2017 11:32 am Customer Invoice
Test Custormner I - 3867

02/06/2017 11:33 am Adjustment
Test Custorner I - Receive payment from unapplied

02/06/2017 11:34 am Adjustment
Test Customner I - Delete customer payment

02/06/2017 11:37 am Adjustment
Test Custorner [ - Customer Credit Issued: 112233

02/06/2017 11:37 am  Adjustrent

Test Custorner I - Applying customer credit to invoice.

02/06/2017 11:37 am Adjustment

Test Custorner I - doolving customer credit to invoice,

Debit

Debit

£13,333.32
Debit

$z,888.32

$140.26

$100,00

$100.00

$13,333.32
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Credit
$B8B2.19
Credit

$630.00
$71.36
$21.54
$99.36
420,63
$10.18

$77.88

Credit

$100.00

$100.00

+100.00

$882.19



| This report can be printer as a PDF. Click on the print icon at the top of the report.

This report can be exported to an Excel document. Click on the export icon at the top of
B the report.

Check Reconciliation Report

Identifies outstanding checks and provides a tool to clear checks. The Check reconciliation report
does not have any filter options. All checks that have been created in Dealer Choice that have
not been marked as cleared will appear in this report. You can use this report to flag checks as
cleared after reviewing your bank statement. This tool will be replaced by the Bank
Reconciliation report which will allow you to flag cleared checks and balance your accounts per
your monthly bank statement. To mark a check as cleared, click on the check box to the right of
the check amount.

System Configuration & Settings

Check Reconciliation Report

Z- Bacl to Report Navi @
Check No.  Account Check Date Payee Amount
1028 100.01 : Operating Cash 11/08/2016 UPS FREIGHT £25.00
1029 100.01 : Operating Cash 12/28/2016 20-20 Technologies $£1,200.00
1030 100.01 : Operating Cash 03/09/2017 vendor 635 £50.00
2000 105 : Primary Operating Cash 10/19/2015 Federal Express £50.00
2001 105 : Primary Operating Cash 10/19/2015 Teknion Inc $£500.00
2002 105 : Primary Operating Cash 10/19/2015 KI $625.00
2003 105 : Primary Operating Cash 10/08/2015 ABCO Office Furniture $£595.94
2004 105 : Primary Operating Cash 12/10/2015 Teknion Inc £50.00
2005 105 : Primary Operating Cash 12/22/2015 Teknion Inc $£14,727.00
61 100.01 ; Operating Cash 03/01/2016 ABCO Office Furniture $183.79
a2 100.01 ; Operating Cash 04/058/2016 Dealer Choice Systems £10.00

= T R T e B AAd A AR s Alalnal Ty ki mm B A mmminm Tomn +AmT a0

This report can be exported to an Excel document. Click on the export icon at the top of
B the report.

Check Run Report

The check run report allows you to run a report showing the details of the checks you have
created in a date range. All vendor credits with the vendors credit reference number used on a
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check will be displayed as well as discounts and deposits. This report can be printed for a
specific check or multiple checks or for all check within a selected time frame.

Report Settings & Preferences

Check Run Report

Fun Repaort

\What checking account should
the report reflect?

100.01 : Operating Cash v

What time frame should

the report reflect? All dates

Should the report be

filtered to specific checks? |

Separate multiple checks by comma

Should the report be

filtered to specific customers or | |

vendors?

Show Cleared Checks?

Show Voided Checks?

Add this report to
your saved reports?

4

Check Run Report

What checking account should the report reflect

Select the checking account that you want to run
the report for. Each account that you have setup as
an account that you can write check from will be
available for selection.

What time frame should the report reflect

Select the desired date range. Checks printed in
the selected date range will be included in the
report. Select the 'A specific date range' option to
enter a specific date range.

Should the report be filtered to specific checks

Specific check numbers can be entered here. The
report will only reflect information for the check
numbers entered. Separate multiple check number
with a comma.

