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X.1 | About Accounts Receivable (A/R)

To access the Accounts Receivable section, click the A/R tab.

Home Jobs Scheduler TimeTracker Services Custu rs [ AR ] R*Urts Settings

AJR D p
* Printer's Plan Main Menu

List Manager € = List (empty)

O Friday, May 27, 2011
|_] Invoices Unpaid

|| Invoices Paid-in-Full
|_] Payments Expected
|_J] Payments Received
[_| Credits

[_J Late Fee

] Writeoff

] Send

Accounts Receivable Section

NOTE: Printer’s Plan reads the accounts receivable data from History Jobs. Consequently, changes
made directly to History Jobs may affect accounts receivable information. Therefore, do not
edit History Jobs unless it is absolutely necessary.

If a History Job must be edited, please refer to “Correcting Invoices” in this chapter, which
explains how to cancel a History Job and create a revised one.



X.2 | Posting Orders to History

About Posting

After you have shipped a job and printed an invoice for it, you no longer need the Order in your
Orders list. It must be filed away to History so you can refer to it later when you need to, such as
when the customer re-orders the same job. In Printer’s Plan, the process of converting an Order
to a History Job is called “Posting”. Also posted during this process are:

o all the payments entered into Printer’s Plan since the previous posting, and

o the Quick Sales (if you have the optional QuickSale tool) that have taken place since the
previous posting.

In Printer’s Plan, Accounts Receivable (A/R) and most of the Sales reports read the data directly
from History Jobs; therefore, the pricing of an Order (subtotal, shipping and postage charges,
sales tax, etc.) appears in the accounts receivable data and in most of the reports only after the
Order has been posted.

When to Post

In order to keep your accounts receivable and sales reports up-to-date, we recommend that
you post to history daily. Some organizations though prefer to post every few days or even
once a week.

You may post at any time during the day. Before you post, close Printer’s Plan on all computers
except for the one on which you are posting. Since closing Printer’s Plan on some computers
may cause interruption of the workflow in the shop, posting at the end or the beginning of the
day may be more convenient.

When is an Order Ready to Post?

An Order is ready to post when the following conditions have occurred:
1. ltsinvoice has been printed at least once, and
2. It has been assigned a Shipped Date.

The following figure illustrates an example of an Order that has met the above conditions and is
ready to post.



CONDITION 1 ORDER STATUS

I FROM WHEN WINDOW

,f Order Work Order Prntell L Ivoice prmtec: 1) DT =] —
Orde 5% Ready to Post B2, b
Q (NN Bill to Customer No.4 Mwslietts:
ABC Company ABC Company Sharon Jones In 5972011 s N 4 /o B
d . 800 Pike Street Suite #1 9645 Saratoga Bivd Sjones@abe.com Due 57182011 =
Baltimore MD 21202 Batimore MD 21207 Phl: 410-539-3466 x 35 Ship by Our Truck L rootoue O ey B
0 N iob Ph2: Ship'd  5/17/2011 T R
e Cell: 443-567-4308 CSR Lisa
Fa 410-530-5536 Status  Ready to Post
FE P;;tej . From  History 2421 Ship By
L] ehis Job) = = = P : g
CONDITION 2 Shipped [ 35312011 @+ W

NOTE: The only way to take an Order out of the “Ready to Post” status is to remove the

“Shipped” date. To do this, open the When window and click in the box in the Shipped
field to remove the check mark.

How to Post

CAUTION: Posting is not reversible; that is, after an Order is posted and it becomes a
History Job, you cannot convert it back to its original Order properties. (To make
revisions in History Jobs, please see “Correcting Invoices”) Therefore, we strongly
recommend that you verify the Orders before posting them and that you back up
your database before you post. If you post an Order by mistake, restoring your backup

is the only way to return to the pre-posting stage. (To perform a quick backup, go to
Home | About | My Database.)

Before posting:

Wait until after all the payments of the day have been entered into Printer’s Plan,
then:

Back up your database.

Posting process:

1. Inthe Jobs section, list the Ready to Post Orders.



List Manager &« = Orders / Ready to Post (17 listed)

Orders JobMe Customer Title
Pl 2 ® 2434 ABC Company Brochu
i oo = '. 2431 Apex Realtors Produ
) ; ;}:a:': Iti Ship _Fs . Letterh
. .2428 Allied Building Su...  Station
g ] T Today w

Jobs Section

Verify the Orders to be posted. If an Order is not shipped yet but is accidentally
marked Shipped, open the Order and remove the Shipped date.

2. In A/R, open Invoices Ready-to-Post, and click List. The same Ready to Post
Orders list you saw in the Jobs section appears on the right.

3. To post all the Orders on the list, click Post Now...

A A

List Manager « = Invoices Ready-to-Post / List (17 listed)
3 Invoices Ready-to-Post

om

] Inveices Unpaid

Remark CusNe  Customer Subtotal Discount

[ FETS 41 ABC Company John Smith 164.31 000 0.00 0.00

:_] Invoices Paid-in-Full @ 359 32 Abel Laboratories Mark Sturm 61.25 000 0.00 0.00

B Pk

L Pt Faiared O 2365 40 AscotInc. Paul Coven 165043 -82.52 0.00 0.00
A/R Sction

If the list includes Orders that you do not want to post yet, select (highlight) the
Orders you want to post, and then click Post Now...

When you click Post Now..., the Post window appears, giving you an option to
post only the highlighted Orders or all of them.

3| Which orders do you want to post?

L ) All listed orders: 6

Highlighted orders only: 2

4. Select the appropriate option, and click OK to post. A confirmation window
appears.



./.. 2 -.\.

f 1 Do you want to start posting?
W' (have you backed-up the database?)

| s || Mo

5. If you haven't backed up yet, click No to cancel the posting, and then back up your
database. Otherwise, click Yes. A second confirmation window appears.

6. Click Yes. When the posting is finished, a message window appears, summarizing
the posted items.

Successfully posted:

i 'Y

9 Orders
0 QuickSales

Mext, you will print reports about the posting.

=

7. Click OK. The Print window opens, listing all the Posting Reports that are available

to print.
El Select a Document: Check all that apply:
; - the list on the screen - 4 Job List
i @ Posting Reports - [ Quick Sale List

- [ Payment List

- [ Payment Summary

- [ Sales Department

Service Category
Product Type
Business Type
Customer Source
Shipping Type
Location

Print Window For Posting Reports

Print Window For Posting Reports

Posting reports give information on the Orders, Payments, and QuickSale items (if you have the
optional QuickSale tool) that were just posted.

8. Check/un-check any reports that you do/do not want to print.
9. Click Print Now or Print to... to print the reports.

NOTE: To change the default selections of reports in this window, go to Settings | Printing |
Favorite Posting Reports.



NOTE: If you accidentally close the Print window before you print the reports, don’t worry.
See the following paragraph.

Re-printing the Posting Reports at a Later Time

You can, at any time, re-print the Posting reports for a specific “posting”in the past.
1. Go to the Reports section.
2. Open Posting Journal.

3. Right-click on any one of the options (Regular Sales, Total Sales, or All Fields)
and select Add Filter...

(] sales by
[] Quick Sales
@ Posting Journal

@ Quicks List Mow

- i | Wil | RIGHT CLICK MENU
L@ All Field
[] Audit Trail Favorites... F4

[] Jobs Edited After Posting [

The Find window appears.

4. Define the date or the number of the “posting”, and click Find Now. The “posting”
is listed as a line item on the right.