Should the report be filtered to specific customers
or vendors

To filter the report to a specific customer or
vendor, enter the first few characters of the
customer/vendor name and any matches in your
database will be presented. Select the appropriate
entry from the list. The report will be filtered to
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the checks written to that customer or vendor.

Show Cleared Checks

Use this filter option to show only checks that
have been marked as cleared, or only checks that
have not been marked as cleared. No filter
selection here will show all checks within the date
range selected.

Show Voided Checks

Use this filter to show only voided checks or only
un-voided checks. No filter selection here will
show voided and active checks within the selected
date range.

Add this report to your saved reports

Checking this box will allow you to enter a name
to save your filter criteria. This name will appear
under the My Saved Reports menu option under
Reports. Saving the report filter criteria saves you
from having to select the same filter options each
time you run the report.

An example of the Check Run Report appears below. You can print this report for a check or
checks that have used several vendor credits to send to the vendor so the vendor knows which

credits you have used on the payment.

Syvtem Canfiguratian & Sestings

Check Fun Roport  [Upsdats Bszont Setiras]

Chocks dated ax of B7/06/2017 for Accoust 100.81 : Operating Canvk

=
£ Dach t» Pupert Mevigeter o8

Amosgat

Discoumts

Oepesins Credits Credit No Paymeol

15| This report can be printer as a PDF. Click on the print icon at the top of the report.
= This report can be exported to an Excel document. Click on the export icon at the top of

the report.
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Bank Reconciliation Report

The Bank Reconciliation Report works with the Bank Reconciliation tool. This report will
display a window with all the Verified reports by run date. Select the date that you wish to print
the report details for and click the Run Report button.

Report Settings & Preferences [_ |l |
- W=
Bank Reconciliation Report
Run Report
2016-05-23 08:40:47 by Test User &

2016-05-23 08:33:08 by Test User
2016-05-23 08:32:29 by Test User
2016-05-23 08:32:03 by Test User 4

Account Reconciliation dates:

4

The report will be displayed on screen and you can then send the data to a printer to be printed.
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Bank Reconciliation Report [Update Report Settings]
105 : Primary Operating Cash - Dated: 10-01-15 to 10-31-15
=- Back to Report Mavigator _J|

Type Date Check # Name Amount Balance

Beginning Balance $20,051.00
Cleared Transactions
Checks and Payments - 5 items

Cash Disbursement 10/08/2015 2003 ABCO Cffice Furniture £595.94 $-595.94
Cash Disbursement 10/19/2015 2000 Federal Express £50.00 £-645.94
Cash Disbursement 10/19/2015 2001 Teknion Inc $500.00 $-1,145.94
Cash Disbursement 10/19/2015 2002 KI £625.00 £-1,770.94
General Journal 10/10/2015 £5.00 %-1,775.94
Total Checks and Payments §-1,775.94 %-1,775.94
Deposits and Credits - 3 items
Cash Receipt 10/15/2015 345 Customer 685 £50.00 £50.00
General Journal 10/19/2015 £20,000.00 £20,050.00
General Journal 10/19/2015 £1.00 $20,051.00
Total Deposits and Credits £20,051.00 £20,051.00
Total Cleared Transactions $18,275.06 £18,275.06
Cleared Balance $18,275.06 $18,275.06

Uncleared Transactions
Checks and Payments - 0 items

Total Checks and Payments £0.00 $0.00
Deposits and Credits - 0 items
Total Deposits and Credits £0.00 $0.00
Total Uncleared Transactions £0.00 $0.00
Ending Balance £18,275.06 £18,275.086

4| This report can be printer as a PDF. Click on the print icon at the top of the report.

For more information on the Bank Reconciliation tool, please reference the Bank Reconciliation
section of this user document under the Accounting section.

My Saved Reports

Each report in the system has an option to allow you to add the report to your saved reports.
When the check box is checked, you are prompted to enter a name for your report. This option
allows you to save your specific report filter criteria so you do not have to select the same filter
criteria for each time you run the report. If the report is saved, you can simply select the report
name from the My Saved Reports menu option and the report will be run with the filter criteria
had previously saved. Once the report runs, you are able to adjust the report filter criteria and if
so desired, you can save that criteria as well.
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Click on Reports - My Saved Reports to view any saved reports. Click on the saved report name
to run that report.

To save a report, click on the 'Add this report to your saved reports' check box. This will allow
you to save your report filter criteria.

The example below shows the Accounts Receivable report being saved with the specific date
range of January 1, 2010 through March 31, 2010, for the sales rep names Test User. The Save
report will be named 'LQTR Test User'. The report will not be shared. The AR report options
window below shows these settings. Click on the Run Report button to execute the report and
your report will be saved for you automatically.
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Report Settings & Preferences

_ | %}

Accounts Receivable Report

FLn Repart

—‘

What time frame should
the report reflect?

A specific date range v

From:|Jan Y ||1 ¥ E|
To: Mar * |31 ¥ [zo17 |

How should the aging a0 | days
schedule be shown? 60 | days
a0 | days
Should the report be | (2= 5 "
filtered by sales rep? | 1Bt User
Testl
Test2 -

Should the report be
filtered to specific customers or
vendors?

Sort by oldest due date?

Include Unapplied Credits?

Should the report reflect
paid or unpaid invoices?

Display Contact Details?

Hide Custormer Contact Detail »

Show Report Details?

Show Detaill View ¥

&dd this report to
your saved reports?

||
What should the report be called?
[1OTR Test User |

Optional description for the report:

I Share this report?

The report name '1QTR TEST USER' now appears under the My Saved Reports menu option

under reports.
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F SR Vekone. admin
o {oaz Sesnages Hello Deale

:
:

Wdtsmn Ousber Chaicn Admin

Now that the report criteria has been saved, we can simply click on the report name under the
My Saved Reports menu to run the report.

Edit and Delete Saved Reports

You can edit or delete the report criteria for a saved report by first running the report, then click
on the [Update Report Settings] link.

Welcome Dealer Choice Admin!

1QTR Test Userl [Upcate Report Setbngs] I

datod between 01/01/2017 and 03/31/2017

<= Back to Repert Navigator & (=
Invoice No. Due Date Balance Curremt 30 Days 60 Days 90 Days
Tast Customer

Proposal: 5626 - Sample Proposal

056 01/09/2017 ov/1s2017 $2,088.52 $2.008.32 $2,088 .52

Proposal: 5630 - User Documentation

g%8 Nz/13/2017 02/23/2017 $0.00 $0.00

Proposal: 5651 - vendor <redit process

1672 n2/16/2017 Q/24/2017  $3,180.00 §3200.00 $3,180 00
$6,060.32 $po6892 T $3.16000 §2,080.32
$6,068,32 $6,068.32 $0.00 $0.00 $3,180.00 $2,868.32

This will open the Report Settings & Preferences window to allow you to change the filter
criteria. Click on the 'Add this report to your saved reports' check box again and run the report.
The report will be saved with the updated filter criteria.
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Welcome Dealer Cholce Admin!

Report Settings 8 Preferences
1QTR Test User  [upd

dated between Lll/l.ll. 1QTR Test User

What bme frame should
Invoice No. the report refiect?
Tast Customer
Proposal: 5626 « Sample Pri t

3064 How should the aging
sthadula be shown?

Proposalr 5630 - User Doy

r_r |
Proposal: SE51 - vandor crd Should the report be
a7z fittered by s3fes rap?

] x!

Run Faport | | Deleta Report |

A spacific dats range v -
) Days
From: Jan * (1 v 2017 |9
To!|Mar * 31 v 2027 TN

[ 30 days
60 |days
|90 days

1,088,352

Shirey G =
Test User

Testl

Test2 -

Should the report be |

filtered to spedfic customers or

vendors?