Home Jobs Scheduler TimeTracker Services Customers

Reports

* Printer's Plan Main Menu

(i [o30oon | 6] d61931] 10560

THE REQUESTED “POSTING”

5. Select the item and click Print. The Print window appears.



Select a Document: Check all that apply:
- - the list on the screen - -4 Job List
B "Y Posting Reports| [ Quick Sale List
[d Payment List
4 Payment Summary
G4 Sales Department
. Service Category
Product Type
Business Type
Custemer Seurce
Shipping Type
Location
Operator
Service Rep
Sales Rep
Tax Type

Q0

Preview

6. Select Posting Reports to print the reports for the selected “posting”



X3 | Receiving Payments

About Payments

Your customers may pay for products and services you provide for them at different phases of
the production:

a. Payment Before an Order has been Posted (Deposit): The Order has been created and
the job is still in the production phase.

b. Payment After an Order has been Posted (AR Payment): The job has been delivered
and the customer has received the invoice. The posted Order is now a History job.

c. Advance Payment (Prepayment): The customer has not placed an order for the job yet.
This payment is usually applied as a credit to the customer’s account. (See also “Issuing
Credits”)

A. Applying a Payment Before an Order Has Been
Posted (Deposit)

When you receive a payment for an Order before it has been posted, the payment is applied to
the Order. In Printer’s Plan, this type of payment is named “Deposit”. To enter a Deposit:

1. Open the Order to which you want to apply the payment.

2. Click the Balance Due button to open the Deposit Window.

. &8 In Progress %
FIFERIEE s o customer Noa1 Ship To Ordered By
ABC Company ABC Company Sharon Jones In 4/20/2011
j (¥ 300 Pike Street Suite 21 9645 Saratoga Blvd sjones@abe.com Due  4/22/2011
Baltimore MD 21202 Baltimore MD 21207 Phi: £10-539-3466 x 35 Ship by Our Truck
Newloh Ph2 Ship'
8] tcame buyen Cell: 443-567-4398 CSR Lisa ‘
s Fex: 410-539-5586 Status I Progress Depash or Order 2138
ot From __History 2395
] is Jo
m | ) Newlem | B4 Edit Specs & Edit Costs = Reprice | E=E e . S I=] e
'Eﬂ o Ttem Description Quantity  Time Price/Hr  UnitPrice Price. 2| L B S P 449.69
i} 1 Welcome Brochures 1 Original (1si... 3,000 142.76/M 42828 = 0
j. Schedule B Design: Brochure 1 050 6502  541800/Ea 5418 Tendered 0.00
- L] Text Coated: 80% Sterling Uttra Matt... 750 316.8000/M 237.60
Change 0.00
B ventory ] CutToRunSz 6 Cuts/Sheet 18 024 6000  13333Ea 24.00
ot B Copier: Copier - Blk & Wht 3000 056 0.0375/Ea 112.50 padby [<seRctone >
s Visa
) compae i
AMEX
Discover
L View Cost :
s Credit Used
P | Reprice
Date Paid
o Job Note Memo to Customer Job Totals Balance Due Eem=e SiZILL
g e Lener Subtotal 42008 | Total 449.69
Discount o
il o View Shipping 0.00 | Balance 11969 Printand Save | | Save withoutPrintng | [ Cancel
Postage 000
Taxable 42828 Net 30 Days
=N Tax 2141
Deposit Window

Jobs Section | Job Window

NOTE: If a credit is due on the customer’s account, the Balance Due button name reads
Credit Due and shows in red. When you click the Credit Due button, you see a window,
giving you an option to apply the credit to this Order.



Job Totals Credit Due 55000

Subtotal 428,28 | Total 449,69
Discount 0.00 | Paid 0.00
Shipping 0.00 | Balance 449,69
Postage 0.00
Taxable 428.28 Met 30 Days
Tax 2141
3. Inthe Deposit window:
Amount Due 449.69
Tt 449.69  [<csimimanio ]
change 0.00

C.

d.

paid by | <selectone »

<--Set as Default Type

Date Paid
Reference 45967 4f21/2011

[ erntandsave | [ savewthoutprintng | [ cancel |

Jobs | Job Window | Deposit Window

Tendered: Enter the payment amount. If the payment amount equals the total
amount due, click the <-- Set as Amount Due button to copy the amount due to
this field.

Paid by: Select the payment type. Click <-- Set as Default Type field to set the
selected payment type as default. (This payment type will be used as default for
future jobs.)

Reference: Enter the reference number or text, such as the check number.

Date Paid: This date is automatically set to the local computer’s current date.

4. Click one of the Save buttons to save the payment.

Overpayment

If the payment amount is greater than the Balance, the difference between the two amounts
appears in the Change field.

Amount Due 449.69

Tendered 500.00 <—-Setas
Change 50.31

Paid by | < select one =
X Cash

<—5SetasC

Visa
MC
AMFY
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Printer’s Plan assumes that you pay the amount in the Change field back to the customer
at that time rather than keeping it as credit on the account; therefore, it assumes that the
payment received is equal to the Amount Due, which is applied to the Order and which is
recorded as the Payment Received in Accounts Receivable. If you want to apply the Change
amount as a credit to the customer’s account, see “Advance Payment”.

B. Applying a Payment After an Order Has Been Posted

After an Order has been posted, a payment towards its invoice is applied in the Payment
window of the customer in the A/R section. See the following inset to learn about the Payment
window of a customer:

Payment Window of a Customer in A/R

The Payment window of a customer is available in the A/R section. To open it,
you may choose one of the following ways:

N fT) :
FAf T |
v P E— < EE—

) Invoices Ready-to-Post
1 . <

..... U By Customer (Aging) 2
..... o ByInvoice No

----- ) Summary by Age

----- ) Summary by Month Due
----- O Total

) Invoices Paid-in-Full

4| Payments Ex; ed
SIS T i

..... L_This Maonth

1. Using the Payments Expected folder:

a. Open the Payments Expected folder, and click one of the six date
range options (Any Date through Past Due). A list of customers,
which have open (unpaid) invoices with due dates within the date
range selected, appears.

Any Date lists all customers that have open invoices—regardless of
the payment due dates.

b. Double-click a customer to open the customer’s Payment window.

11



2.

3.

Using the Invoices Unpaid folder:

a. Open the Invoices Unpaid folder and click By Customer, By

Invoice No, or Past-Due only to list the unpaid invoices that fit the

description.

b. Double-click an invoice of a customer to open the customer’s

Payment window.

Using the New button:

a. Click once on one of the following folders: Invoices Ready to Post,

Invoices Unpaid, or Invoices Expected.

b. Click the New button at the top. The Find window appears.

c.  Using the Find window, filter for the customer or the invoice.
Payment window of the customer opens.

Payment
» | [ —

ABC Company (41)

@ Print

[ 7 close |

Customer

Save 8 New Ref, Remains 0.00 por
» el
" (This Cust) i
, Save & New Account Balance i 410-727-4752
i (Find Cust)

ABC Company

AnnM Linz

j New pate [Ef18/2011 [H~  Amount 0.00  |800 Pike Street Suite #1 | alinz@abc.com
Baltimere MD 21202 1
e e 0.00

410-727-4565
Ph2:

HOW TO APPLY PAYMENT: To pay all invoices listed, click here. To pay one invoice, click its number.

Apply Partial Payment

'_j Save & Close | Invoice  Job Title Ordered By Shipped To Date Due Applied Balance
1952 Application Forms JohnSmith  ABC Company 01/21/2011 155.69 0 155.69
i 2100 Letterhead JohnSmith  ABC Company 01/30/2011 21150 0 211.50
'C';‘j paevich 2601 Mewsletter Sharon Jones  ABC Company 02/08/2011 43189 [ 437.89
@. Edit Job 2408 Application Forms Sharon Janes  ABC Company 03/01/2011 28107 0 281,07
Totals
| Customer
Summary
Sl Payment
=] History

The

Payment Window of ABC Company

NOTE: If the customer does not have any unpaid invoices, you will see the
following message before the Payment window opents.

ABC Company has no balance!

) Is this an advance payment?

Yes | [ Mo

12



If this payment is an advance payment, click Yes to open the Payment
window. See “Advance Payment” for more information.

“Save” Buttons of the Payment Window - When To Use Them:

j S Date  4/25
Type |Chech
®_ _ Save 8 New MEE
% (This Cust)
|, Save & New
7% (Find Cust) HOW TO Al
@— Ej" Save & Close | Invoice
1G4 2100
_ 2395
& ; View Job 2401

A) Save & New (This Cust): Saves this payment and opens the Payment
window of this customer again to enter another payment.

B) Save & New (Find Cust): Saves this payment and opens the Find window
so you can enter information to open another customer’s Payment
window.

C) Save & Close: Saves the payment and closes this Payment window. No
other window is opened.

Applying a Payment in A/R
1. In A/R, open the Payment window of the customer.

2. In the Payment window, enter the following:

Payment Received

Date  4/18/2011 [@v Amount 1000.00
e sl 0.00
Ref. 87513 Remains 1000.00

Account Balance 1086.15

Date: Enter or select the date that you received the payment.

Type: Select a payment type.

13



NOTE: Payment types can be defined by the user in Settings | Accounting |
Payment Types.

Ref: Enter a payment reference number, such as the check number.

Amount: Enter the amount and apply it to the invoice(s) which the payment pays.
Following are various ways a payment or a partial payment can be applied to an invoice or
invoices.

a. Enter the payment amount in the Amount field and check each invoice to which
you want to apply the payment.