Sort by oldest due data?

[ntude Unapplied Credits?

Should the report reflect

paid or unpaid invoices?

Display Contact Details?

Show Report Detalls?

Hide Customer Contact Detal v

Show Datail aw *

Add this report to
your saved reports?

bl

Yrhetshooidterehort be callea?

QTR Test User |

Optional description for the report

Shara this report?

To delete a saved report, click on the report in the My Saved Reports menu to run the report.
Click on the [Update Report Settings] link and then click on the Delete Report button instead of
the Run Report button. The report name will be removed from the My Saved Reports menu.
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Report Settings &8 Preferences

1QTR Test User

[ Run report | [ Delets Report |

What time frame should
the report reflect?

A specific date range v

From:[Jan v |1 ¥ |z017 |TF
To:[Mar v |31 v |z007 |TE

How should the aging
schedule be shown?

30 [days

60 [ days

a0 | days

Should the report be
filtered by sales rep?

Shirley G -
Test User

Testl

Test2 -

Should the report be
filtered to specific customers or
vendors?

Sort by oldest due date?

Include Unapplied Credits?

Should the report reflect
paid or unpaid invoices?

Display Contact Details?

Hide Customer Contackt Detail ¥

Show Report Details?

Show Detail WView ¥

Add this report to
your saved reports?

You can add as many report names as you like to the My Saved Report menu.

Shared Reports

Each report in the system has an option to allow you to add the report to your saved reports.

When the check box is checked, you are prompted to enter a name for your report. This option
allows you to set the report as a shared report so the same report can be used by others. Shared
reports appear under the Shared Reports menu option.

Click on Reports - Shared Reports to view any reports that have been shared with you or with

any of the groups you are assigned to. Click on the shared report name to run that report.
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Wultume Deoler Chalos Admin!

In the menu displayed above, the Shared Reports menu is empty. We will generate a Balance

Froposs B Sees ‘.
Frorcd
Mr S Fapiem .

[ Shewshuou

PO T Sagrts

Sheet report to be shared with all members of the Administrators group.

The Balance sheet is under the Financial Report menu. We entered our Balance sheet criteria

and we clicked on the 'Add this report to your saved reports' check box and entered a name (Bal
Sheet 1ST QTR) for our saved report. The window will update displaying the 'Share this report?'
check box. Click on the 'Share this report?' check box.

Report Settings & Preferences

Balance Sheet

Run Report

What time frame should
the report reflect?

To Date A

Comparison:

Mo Comparisan v

Hide accounts with a zero balance?

Cd

Exclude year-end closing entries?

&dd this report to
your saved reports?

Cd

wWhat should the report be called?
[Bal Sheet 1st QTR |

Optional description for the report:

¥ Share this report?

Share to the following users:

Brandon

Dave H

Dealer Choice Admin

Debhbie F =

Share to the following groups:

Accounting

Adrinistrators

Closed Period

delete test ~

_ |
- . ——
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The window will update displaying the user names of all users defined in your site as well as all
group names defined in your site. You can select individual users to share the report with or you
can select an entire group (or groups) to share the report with. In this example we are selecting
the Administrators group to share this report with.

~ Only the user that shared the report has the ability to delete the report. The shared report
Y can be deleted from the Settings & Preferences window via the Delete Report button.
Click on the Run Report button to run the report. The report will now appear in the Shared
Reports menu of all members of the Administrators group as shown below.

RepaTi

oot Mgty

S Vebcors, ad - Quabene's & ucavalis
¥ .Q., S ogmel Men Hetlo Deale chzuig

vercon & Fypabie

Proposss B Soles

;
Fance .

! Swwdtmeats 0 B4 Puart 22 TP

Help & Communications

The Help & Communications menu contains the following options:

Fax & Email Terminal
Dealer Choice User Manual
News Letter

Activate Support Access

SN Wekoma, ad
F’;_V _ o Misages Hello Dealer Choice

Weltomio Dealer Chadce Admin!