ABC Company Ann M Linz
Date 4/18/2011 [Jv  Amount 1000.00 300 Pike Street Suite #1 | alinz@abc.com
Balti MD 21202 Phl: 410-727-4565
Type _ Appled 100000 | [0 bio;
Ref. 87513 Celk
0.00 Fa: 410-727-4752
Account Balance 1130.29
HOW TO APPLY PAYMENT: To pay all invoices listed, click here. To pay one invoice, click its ... Apply Partial Payment
Invoice Job Title Ordered By Shipped To Date Due Applied Balance
42357  Direct Mail Envelopes  JohnSmith  ABC Company 03/08/2011 805 805 0.00
Ca2394  Flyers Sharon Jones  ABC Compamy 03/21/2011 47272 47272 0.00
41930  Brochure JohnSmith  ABC Company 03/24/2011 804.14 519.23 28491
1952  Application Forms John Smith ABC Company 03/25/2011 155,69 0 15569
1931  Employee Manual John Smith  ABC Company 03/27/2011 240.00 0.00 240.00

If the sum of the invoices that you check exceeds the payment amount, the last
invoice that you check will only be partially paid.

EXAMPLE: Let’s say a customer has three invoices, each one in the amount
of 5100, and they send you a check for $250. You would enter 5250 in
the Amount field and then check all three invoices; however, only the
first two that you check would be paid in full, and the remaining 550
would be applied as a partial payment to the third invoice.

b. Do not enter anything in the Amount field. Check each invoice to which the
payment applies. As you check each invoice, the amount of the invoice is added
to the number in the Amount field. Continue to check the invoices until the
number in the Amount field equals the amount of the payment you received.

c. To apply a partial payment to an invoice, do not check the invoice but click on the
invoice to highlight it, and then click Apply Partial Payment.

g —
HOW TO APPLY PAYMENT: To pay all invoices listed, click here. To pay one invoice, click its 1. Apply Partial Payment
Invoice  Job Title Ordered By Shipped Te Date

mm—
1450 (] letter Ann b4 Linz N3 52011 214 /0 a0
The Apply window appears.

14



Apply

Partial Payment for Invoice No 1931
100.00

Enter the partial payment amount.

d. Ifthe payment pays all or most of the invoices, click the HOW TO APPLY
PAYMENT: button to check (pay) all the invoices listed. The total payment amount
will be automatically entered in the Amount field. Uncheck any invoices that are

not paid.
Payment Received
Date 5/17/2011 [~ Amount 539.68 |s00Pik
 fan an | |Baltim
e et | 53068
Ref, | Remains 0.00 |
Ausouot Brlonie 000,
HOW TO APPLY PAYMENT: To pay all invoices listed, click here. To
ﬂroice Job Title Ordered By | Shipped To
41931 Staff Guides Jehn Smith ABC Company
41950  Mewsletter AnnM Linz

NOTE: Verify that the Amount field has the correct payment amount.

3. Click one of the Save &... buttons to save the payment.

Overpayment

If the payment amount is greater than the amount that you must apply to a set of invoice(s),
the remaining amount appears in the Remains field. Then, when you save the payment,
Printer’s Plan asks if you want to credit the remaining amount to the customer’s account. Click
Yes to accept. (See “Credits” for information on processing credits.)

Applied | m| Baltimore MD 21202
Remains | w |

Credit the customer's account by 563857

Yes I ’ MNo

15



Early Payment Discount

Some businesses give their customers a discount for paying invoices sooner than the payment
due date. This discount can be applied at the time of the payment. To give an early payment
discount:

1. In the Payment window, highlight the invoice (do not check the invoice), and click the Edit
Job Totals button.

" (Find Cust HOW TO APPLY PAYMENT: To pay all invo

'I__IT Save & Close | [nyoice Job Title
2100 Letterhead
) 2395 Welcome Brechures
Miew! Joh 101 Newsletter
Edit Job 2402 Envelopes
Totals 2408 Application Forms

o425 Newsletter

ﬁ Customer
Summary

The Job Totals window appears.

R

ob Totals =
E//‘ Subtotal . 1035.46
Discount 0.00 0.00 %
Shipping 0.0D
Postage 0.0D
517
Total 1087.23
LateFee 0.00.
Paid 0.00
Writeoff ' . -2]_74- Terms
Balance ' :
Payment Due 4/18/2011  ~

2. Inthe Job Totals window, enter the discount amount in the Write Off field as a negative
number.

NOTE: Do not enter the amount in the Discount field because the amount entered in
the Discount field directly affects the Sales and the Tax amounts. The Early Payment
Discount is in essence a partial Write Off of the invoice total.

NOTE: Apply the early payment discount before you apply a payment to the invoice.

16



C. Advance Payment

When you receive an advance payment (payment received before an Order has been entered),
enter it in the Payment window of the customer in the A/R section and apply it as a credit to
the customer’s account. This process is basically the same as entering a payment for an invoice:

1. Inthe A/R section, open the customer’s Payment window.

NOTE: If the customer does not have any open invoices, you will see the following message:

&% ABC Company has no balance!
Y s this an advance payment?

Click Yes. The Payment window opens.

2. Inthe Payment window:

eV e ABC Company (41)

Payment Received

D b Amount 350.00
Applied

Remains

Date  4/25/2011

;::ﬁ New

| Save & New
‘i (This Cust)
| Save & New
- (Find Cust)

Account Balance

Ordered By

'_n_llﬁ Save & Close

Date: Enter the date of the payment.

Type: Select the payment type. (This list is user defined in Settings | Accounting | Payment
Types.)

Ref.: Enter the payment reference number or text, such as the check number.
Amount: Enter the amount of the payment.
CAUTION: Do not apply the payment to any invoices.

3. Click one of the Save buttons. A window pops up, asking if you want to credit this amount
to customer’s account.

17



PrintersPlan =

@ Credit the customer's account by $350.007

4. Click Yes.

Viewing Payments Received (Payment Journal)

To see a list of Payments received today, in A/R open Payments Received and select “Today".

The list of payments entered today appears as follows:

List Manager « = Payments Received / Today (4 listed)

|_] Invoices Ready-to-Post ount Group Paid By Reference
0 Invoices Unpaid @ ABC Company 04/27/2011 88650 AR Check 14625

[ Invoices Paid-in-Full @ Abel Laboratories 04/27/2011 157041 AR Visa

i Payment: Bxpected O Action Business Systems  04/27/2011 13254 AR Check 87546

(3] Payments Received
P Today ' Annapolis General Hospital ~ 04/27/2011 17489 AR Check 658921
"

) This Week
) This Month
- This Year
) Last Week
- () Last Month
) Last Year
Other Date...
U Summary by Day...
() Summary by Week...
) Summary by Month...
- () Summary by Year...
.. () Summary by Group...

Appliedto
193019331934
1932 2060
1951

1958 1967

If a payment has been applied to more than one invoice, double-click the payment to see how

it was distributed to each invoice as in the following figure.

* Payments Received / Today (4 listed)

MName Amount  Group Paid By
[} ABC Company 4/26/2011 AR Check 14635 1930 1933 1924
Abel Laboratories 04/26/2011 157041 AR Visa 2 0302050
DOUBLE-CLICK THE
9 Payment applied to the following Jobs PAYMENT TO OPEN
THIS WINDOW.
JobNo Amount
@ 1930 40769
w1933 3437
/1934 444.04

18



Use the other options under “Payments Received” to list payments entered on other days or
date ranges.

¥ List Manager «

[] Invoices Ready-to-Post
[] Invoices Unpaid

[_] Invoices Paid-in-Full
[] Payments Expected

(3] Payments Received

..... e

----- O This Week

----- ' This Menth

----- ) This Year

----- ) Last Week

----- . Last Menth

----- ) Last Year

..... . Other Date.. USE OTHER DATE...

_____ W TO FILTER BY ANOTHER DATE OR A DATE RANGE.

..... U Summary by Week... USE THESE FILTERS TO SEE A SUMMARY OF PAYMENTS.

..... B oy b e WHEN YOU CLICK ONE, THE FIND WINDOW OPENS SO

_____ @ Summary by Year.. YOU CAN FILTER THE SUMMARY BY CUSTOMER NAME,
PAYMENT GROUP, PAYMENT TYPE, OR OTHER CRITERIA.

..... ) Summary by Group...

19



| Adjusting Payments

Sometimes you may make mistakes in applying payments. Some common errors are:
o Entering an inaccurate payment amount,
e Selecting the wrong payment type,
e Applying the payment to a wrong invoice, or
e Entering the payment in the Payment window of a wrong customer.

Once you enter a payment in Printer’s Plan (a deposit to an Order or a payment for an invoice in
the A/R section), you cannot delete it; however, you can reverse it. This topic covers the process
of reversing payments already entered.

Adjusting Payments Entered in A/R

If you have applied a payment incorrectly in A/R, you need to do the following to correct the
error:

1. Reverse the payment,
2. Remove the payment from the Invoice, and
3. Apply the payment correctly.

The next paragraphs explain each of these steps in detail.

1. Reversing the Payment:

1. Open the Payment window for the customer who received the incorrectly applied
payment. (For instructions on opening the Payment window of a customer, see the inset
titled “Payment Window of a Customer in A/R” under “Receiving Payments”) Then, enter
the following:

Type: Select the payment type you originally selected for the payment.

Ref.: Type Reverse Payment. The entry in this field will serve as a reference for you in
the future; therefore, you may use any other words of your choice.

Amount: Enter the amount of the incorrect payment as a negative amount with a
minus sign (=) in front.

EXAMPLE: -150.00
CAUTION: Do not apply the payment to any invoices.

Now the Payment window should look similar to the following:

20



)0 e ABC Company (41)

Payment Received

Date  4f15/2011 [~ Amount -150.00

e - 0.00

Ref.  reverse payment Remains -150.00

[ ] New

|, Save 8 New
‘i (This Cust)

| Save B New
“i (Find Cust)
B |

Account Balance 1120.33

HOW TO APPLY PAYMENT: To pay all invoices listed, click here. To

2. Click one of the Save buttons. The following pop-up message appears.

I.-’ ~ ‘-I PLEASE MOTE: This negative payment will be added to your Payment
&Y' Journal but it will not be applied to Invoices and Credits Due.

Do you want to save this negative payment?

3. Click Yes.

Now the Payments Received list includes a negative payment amount, which offsets
the original payment amount.

2. Removing the Payment from the Invoice.

1. In A/R, find the incorrectly paid invoice and open its Job Totals window as explained in
the following inset.

To Open the Job Totals Window:
If the invoice was paid in full:
1. Open the Invoices Paid in Full folder.

2. Ifthe date the invoice was paid is today, click on Today. Otherwise,
click Other Date..., enter the invoice number, and click Find Now.

3. Double-click on the invoice. The History Job window opens.
4. Click Job Totals at the bottom. The Job Totals window opens.
If the invoice was partially paid:

1. Open the Payment window for the customer that received the
incorrectly applied payment.
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2. Click on the incorrectly paid invoice to highlight it.
CAUTION: Do not check the box next to the invoice.

3. Click Edit Job Totals on the left pane. The Job Totals window opens.

@I‘ Subtotal 365.60
Discount 0.00 0.00 %
Shipping 0.00
Postage 0.00
Tax 18.28
Total 383.88
LateFee 0.00
Paid
Writeoff 0.00 Terms
e =

Payment Due 4/ 82011 -
Last Paid 4/14/2011

A/R| Job Totals Window

2. Inthe Paid field, highlight the amount and adjust it.

o Iftheincorrectly applied payment was the only paid amount in this Job, enter 0
(zero).

e Iftheincorrectly applied payment was added to an earlier paid amount, enter the
earlier paid amount.

CAUTION: Be sure to enter any paid amount as a negative number.

EXAMPLE: Previously a payment of $233.88 had been correctly applied
to an invoice. Today you erroneously added a payment of 5150 to
the same invoice. Now the Paid field shows -383.88. To remove the
incorrect payment amount, enter -233.88 (=383.88 - 150).

3. Click OK to close the Job Totals window.

3. Applying the Payment Correctly:

Proceed to apply the payment correctly. (See “Receiving Payments”)
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Adjusting Payments Applied to Orders (Deposits)

If you have applied a payment incorrectly to an Order, (incorrect payment amount, payment
type, invoice, or customer), do the following to fix the error:

1. Reverse the payment, and
2. Enter the payment correctly.

These steps are described in detail below:

1. Reversing the Payment:
1. Inthe Jobs section, find the incorrectly paid Order and open it.
2. Click Balance Due (or Paid-In-Full if the balance is zero) to open the Deposit window.

3. Inthe Deposit window, enter the following:

Deposit for Order 2378 =S
Amount Due 773.82
Tk -200.00
Change 0.00

< Set as Default Type

Date Paid
Reference  reverse payment 4/15/2011

Printand Save | [ Save without Printng | [ Cancel

Tendered: Enter the payment amount with a minus (-) sign in front.
Paid By: Select the payment type you selected for the incorrect payment.

Reference: Type Reverse Payment. (The entry in this field will serve as a reference
for you in the future; therefore, you may use any other words of your choice.)

Date: Today’s date (date of the local computer) is automatically assigned. You cannot
edit the date.

4. Click one of Save buttons to save the and close the window.

Now the Payment is reversed and has been removed from the Order.

2. Applying the Payment Correctly

Proceed to apply the payment correctly. (See “Receiving Payments”.)
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X.5

Correcting Invoices

Sometimes you may want to correct an invoice (history job) because, for example, you charged
the wrong amount or you charged sales tax but the invoice should have been tax exempt. Or,
you may want to cancel an invoice (history job) altogether.

In the cases mentioned above, do not edit the history job associated with the invoice. Instead,
follow the “Credit Invoice + Revised Invoice” and “Credit Invoice” procedures described in this
section.

o The“Credit Invoice + Revised Invoice” procedure is used when a correction is needed in an
invoice, such as removing the sales tax.

e The"Credit Invoice” procedure is used to cancel an invoice altogether.

Credit Invoice + Revised Invoice

NOTE: If the invoice to be corrected has been paid and the corrected invoice total will be
lower than the payment amount, see the inset titled “Payment on the Invoice to Be
Revised” at the end of this section before proceeding with the following steps.

1. Inthe Jobs section, find the History Job to be revised.

2. Right-click on the Job and select Copy and Paste....

« History Jobs (Jobs.JobMo = 2408) (1 listed)

Open Fo
Print... F7
e-Letter...
e-View (XML)...
Copy and Paste... Ctrl+B
Iﬂ‘
ompare Job... T+

Jobs Section | A History Job

The Options window appears.
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‘Options

Copy and Paste the Sclzcizd Job

3| Paste as a new:
o Order

Quote

Template

History Job
e

B ] Credit Invoice + Revised Invoice
E OK Cancel

3. Select Credit Invoice + Revised Invoice, and click OK.

a. If, on the invoice, there’s a payment which you have not reversed or removed yet,
the following window appears.

GCY, This invoice, #2408, has a payment amount of -281.07,
W' If you plan to revise this payment, please stop now and fix the payment.

Do you want te stop now?

If the payment amount is higher than what the amount of the revised invoice will
be, click Yes and reverse or remove the payment. (See the inset titled “Payment on
the Invoice to Be Revised” at the end of this section.)

b. If there’s no payment on invoice #2408 or if you click No in (a), the following
window, which explains the newly created “Credit and Revised Invoice’, appears.

A new order, #-2408, has been added to print a Credit Invoice.
4 %% The Credit Invoice is the same as the Original Inveice but

its costs, prices, and quantities are reversed.

Therefore, the Credit Inveice cancels the Original Invoice,

A second order, #2437, has been added to 'Revise' the 'Original’ invoice,
IMPORTANT:

- Print the Credit Invoice (next step)
- Post all Credit Invoices (today)

4. Open the Order with the negative job number (-2408) and print the invoice (“Credit
Invoice”).

5. Open the second Order, which is an exact copy of the original Job except for the dates and
the Order number. Make the revisions on this Order, such as removing the sales tax. Assign
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today’s Shipped date and print an invoice (“Revised Invoice”).

6. Post both Orders (“Credit Invoice” and “Revised Invoice”) to History on the same day they
are created.

After the Posting:

e The Credit Invoice reduces the current period’s figures (quantities, costs, sales, tax,
commissions, etc.) by the totals of the Credit Invoice to reflect the reversed sale.

e The Revised Invoice increases the current period’s figures (quantities, costs, sales, tax,
commissions, etc.) by the totals of the Revised Invoice to reflect the adjusted sale.

NOTES:

e The original invoice in History is now marked as “Credited Invoice”.
(Do not confuse “Credited Invoice” (one with the positive Job number) with “Credit
Invoice” (one with the same Job number, but the number is negative).

e “Credit Invoices” and “Credited Invoices” cannot be edited.

o The balances of both the “Credit Invoice” and “Credited Invoice” are set to zero.

e The Date Paid for both the “Credit Invoice” and “Credited Invoice”is set to today’s date.
e “Credit Invoices” and “Credited Invoices” cannot be deleted for one year.

e If you have created a “Credit Invoice” by mistake, delete it before posting it. After it is
deleted, the “Credited Invoice” will return to its original status as a regular History Job.