Fax & Email Terminal

The Fax & Email Terminal allows quick access to the fax and email functions without having to
navigate to a particular proposal first. This option allows you to enter your proposal number and
takes you directly to the Fax & Email terminal for that proposal.

There are two tabs in the Communications window, the Message Terminal tab and the Message
Log tab.
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Email & Fax Communications Window

| Message Terminal || Message Log |

The Message Terminal tab allows you to select documents, select the recipient and include any
files that may be stored in the File Vault that are to be sent.

The Message Log stores information regarding each message that has been emailed or faxed for
the proposal being worked on.

Opening the Fax and Email Terminal

To get started, click on the Fax and Email Terminal under the Help and Communications menu
option.

DegerChooe e Marud

gaat] Messages |Hello Dealer Choice

...... ALINaNG St ALt

o Lotaoy

Welcome Dealer Chalce Admin!

A window will to enter the first few characters of the proposal.

Email & Fax Communications Window M E

To get started, please enter the proposal number:

_‘s\ 4

Any matches in your database will be presented in a selection list. Click on the appropriate
proposal to select it and the Communications window will open.

446



Email & Fax Communications Window _ ]

To get started, please enter the proposal number:

[5630] |
Proposal List: x|
5630 Test Customer - User Documentation

A

Email Message Type

You can send your documents either by email or fax from this window. Select the message type
from the drop down selection window.

Email & Fax Communications Window _ I x|

Message Terminal || Message Log |

Message Type: |Email Message ¥
Proposa _Fax MBESEQE Customer_Invoice_2847 pdf

Purchase_0Order_2018-TST-

Customer_Invoice_ 3868.pdf

B477 .pdf
Delivery Ticket 2018-TST-R477 ndf Purchase Order 8A97 ndf -
Recipient Email: [zearch]
Mulkiola raciplents separated by lina break
A
Subject:
Message Body Attachments From File Wault
Optional Use cntrl kay Ffor multiple selact

Knoll.sif
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Select the documents you wish to send by clicking in the check box to the left of the document
name. You can select multiple documents if you wish. Any documents that are checked will be
included as attachments to the email or fax.

Email & Fax Communications Window ! E
Message Terminal || Message Log |
Message Type: Email Message ¥
Proposal_5630.pdf Customer_Invoice_3847 . pdf
] Purchase_Order_2018-TST-
Customer_Invoice_3868. pdf 9477 pdf
Delivery Ticket 2018-TST-A477 .ndf Purchase Crder RA9T . ndf i
.
FRECIpIENt EMAall [search]|
Mulkiols raciplents separated by line braak
P
Subject:
Message Body Attachrments From File Yault
Optional Usa cntrl kay for multipls saladt
knaoll,sif
“
A

The email option appears above. Enter the email address of the intended recipient. The [search]
link allows you to enter the first few characters of the recipient's name and any matches found in
your database will be presented and available for selection. The recipients must have an email
address in the Contacts database to be available for email.
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Email & Fax Communications Window

Message Terminal || Message Log |

Message Type: |Email Message ¥

Proposal_S5630.pdf
Customer_Invoice_3868.pdf

Delivery Ticket 2N18-TST-R477 .ndf

Customer_Invoice_3847 pdf
Purchase_oOrder_2013-TST-

8477 .pdf

Purchase Order 8A97 . ndf

Fecipient Email: [search]

Search Contacts:

Search for a contact:

de |

Contact List:

OC Support <DCSupport@de-sysllic.comzs

ments From File Yault
Lap for multiola salack

if

4

Enter the Subject text in the Subject input box and you may also include text regarding the

attachments in the Message Body section.
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Email & Fax Communications Window

Message Terminal || Message Log |

Message Type: Email Message ¥

Proposal_S5630.pdf
¥ Customer_Invoice_3868.pdf

Delivery Ticket 2018-TST-84 77 .ndf

Customer_Invoice_3847.pdf
Purchase_Order_2018-T5T-

8477 .pdf

Purchase Crder 8697 . ndf

Recipient Email: [search]
Mulkiola raciplants separated by line braak

DC Support <DCSupport@de-sysllc.comzs

Subject:

[nvoice for Knoll Product

Message Body
Optional

create this invoice,

Attachments From File Wault
Uzse crtr! key for multiple selact

Hi Support, I have attached the SIF we used to Knall.sif

If any files had been uploaded into the File Vault for this proposal, those document names will
appear in the "Attachments From File Vault' selection box. Any of the File Vault files can also
be included as attachments to the email or fax as well.
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Email & Fax Communications Window M E

Message Terminal || Message Log |

Message Type: Email Message ¥

Proposal_5630.pdf Customer_Invoice_3847 pdf
' Purchase_oCrder_2018-TST-

b L —

Customer_Invoice_3868.pdf 2477 pdf

Delivery Ticket 2018-TST-A477 . ndf Purchase Qrder 8697 ndf i
Recipient Email: [search]
Mulkiola raciplants separatad by line break
DC Support <DCSupport@de-sysllc.coms

P

Subject:
[[nvoice for Knoll Product
Message Body Attachments From File Vault
Optional Lize crtrl kep for multipla seleck

Hi Support, [ have attached the SIF we used to Knoll.sif
create this invoice,

1 4

After preparing your message, click on the Send button and the message will be placed in the
Communications Queue. This is a database storage area that holds email and fax messages
waiting to be processed. Approximately every 10 minutes, the Communications Queue is
processed and any messages in the queue will be processed and sent. If a rejection or failure
message is returned by the receiving email server or fax machine, Dealer Choice will send an
internal message to the user the submitted the message notifying them of the failure.

Fax Message Type

The Fax option allows to you select the documents that are to be faxed by placing clicking in the
check box to the left of the document name.
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Email & Fax Communications Window

Message Terminal || Message Log |

Message Type: |Fax Message ¥

Email Message
Fax Meszage

Proposa

Customer_Invoice_3868.pdf

Delivery Ticket 2018-TST-R47 7. ndf

Customer_Invoice_3847 pdf
Purchase_Order_2013-TST-

8477 .pdf

Purchase Qrder 8697 ndf

To: [zearch]

Fram:

Re:
Oetional

Fasx:

Date:

[07/17/2017

File Wault:
Usa crtrl bay for multiple seladt

Knoll.sif

-

A

Select the documents you wish to send by clicking in the check box to the left of the document
name. You can select multiple documents if you wish. Any documents that are checked will be

included as attachments to the email or fax.
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Email & Fax Communications Window

Message Terminal || Message Log |

_ | x|

Message Type: Fax Message ¥

Proposal_5630.pdf
Customer_Invoice_2868 pdf

Delivary Ticket 2018-TST-R477 . ndf

Customer_Invoice_3847 . pdf
Purchase_Order_2018-TST-

B477 pdf

Purchase Crder BA97.ndf

To: [search]

From:

Fe:
Opkional

Fa:.

Date:

D7/17/2017

File “ault:
Use crbel kay for mulkipla selack

Knoll.sif

4

Enter the name of the recipient in the To input field, or click on the [search] link and enter the
first few characters of the recipient’s name. Any matches in your database will be presented an
available for selection. The recipients must have a fax number entered in the Contacts database

to be available for faxing.
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Email 8 Fax Communications Window M E

Message Terminal || Message Log |

Message Type: Fax Message ¥

Proposal_S630.pdf Customer_Invoice_3847.pdf
] Purchase_Order_2018-TST-
Customer_Invoice_3868 . pdf 8477 pdf
Nelivery Ticket 2018-TST-8477 ndf Purchase Trder 8697 ndf h
To: [search] Fax:
Search Contacts: | |
Search for a contact: Date:
dd | l07/17/2017 |
d Contact List: X|
4DC Support (111-222-3345) muwitiple select