Credit Invoice

If you just want to cancel an Invoice rather than revising it, you only need to create a Credit
Invoice.

NOTE: If a payment has been made to this invoice, you do not need to remove the payment
from the invoice. However, you must reverse it or issue a credit for it, depending on
how your customer wants to handle it. (See step 2 in the inset named “Payment on the
Invoice to be Credited” for these procedures.)

1. Inthe Jobs section, find the History Job to be revised.

2. Right-click on the Job and select Copy and Paste....
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w History Jobs (Jobs.JobNo = 2424) (1 listed)

JobMo Customer Title
® Open F&
Print... F7
e-Letter...
e-View [XML)...
[ Copy and Paste... Ctrl+B
Compare Job... Ctrl+)
The Options window appears.
(Options
Copy and Pasts the Sslecizd Job

3| Paste as a new:
; Order
Quote
Template

L ] Credit Invoice|
Invoice

Credit Invoice + Revis:

[oc | carcs

Options Window

3. Select Credit Invoice, and click OK. The following window, which explains the newly
created “Credit Invoice”, appears.

A new order, #-2408, has been added to print a Credit Invoice,
B The CreditInvoice is the same =5 the Original Inveice but

its costs, prices, and quantities are reversed.

Therefore, the Credit Invoice cancels the Original Invoice.

A second order, #2427, has been added to ‘Revise’ the 'Original’ invoice.
IMPORTANT:

- Print the Credit Invoice (next step)
- Post all Credit Invoices (today)

4. Click OK.The Print window for the “Credit Invoice” appears.
5. Print the invoice (“Credit Invoice”).

6. Post the Order (“Credit Invoice”) to History on the same day it is created.



Payment on a Revised Invoice

If the invoice to be corrected has a payment and the payment is greater
than the total amount that will be assigned to the corrected invoice, do the
following before you proceed with the “Credit Invoice + Revised Invoice” steps.

1)

2)

Reduce the payment on the invoice by the amount of the difference (see
"Adjusting Payments”).

Then,
® |f the customer wants you to refund the money:

Enter a negative payment in the amount of the difference. (See
“Adjusting Payments”.)

® |f the customer does not want you to refund the money but to keep
it as a credit on the account instead:

In the Credit window of the customer, add a credit in the amount of
the difference. (See “Issuing Credits”)

EXAMPLE: A payment of $200 has been applied to invoice #2408. Later, for

miscellaneous reasons, the customer called with a complaint and, now,
you need to correct the invoice by reducing the total to $150 from $200.
The difference is $50 (= 200 - 150).

Before correcting the invoice, you must:

1) Remove the $50 from the paid amount so the payment on the
invoice will show as $150.

2) According what the customer wants you to do, either enter a
payment of $-50 (negative amount) in the customer’s Payment
window and save it, or enter a credit of $50 to the customer’s
account.

NOTE: If you forget to remove the payment before creating the Revised Invoice:

If the customer wants you to refund the money, enter a negative Deposit
in the Revised Invoice:

1)  Open the Revised Invoice (Order).

2) Click Paid-In-Full (or Over Paid if you have already revised the
Order) to open the Deposit window.

3) Enter the amount as a negative number in the Tendered field.

4) Click Save without Printing.
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® [fthe customer wants to keep the money as a credit,
1) Add it as a credit to the customer’s account, and

2) Reduce the Paid amount on the Revised Invoice (Order) by the
amount of the credit. To do so:

I Print an invoice for the Revised Invoice (Order) and assign to it a
Shipped Date so its status becomes Ready-to-Post.

[Il. In A/R, list this invoice under “Invoices Ready-to-Post”".
lIl. Open the invoice and click Job Totals.

IV. In the Job Totals window, replace the amount in the Paid field
with the correct amount.

NOTE to users who export accounting data from Printer’s Plan and import it into
QuickBooks: If the above adjustment is not made on a Revised Invoice, leaving the
Invoice “Over-Paid’; the import into QuickBooks will result in an error.
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X.0

| Issuing Credits

About Credits

Sometimes you have to give money back to a customer. You can do this by 1) writing a check
to refund money you received from the customer, or 2) issuing a credit to the customer against
current or future balances.

A.  Writing a check to refund money:
If this money was applied to an invoice in Printer’s Plan, please see “Correcting Invoices”
This process does not create a credit in the customer’s account.

B. Issuing a credit against current or future balances:
Each of the following processes creates a credit in customer’s account.

a. Credit created as a result of an overpayment or an advance payment:
This process is explained in Receiving Payments.

b. Credit created at the customer’s request:
Sometimes the customer wants you to issue a credit towards current or future
invoices for various reasons. An example: He has paid an invoice but is not
satisfied with the job and returns it. Instead of asking for a refund, he asks you to
issue a credit.

The procedure to issue a credit for condition (b) is explained below.

Issuing a Credit

To issue a Credit for a customer:
1. In A/R, click Credits and then Due.

2. Click New at the top of the screen.

w Pnnter's Plan Main Menu

List Manager
|| Invoices Ready-to-Post MName
|| Invoices Unpaid
|| Invoices Paid-in-Full
|| Payments Expected
|| Payments Received
(3] Credits

i Limits

The Find window appears.
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is exactly like
is not exactly like

Customer's Number
Customer's ID
Payer's First Mame
Payer's Last Mame
Payer's Phone Number
Job Number

Job P.O.Number

ends with
containg
does not contain
is between

Find Now ] [ Cancel

3. In By this field column, select Customer’s Name.

4. Inthe If the field column, make a selection.

5. Inthe Enter Text field, enter a few letters of the customer’s name, and click Find Now. The
Credit window appears.

Credit - ABC Company [
Current Credit Due | 0.00 Adjustment History
Adjustment £ 50.00
MNew Credit Due 50.00
Reason for Adjustment [Pnnhng error 7

Customer Credit Window

6. Inthe Adjustment +- field, enter the credit amount as a positive number.

7. Inthe Reason for Adjustment field, make a selection which serves as a future reference for
you. (The customizable Reason for Adjustment list is user defined in Settings | Accounting
| Credit Reasons.)

8. Click Save.

NOTE: Credits entered with the above procedure do not add a payment to the system.
Therefore, do not use the Credit window to enter advance payments, which should be
entered instead in the Payment window of the customer. (See “Receiving Payments”)

NOTE: You can open the Credit window also from the Customer setup window in the

Customers section:
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Customer  EUEELEELT

p——— Credit - ABC Company i et

| ey
I s Adde=2 Current Credit Due | 0.00 Adjustment History
Bysueac Adjustment £ 50.00
“ Summary Mew Credit Due 50.00

neire — Reason for Adjustment | Erinfing errar -
R Souree prce Rouniog

sk pm_____ o] v

S oteree

o 2

At = ==

B

e ]| | D

— CLICK CREDIT DUE... TO OPEN THE CREDIT WINDOW

Customers Section of the Customer Setup Window

Applying a Credit to an Order and an Invoice

If a customer has a credit on his account, you can apply it to his Order(s) in the Jobs section or
to his invoice(s) in the A/R section.

Applying a Credit to an Order

1. Inthe Jobs section, open the Order.
When there is a credit on the customer’s account, the credit amount shows in red (while a
Balance Due would show in green).

i o mpany Mike Woods I 4A9/2011

j oy T mwoods@sic.com 428/2011 1
[ Phi: 410-530-5674
NN P oD 2554 Pha: Our Truck

81 (same buyen) Cell Ship'd  4/21/2011

= Fax: 410-538-6645 Paul

) Gy Ready to Post
- = JNewnem |Ha EditSpecs | % EditCosts | = Reprice | /j el g X@ EREE
® tem ntity  Time Price/Hr  UnitPric LLes

3 Reoronse I--- =3l Total Q30,72

I Text Coated: 802 Sterhng Ultra Matt. 1,000 86.4000/M 8.40

B Copier: Copier 1000 024 08000/Ea 80000 Pald D.UU
Balance 930.72

Schedule

2 Inventory

@ Compare
@ View Cost
Pt rece

r-@}‘l eLetter

N3
eView

Met 30 Days

Credit Due $50.00

Job Note

=

2. Click Credit Due... The following window appears.
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—
@ Do you want to apply the customer's credit to this order?
k. ¢ 4

=™

3. Click Yes to apply the credit to this Order. If you click No, the Deposit window opens but
the credit is not applied.

Applying a Credit to an Invoice in A/R

1. Open the Payment window of the customer as if you're going to apply a payment to an
invoice (See “Receiving Payments”). Printer’s Plan shows a window notifying you of the
credit due and asks if you want to apply it to an invoice.