A

If any files had been uploaded into the File Vault for this proposal, those document names will
appear in the " Attachments From File Vault' selection box. Any of the File Vault files can also
be included as attachments to the email or fax as well.
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Email & Fax Communications Window M E

Message Terminal || Message Log |

Message Type: Fax Message ¥

Proposal_S630.pdf Customer_Invoice_3847 .pdf
] Purchase_Order_2018-TST-

7 _ —

Customer_Invoice_3868. pdf 9477 pdf

Nelivery Ticket 2018-TST-8347 7 ndf Purchase TOrder 8697 ndf h
To: [zearch] Fax:
b support | [111-222-3345 |
From: Date:
[ rmiin | [07/17/2017 |
Re: File wault:
Ootional Usa crdrl hey for multiple salect
Sending over the invaice and the SIF. Knoll.sif

A

After preparing your message, click on the Send button and the message will be placed in the
Communications Queue. This is a database storage area that holds email and fax messages
waiting to be processed. Approximately every 10 minutes, the Communications Queue is
processed and any messages in the queue will be processed and sent. If a rejection or failure
message is returned by the receiving email server or fax machine, Dealer Choice will send an
internal message to the user the submitted the message notifying them of the failure.

Message Log tab

The Message Log stores information regarding each message that has been emailed or faxed for
the proposal being worked on. To see messages that have been sent and their status, click on the
Message Log tab. Any previously sent messages and any pending messages will be displayed as
shown below.
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Email & Fax Communications Window [_] E

Message Terminal || Message Log |

Timestamp Recipient Subject Status

There are no messages to show,

Message Log Status

While the message status is still in the 'Pending' state, which means that it is waiting to be
processed for sending, the 'Remove from queue' icon appears. This icon, if clicked will allow
you to remove the pending message from the message queue and it will not be sent. Once the
message queue has started processing the message, you cannot remove it from the queue. Check
the message queue after you have sent your message to see the updated status progress. If an
emailed or faxed message fails to be sent and if the receiving email server or fax machine sends a
failure notice, the message log will reflect the failure message. If the message fails to be
received, you should verify the email address/fax number of the recipient and then try to send
your message again.

The status field can be one of the following:
- Pending
- Processing
- Sent
- Failed

User Manual

This user manual includes the latest features in this version. This is an online version of the
manual and it is not intended to be printed. This manual will be updated with new features as
they become available. If you find any errors in this manual please report them to Support@dc-
sysllc.com.

The User Manual is available for viewing from the Help & Communications menu by clicking
on the Dealer Choice User Manual option as shown below.




If you have suggestions for information that should be included in this manual, please forward
them to Support@dc-syslic.com.

Electronic Order Interfaces

Electronic Order Interfaces

Dealer Choice has created several electronic order interfaces that help expedite the placement of
orders with particular vendors. The electronic order interface template is a file that maps the
order data fields per the vendors electronic order specifications. This file is what determines how
the data will be formatted and in some cases, how the purchase order data is transmitted to the
vendor. The template files are managed by Dealer Choice. If you work with a vendor that
supports electronic order submissions, please email Dealer Choice support at support@dc-
sysllc.com with the vendor name and if possible a vendor contact. They will contact the vendor
to discuss the electronic order process on your behalf.

Once an electronic order template has been added to a vendors profile in the Vendors database,
you will have the ability to generate purchase orders that can be sent (emailed or via web
services) to the vendor as an electronic order.

Dealer Choice has created electronic order interfaces for the following vendors:

- Allsteel

- Geiger

- Haworth

- Herman Miller
- Kimball

- Knoll

- National

- OFUSA

- Teknion

The electronic order interface process begins with purchase order creation. If an electronic order
interface is in place for a vendor, the "Submit Via" field in the Create Purchase Orders window
will include an option named "Generate electronic order”. This option will allow you to create
the electronic order file for the vendor.
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