Printer's Plan - [

@ % ABC Company has a credit of $50.00.
W' Do you want to use it to pay invoices?

2. Click Yes, and the Payment window opens.

120111 e ABC Company (41)

Payment Received
j s Date  516/2011 [~  Amount 50.00
e s 000
| Save & New Ref.  Creditised Remains 50.00 |
- (This Cust)
| Sove & New Account Balance 53968 |
SRGUEESECIIN 0w TO APPLY PAYMENT: To pay all invoices listed, click hy
';lT Save & Close | Inyoice Job Title Ordered By
1931 Staff Guides John Smith
1950 Newsletter Ann M Linz
|=5=4 View Job

A description of the fields in the Payment window follows:

Type: Ignore this field because the selection in this field is not saved when you apply a
credit.

Ref.: Printer’s Plan automatically fills in this field as CreditUsed.

Amount: The credit due is automatically assigned to this field.
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3. Check the invoice(s) to which you want to apply the credit.

4. Click one of the Save buttons to close the Payment window.

Viewing the Existing Credits

You can view a list of the customers with credits on their accounts. The list also shows the total
amount of credit on each customer’s account.

1. In A/R, open Credits and click on Due. A list of customers with credits on their accounts

appears.

¥ List Manager
[_] Invoices Ready-to-Post
|| Invoices Unpaid
|| Invoices Paid-in-Full
|| Payments Expected
|| Payments Received
3| Credits

- Limits

« = Credits / Due (3 listed)

Narme CusMNo
) ABC Company 41
) Action Business Systems EN
) Atlantic Insurance Company 33

CreditDue
7231
20.00
40.00

—J

Credits Due List

To view the credit due to only one customer:

1) Open Credits and right-click on Due. A short menu appears.

LITTITeS
@D List Now
| Late Add Filter...
| Writ
| Send Favorites... F4

2) Select Add Filter.... The Find window appears.

3) Enter the customer’s name or number and click Find Now .

4) The customer’s name and the total credit due to the customer appear on the right.

2. Double-click a customer in the list to view that customer’s Credit window.
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List Manager & = Credits / Due (1 listed)

|_| Invoices Ready-to-Post

Marme CusMe
[ Invoices Unpaid [ ]ABC Company

|_| Invoices Paid-in-Full
|_| Payments Expected
|_| Payments Received
3] Credits

L@ Limits

Editing the Credit Due on a Customer’s Account

Sometimes you may need to edit the amount of credit due to a customer. An example of such
a situation may be: After delivering a job to the customer, the customer claims that he received
less than the quantity he had ordered. To compensate for the error, you issue a credit to the
customer. Later the customer discovers the missing package and notifies you that the shipment
was complete after all.

To edit the credit:

1. Open the Credit window of the customer. (See Figure 1.)

You can open the Credit window also by double-clicking the customer’s name in the
Credits Due list (See Figure 3.)

2. Enter the adjustment amount in the Adjustment +- field.
e Enter a positive number to increase the credit amount.

o Enter a negative number to reduce the credit amount. (To delete the total credit
amount, enter the Current Credit Due amount as a negative number.)

Credit - ABC Company .
Current Credit Due 72.31
Adjustment £ -50.00
Mew Credit Due 22.31
Reason for Adjustment [Reverse aedit "]

3. Click Save.

Tracking Credits

You can view all the credit transactions within any date range.
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Click Details under Credits to list all the credit transactions in your Printer’s Plan. This list may
be too long and include the transactions you don't care to view right now. To shorten the list,
you can filter it for a date range or some other criteria. To do so:

1. Right-click on Details. A short menu appears.

|3 Credits |
L. Limits ~
=] Due -
|_| Late ki List Mow
[_] Write Add Filter...
|_| Send
Favorites... Fd

2. Select Add Filter.... The Find window appears where you can select the criteria, such as
the Date range or just one customer or both.

3. Click Find Now to display the information.

Invoices Ready-to-Post Customer Date Amount JobNo  Reason D
;nvo:ces Enl:ald . ) Annapolis General Hospital  09/29/2011 50,00 0 Return for favor 2
mvoices Faid-in-tu ) Action Business Systems 09/29/2011 125.00 0 Prepress error 0

Payments Expected . . P ; . .
. ) Annapolis General Hospital  10/03/2011 -34.77 1967 A/R Credit Applied 253
Payments Received ABCC 10/11/2011 2359 2304 AR Credit Applied 253

Sl Credits o ompany -23. redit Applie
Credits List

JobNo column: For credits applied to invoices, this column shows the invoice
numbers. For credits entered, this column shows 0 since credits entered into
customers’ accounts are not associated with invoices.

ID column: Information in this column is for Printer’s Plan technical support use only.
Please ignore this column.

NOTE: The credit details for one customer are also available from the Credit window of that
customer. Click the Adjustment History button on this window.

Credit - ABC Company | —
Current Credit Due . 22.31
Adjustment £ m
Mew Credit Due 22.31

Customer Credit Window

The Credit History window appears.
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[T1]] credit History

Date

) 0472772011
. 04/05/2011
0372472011
o 0372172011
) 02/24/2011

Amount
-50.00
30,00
80.00
-155.69
-23.59

1952
2304

Reasen

Reverse credit
Quantity short
Production error
AJR Credit Applied
AR Credit Applied

NOTE: The same Credit and Credit History windows for a customer are also available from
the customer’s setup window in the Customers section. See the figure below.

Customer

Ship To
|ABC Cor

Baltimor

mpany

9645 Saratoga Bivd.

re MD 21207

Financial
Price Level
Price Rounding

ABC Company
I e 1o
P Company
\j (£ Address1 800 Pike Street Suite #1
Address2
I s
H" Save & Close | Ot Baltimore MD 21202
Country
Properties
ol s
General
busress  [Manufactring =
Print
L e
Shovia
ocation
Alert Over-Credit =
-
Parent No... 0

Customer D ABCCo

Group ID A

CreditLimit §

Credit Due.

231 [w)

5000.00

CLICKTOOPENTHE CLICKTO OPEN
CREDIT WINDOW.

THE CREDIT
HISTORY WINDOW.

Customers Section | Customer Setup Window
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X.7 | Imposing Credit Limits

A credit limit is a way to set the maximum outstanding balance you will allow a customer to
accumulate before paying your company.

Printer’s Plan offers an Alert option which can be displayed when the sum of a customer’s new
order amount and the total amount of any unpaid invoices exceeds the credit limit.

You can password-protect the Order Entry function to prohibit additional orders for all
customers who have exceeded their credit limits. (See Settings | General Settings | Passwords.)

Assigning a Credit Limit and an Alert Option to a
Customer

Credit limits and the option to enable or disable the Alert message are assigned in the
customer’s setup window in the Customers section.

General Financial
Business Price Level
Source Price Rounding
Sales Rep Jim - P.O.
Location ﬂg e - Statement
Web Orders Discount %% 0% -
0 v M—-—Te

Customer ID  ABC Co Credit Limit § 5000,00

Customers Section | Customer Setup Window

If you select Over-Credit in the Alert field as you are creating an order, Printer’s Plan alerts you if
the customer has exceeded the credit limit.

¥3, Please note ABC Company:
¥ -» s over credit limit by $310.59.

Do you want to continue?

=
m
n
=
=]

Printer’s Plan does not prevent you from entering the Order unless you have password-
protected this function.
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Password For Entering Orders When the Customer Has
Exceeded the Credit Limit

To deter your staff from entering Orders for Customers who have exceeded their credit limits,
you can assign a password for this function.

Go to Settings | General Settings | Passwords. Assign a password level to #28.

24 | Add History Jobs 1
25 | Add/Edit KeyOrders 2
26 | Add/Edit KeyQuotes 2
27
28 Add if PastDue/CrLim 2
25

Settings Section | General Options | Passwords

Viewing Credit Limits of Customers as a Group

You can view and edit the credit limits of customers in the A/R section, also. To do so:

Click Limits under Credits. A list of customers, whose credit limit amounts are greater than zero
(> 0), and related information appear on the right.

NOTE: You can shorten the list by filtering it: Right-click Limits and select Add Filter...

List Manager < |« Credits / Limits (15 listed)
|_] Invoices Ready-to-Post MName Creditlimit  CreditDue Balance Available
B e ey e @ ABC Company 500000 000 531058  -310.59
B it s Pt s Fm ) Abel Laboratories 300000 0.00 608.65 239135
H :::::x :";ﬁ: @ Action Business Systems 5000.00 000 180932 319068
8 Credits U Albright Associates 400000 0.00 229.77 3770.23
T ¢ ) Alliance For The Bay 5000.00 0.00 73343 4266.57
i ) Allied Building Supplies 3500.00 0.00 757.85 274215

Credit Limits

NOTE: The amounts in the Balance column include balances of both current Orders and
unpaid invoices.
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To edit the credit limit of a customer, double-click the customer’s name. The Credit Limit
window of the customer opens. Modify the credit limit.

ABC Company . SE— )
J—

Credit Limit $: B
j5000]

You may change the limit for ABC Company




X8 | Sending Statements

You can print statements in Printer’s Plan and then mail them to your customers, or you can
email PDF copies of the statements.

NOTE: In order to be able to send a statement to a customer, the Statement field in the
customer’s setup window must be set to Send.

(I CIL I ABC Company.

Company  ABC Con
. pany ROCCompe {0645 Sarstoga Bive.
Address1 800 Pie Street Suite 1 Baltimore MD 21207

Created 1 11998 B~ Financial
@vm« Source vodfed [ 5/15/2011 B~

shova
Location Price Rounding _
Aert
e e arey

Properys

Propery
N s [a] Fropery 1
e — o mm rovess Statement
GopD A

Work Order Note

Customers Section | Customer Setup Window

Sending a Statement

1. Inthe A/R section, open Send and click on Statement. A list of customers who have
unpaid invoices or credits on their accounts appears.

__| Invoices Ready-to-Post Marne Cusho Invoices Balance  CreditDue
[H Invoices Unpaid © ABC Company a 6 207545 50.00
% ::;‘r’“'(::‘::;':e':' () Abel Laboratories 32 5 16103 0.00
B Payments Received () Action Business Systems 37 4 2002.80 0.00
] Credits () Albright Associates 36 7 121581 0.00
j e () Alliance For The Bay 39 3 1592.38 0.00
] Writeoff () Allied Building Supplies 35 5 1709.08 0.00
3] Send () Allstate Cleaning Services 34 3 79573 0.00
[<3 (U Annapolis General Hospital 38 5 1182.89 0.00

i Past-Due Notice U Apex Realtors a1 1] 0.00 120.00
() Ascot Inc. 40 4 474.32 0.00

2. Highlight the customers for which you want to print statements and click Print.
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CusMNo Invoices
Y6 Compony T
[ ] Abel Laboratories -_

[ ] Action Business Systems
Albrinkt Accociatac

The Print window appears.

Select a Document: (2] Check Document Options:

.. @ Statement (Default) < Document Style (select one):

Past Due Motice - u‘ Standard (job totals at bottom)
Statement (No Aging) - Classic (job totals in price column)
Statement (Letter Style) Letter Style

- e Document Info (check all that apply):
- the list on the screen - - [ Column Headers and Lines

4 Company Logo
Company Name
Company Address
Company Phone and Fax

. [4 Document Title
o More Info $:
- [ Job Total + LateFee + Paid

G4 Aging

3. Select a document from the left side of the window and the options for the document from
the right side.

NOTE: To rename and modify the documents and to select the default options for each
document, go to Settings | Printing | Document Options. See the “Settings” chapter in
this guide for more instructions.

4. Click Print. Statements for the selected customers will print sequentially.

Sending a Past-Due Notice

1. Inthe A/R section, open Send and click on Past-Due Notice. A list of customers who have
past-due invoices appears.

NOTE: If the Statement field of a customer is not set to Send, that customer will not appear
in this list.

2. Select the customers for whom you want to print past-due notices and then click Print.
The Print window appears.

3. Select Past-Due Notice from the left side of the window and the print options for the
document from the right side.

NOTE: To rename and modify the documents and to select the default options for each
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document, go to Settings | Printing | Document Options. See the “Settings” chapter in
this guide for more instructions.

4. Click Print. Past-Due notices for the selected customers will print sequentially.

NOTE: The printed documents will include only the past-due invoices and not the current
invoices.

Sending PDF Copies of Statements and Past-Due
Notices

To send the statements and past-due notices as PDF files attached to email, click Email PDF in
the Print window.

[1] Select a Document:

(2] Check Document Options:

[ Y statement (Default)} o Document Style (select one):

i Past Due Notice [4 Standard (job totals at bottom)

i Statement (No Aging) Classic (job totals in price column)
Statement (Letter Style) e Letter Style
List: Document Info (check all that apply):
- the list on the screen - [4 Column Headers and Lines

[4 CompanyLoge
Company Name
Company Address
Company Phone and Fax

- [ Decument Title
More Info §:
[ Job Total + LateFee + Paid
[ Aging

O Q| ] El| =
[close [ o foonttion | it to |[emai |

Print Window

NOTE: To set up Printer’s Plan for sending PDF copies of documents, see “Emailing PDF
Attachments”.
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X9 | Assessing a Late Fee

A late fee is any penalty or interest you want to charge for a past due invoice.

NOTE: In order to be able to charge a late fee to a customer, the Late Fee field in the
customer’s setup window must be set to Charge.

Customer LU

Ship To
| ABC Company.
New i 9645 Saratoga Blv.
i et
b e
H e s close | O Baltimore. [ 21202
Ll Country
Financial
g
Financial
rricelevel  [Nomal  +]
gl e source frce Rourdig Wotted B 50t BY O e—
o : et Propris
. Late Fee G v
Pty Tems Netdooas -
. Gredtouen Erlm)|
Customer ID  ABC Co Credit Limit § 5000.00
e ]

Customers Section | Customer Setup Window

Charging Late Fee

Printer’s Plan does not charge Late Fee to past-due invoices automatically. Follow the steps
below to charge a Late Fee:

1. InList Manager of the A/R section, click Chargeable under Late Fee.

¥ List Manager « = Late Fee / Chargeable (6 listed)
[_| Inveices Ready-to-Post JobMeo Custormer DateShip.. DatePayD... Balance
= ;"‘“’f“s :)"'i:’_'" el © 1919 Albright Associates  03/06/2011 04/05/2011 65.10
bJ P"""'“:'s:x""'; O 1961 Action Business Sy.. 03/15/2011 04/10/2011 127.73
5 P::zms Rec":: = W 2100 ABC Company 03/22/2011 04/15/2011 211.50
[ Credits @ 2235 Action Business Sy.. 03/25/2011 04/17/2011 742,94
[t O 2250 Abel Laboratories  03/31/2011  04/27/2011 185.05
Y Chorgesble O 2295 Abel Laboratories  03/28/2011  04/27/2011 1962

The list that appears on the right includes the past due invoices for customers whose Late
Fee field in the Customer setup window is set to Charge.

2. Highlight the Invoices to which you want to apply a late fee, and click the Charge Late Fee
button (near the upper right of the window).
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~ Late Fee / Chargeable (6 listed) Charge Late Fee... l

JobMo Customer DateShip... DatePayD.. Balance

[ 11949 | Albright Associates | 03/06/2011 | 04/05/2011 65.10
[ J1961 | Action Business Sy... | 03/15/2011 | o4/10/2011

@ 2100 ABC Company 03/22/2011 04/15/2011 211.50

A window appears, showing the late fee options.

A/R B

Late Fee Percentage % 1.50

Minimum Charge per Invoice § 1.00

Charge Late Fee on Late Fee? es -
[ o [ cancd |

If you wish to change the options, do so now. Any changes you make will be saved for the
next time you open this window. The options are listed below:

o Late Fee Percentage %: The balance of the invoice will be multiplied by this
percentage to calculate the Late Fee.

e Minimum Charge per Invoice $: The Late Fee assigned to an invoice will never be
less than the amount entered in this field.

o Charge Late Fee on Late Fee?:

- Ifyou select Yes: If the balance of an invoice includes a late fee charged
previously, the new Late Fee will be calculated based on this balance.

- Ifyou select No: The Late Fee charged previously will be excluded from the new
Late Fee calculation.

Click OK. A confirmation window appears.

o
@ Do you want to charge Late Fee to selected 3 invoice(s)?
L

Click Yes to apply the Late Fee to the selected invoices.
e The Late Fee amount will show in the Late Fee field of the Totals window.

« If aLate Fee had been charged to an invoice previously, the new Late Fee will be
added to the existing Late Fee.
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e The balance of the invoice will be updated with the new Late Fee charge.

Job Totals e e
E/‘ Subtotal 119.00._
Digcount 0.00 0.00 %
Shipping p.oo
Postage . 0.00
Total 124.95
LateFee 4.09
g PO—
Writeoff 0.00 Terms
Batance
Job Totals window

Viewing Invoices to Which a Late Fee Has Been Charged:

In the A/R section, click Late Fee under Charged. A list of invoices, to which Late Fee has been
charged, appears on the right.

List Manager « = Late Fee / Charged (3 listed)

Invoices Ready-to-Post JobNo Customer Latefee Balance
;“‘“’f‘es L’"i:“_"' ol © 1019 Albright Associates 1.00 66.10
P“"“'c‘:s:x o e‘; 1961 Action Business Sy... 192 12965
P:::ms RH"; ; t o O 2235 Action Business Sy... 1114 754.08
Credits

3| Late Fee

+ () Chargeable

b . Charged

Removing a Late Fee

Sometimes a customer sends a payment for an invoice, and the amount of the payment equals
the invoice balance minus the Late Fee amount. You may decide to apply the payment and
forgo the Late Fee charges.
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Removing a Late Fee While You Are in the Customer’s Payment
Window

1. In the Payment window of the customer, highlight the invoice. (Do not check the
box next to the invoice yet.)

2. Click the Edit Job Totals button on the left pane.

121 11 (a1 e Action Business Systems (37)
Q nnum Payment Received

E ﬂ New Date m Amount
e it |
| save & New Ref. i Remains |’
1% (This Cust) =
[ Sove @ Men Account Balance |_
SNULEE I HOW TO APPLY PAYMENT: To pay allin
l_._llh Save & Close | Invoice  Job Title 0
D Product Guides D

2235  BUSINESS CARDSTHE.. D
|; i View Job
Edit Job
Totals

The Job Totals window opens.

Job Totals . aan -~ L=
5 Subtotl [ ~ 119.00]

Discount 0.00 0.00 %
Shipping 70.])])-
Postage 70_60_
Tax 5.95 |Maryland
Total 12495 |
LateFee 70.00
Paid o000
Writeoff 70_00 Terms
Balance [ 124.95 | [Net 30 Days

3. Inthe Late Fee field, change the amount to 0.00.
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4ol yg

Late Fee
al

Write Off

0.00

0.00  Terms:

ARN GA | [R.I..:ﬂ- icr

4. Click OK to close the Job Totals window. Now you can proceed with paying the

invoice.

Removing a Late Fee While You Are in the List Manager Screen

1.

3.

In the A/R section, click Charged under Late Fee.

List Manager

&« | Late Fee / Charged (3 listed)

Invoices Ready-to-Post
Invoices Unpaid
Invoices Paid-in-Full
Payments Expected
Payments Received
Credits

3| late Fee

i.@ Chargeable

o

JobMNo

1949
) 1961
02235

Customer Latefee
Albright Associates 1.00
Action Business Sy... 192
Action Business Sy... 11.14

Balance
66.10
129,65
754.08

Double-click the invoice from which you want to remove the Late Fee. The History
Job window opens.

Qlu |« | [ E
Action Business Systems
1950 5. Hally Street Suite 1900
Battimare MD 21213

"Shin To
<« Same as Bill To »

Ordered By

David Kirschner
dkirschner@abs.com
Phl: 410-771-0093

2/24/2011
3/11/2011
Our Truck
3/15/2011
Lisa

In History
Scratch

~ Ttems

B3 Edit Specs

| # Edit Costs \

SR

ftem Description

B Collate: Hand

Job Note

Quantity

Time  Price/Hr Unit Price Price

]1 [ Product Guides 6 Originaks (12sides_ | 5000 ||| s5030/m | 425151 ERY [
_| Bond: 20% White 3-Hole Punched - ..
| Plate: CTP Plate
B Small Press: 2 Color Press - Using P...

34,860 12.2254/M 42618

24 17.6000/Ea 42240
69,720 2223 12500 0.0401/Ea 279793
30000 3015 20,00 0.0201/Ea 605.00

Memo to Customer

Job Totals

Subtotal 146409
Discount 364107
. 82404
Postage
‘I_T — ‘ Taxable 425151 Net 30 Days.
Tax 2125

ElsEalES

Click Job Totals.
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4.

5.
6.

In the Job Totals window, change the amount in the LateFee field to 0.00.

Total 4464.09 |
L LateFee 0.00 ]

“pam A LT

Writeoff D.ﬁ

Click OK to save.

In the Job window, click Close to return to the Late Fee | Charged list.

49



X.10 |  Writing Off Unpaid Balances

When it becomes unlikely that you will collect payment on an invoice, especially if only a small
amount is due, you may want to write off the invoice.

Most of the reports that show the write-off amount are included in Reports | Posting.

NOTE: Printer’s Plan does not deduct write-offs from sales totals.

Writing Off Invoices

1. Inthe A/R section, click Likely under Write Off.

,-'.I rj
aay i

List Manager

Invoices Ready-to-Post
Invoices Unpaid

Invoices Paid-in-Full
Payments Expected
Payments Received
Credits
Late Fee

3| Write Off

e

o ) Written Off
Send

A window showing write-off conditions appears.

A/R B

Writeoff an invoice if its:

Balance is less than § 0.50
or Age is greater than (days) 300
ok | [ Cancel ]

2. Fillin the two fields. Printer’s Plan saves these values as defaults until you change them
again in this window.

3. Click OK. Invoices that satisfy one or both of the conditions indicated appear on the right.

4. Select (highlight) the invoice(s) that you want to write off, and click the Write off... button
to write off the selected invoices.
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Jobs Scheduler  TimeTracker Services Customers AR I Reports Settings

A/R & *
"s Plan Main Menu Flnd E)pen Pllnt Emali E1pol‘t Favorites - -
List Manager < |+ Write Off / Likely (4 listed)
Ready-to-Post DateShip... DatePayD... Balance
e Ascat Inc, 03/25/20
TS 7292 [Ascotioc | [ s

Expected
ts Received 30375.00

A confirmation window appears.

@ Do you want to write off selected 4 invoice(s)?

5. Click OK. A second confirmation window appears.
6. Click OK.
The write-off amount appears in the Write Off field of the Job Totals window.

=

387.41
0.00 0.00 %|
0.00

0.00

1937 |Maryland
406.78

Late Fee 0.00

Viewing invoices written off

To see a list of the invoices to which a write-off has been applied, select Written Off under
Write Off.
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|_| Late Fee
(3] Write Off

If you have written off many invoices, the list that appears may be long. Use the “Add Filter”
feature to display a subset of the invoices:

1. Right-click Written Off and select Add Filter....

|3] Write Off

() Likely

-9

|_| Send List Mow
Add Filter...
Favorites... F4

The Find window appears.
2. Select the criteria and click Find Now to list the invoice(s).

NOTE: To view specific information on each write-off, see Reports | Audit Trail.

Reversing a Write-Off

Sometimes a customer pays an old balance which you have written off. In this case, first
remove the write-off amount from the invoice, and then apply the payment.

To remove the write-off amount from an invoice:

1. Find the invoice following the steps under “Viewing Invoices Written Off".
2. Double-click the invoice to openit.

3. Click the Job Totals button to open the Job Totals window.

4. Highlight the amount in the Write Off field and enter 0. 00 (zero).
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X.11 |  Accounts Receivable Reports

In Printer’s Plan, some of the accounts receivable reports are available from the A/R section
while others are listed in the Reports section.

From the A/R section:

Invoices Unpaid

These reports list all the unpaid invoices. Credits are not included in these lists.
For Aging Reports, which include credits, see the Reports section.

Invoices Paid-in-Full

Invoices that are fully paid are listed in these reports. Dates and date ranges refer to the
date in the Last Paid field of the Totals window of an invoice.

The “Average Days to Pay” report shows the paying patterns of your customers.

Payments Expected

These reports show the sum of invoice balances. Dates and date ranges refer to
payment due dates.

Payments Received

“Payment Journal”is another name used for these reports. Dates and date ranges refer
to the dates the payments are entered in Printer’s Plan.

To list payments of only one group or of one payment type, right-click on the report
name and select Add Filter...

From the Reports section:

Posting Sales and accounting reports are included in this group. Your accountant will find most
of the information he/she needs in these reports.

A/R Aging reports and some other accounts receivable reports are included in this group.

Audit Trail Refer to these reports to view any changes made to totals (subtotal, shipping, postage,

tax, etc.) of Orders and History jobs. Dates and date ranges refer to transaction dates of
the changes.
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