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Legal Notice:

The information herein (intellectual property) has been compiled by and is owned by Signature
Software for the explicit use by clients and staff of Signature Software.

No part of this information may be re-sold, re-used in a professional capacity by a third party or
reproduced in any way without written permission from an authorised representative of Signature
Software.

While the information contained herein has been formulated with all due care, Signature Software
does not warrant or represent that the information is free from errors or omission, or that it is
exhaustive and fit for specific purpose other than general information.

Modifications to this material may also occur without notice.
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l: Introduction

This Learning Unit Guide is reference-based, in that most of the information for the
tasks can be found in the Signature Learning Centre.

This guide is designed as a workbook to be used during facilitator led learning.

It includes instructional materials, descriptions of business processes and details of
demonstrations to be undertaken by the facilitator.

There are references to menu paths for accessing the functions within ICE
application and SLC References for locating additional information in the
Signature Learning Centre.

Il: Objectives

To understand and appropriately process Invoices and Credits for Suppliers.

lll: Target Audience

Administration staff responsible for entering Supplier Invoices and Credits in the
ICE Business System.

IV : Prerequisites

e Accounts Payable (Suppliers/Creditors) Processing Activities
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V: Scenarios
V.1: Supplier Invoices - Standard

Workflow

Workflow : Supplier Invoices - Standard

Scenario1: | An administration staff member receives a Supplier invoice that does
notinclude stock items that th ey wish to record in the ICE Business
Systems.

Activities | Stages | QOutcomes

1.1 = +The Suppliernvoiceis
Create a Supplier —‘ ready to be entered
Invoice

12 J » The details of the
Enter Supplier Supplierhas been
Invoice Details ™ recorded

13 —J *Thelinesofthe
Enter Slupplier Invoice have been
Invoice Lines A ccid

14 J +Thelnvoice has been
Update Invoice —  Updated
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Scenario 1: Supplier Invoices - Standard

An administration staff member receives a Supplier Invoice that does not include
stock items that they wish to record in the ICE Business Systems.

1.1: Create a Supplier Invoice

Objectives:

o Create a new Invoice for a Supplier.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Access Accounts Payable Invoices/Credits.

Select menu path:

Accounting > Accounts Payable > Invoices/Credits >
Invoice/Credits Only.
or

The [AP Invoicing] icon.

2. Insert a new Supplier Invoice.

Press F9 or the Green “+” speed button to insert a new Invoice.

Outcomes:

e The Supplier Invoice is ready to be entered.

Notes:

e N/A

1.2: Enter Supplier Invoice Details

Objectives:

e Record the details of the Supplier Invoice.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Enter the Invoice Number as it appears on the Supplier’s Invoice.
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2. Select the Supplier search arrow.

3. Search for the Supplier, the Invoice was received from by typing in
any of the searchable fields.

4. Press F12 to retrieve the search results.
Select the Supplier required.

6. Press OK to select the Supplier and close the Supplier search.

7. Select the Invoice Type of either GST or Sales Tax.
Select the Date as it appears on the Supplier’s Invoice.
Enter any amounts on hold in the Hold Amount field.

10. Confirm the Branch for the Invoice and if required to be modified
select the Branch search arrow.

11. Search for the Branch by typing in any of the searchable fields.
12. Press F12 to retrieve the search results.
13. Select the Branch required.

14. Press OK to select the Branch and close the Branch search.

15. Select the Terms as it appears on the Supplier’'s Invoice.

16. The Pay Date will automatically be calculated based on the Date of
the Invoice entered and the Supplier's Terms selected.

17. Ensure the Transaction Type is Invoice.
18. If applicable, enter a Comment regarding the Supplier Invoice.

19. Press F10 or the Green “v"” speed button to save the transaction.

Outcomes:

o The details of the Supplier has been recorded.

Notes:

e N/A

1.3: Enter Supplier Invoice Lines

Objectives:

e To record the Iltems and General Ledger postings for the Invoice.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities
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\/" Work Instructions

1. Select the Description box to place the cursor there.

2. Press F9 to insert a new line.

3. Enter a Description describing the details of the item Invoiced.

4. Confirm the Period is applicable for the date of the Supplier’s
Invoice.

5. Enter a Quantity.

6. Enter the invoiced amount exclusive of tax in the Price field.

7. If applicable, confirm the Tax% amount.

8. Confirm the Total amount to the amount on the Supplier’s Invoice.
Note:
If the rounding differs to the Supplier’s Invoice, overtype the tax
amount to balance the Total.

9. Within the BAS box select the search arrow.

10. Select the BAS Code the Supplier’s item relates to.

11. Press OK to select the code and close the BAS code search.

12. Within the GL Account box select the search arrow.

13. Search for the GL Account, the Supplier item is to be posted to, by
typing in any of the searchable fields.

14. Press F12 to retrieve the search results.

15. Select the GL Account required.

16. Press OK to select the account and close the GL account search.

17. Press F10 to save the line.

18. If applicable, repeat steps 2 — 17 to record all items supplied.

Al
(n‘(\\D”\\"j Outcomes:
QL/)/ e The lines of the Invoice have been entered.
Notes:
o« N/A
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1.4: Update Invoice

Objectives:

e To update the Invoice to the General Ledger.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Select the Update Status of Ready to Update (complete).

2. Update the Supplier Invoice by right-clicking on the blue title bar.

3. Select the menu option of Processes > Update a range of Invoices
(No Stock Receipting).

Note:
If entering multiple Invoices, they can be updated all at once, by
completing this step once they have all been entered.

4. Review the Checklist.

If required select the Print icon.

Note:

Either the Checklist or Audit Trail is required to be printed as they
contain the same information. It is recommended that the Audit Trail
be printed as this is printed on confirmation of Updating the
transaction. It is suggested that a Checklist only be printed if the
transactions entered need to be reviewed further than can be done
on the screen.

6. Select the Close button to proceed with the update.

7. After reviewing the Checklist, if no further changes are required
select the Yes button to continue with the update.

If changes are required select the No button to continue with the
update.

8. If a copy of the Audit Trail is required, select the Print button.

Note:

If a copy of the Audit Trail is not required, select the Cancel button.
Selecting to cancel the print does not cancel the update. Audit Trails
can be reprinted at any time.

9. Select the OK button to close the Window.

Date: 15/5/08

LU_SUPP - SUPPLIER INVOICES & CREDITS.DOC Page 9



Software Learning Unit Guide

4‘ Ay
(\\) ’Q\»’jk Outcomes:
g

e The Invoice has been updated.

Notes:

e N/A
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V.2 : Supplier Invoices — With Stock Receipting

Workflow

Workflow : Supplier Invoices — With Stock Receipting

Scenario 2 : | An administration staff member receives a Supplier invoicethatin cludes
stock items that they wish to record in the ICE Business Systems.

21
Create a Supplier
Invoice

+The Supplierinvoiceis
ready to be entered

22 J « The details of the

Enter Supplier Supplierinvoice has
Invoice Details ~  been recorded

Enter Supplier Invoice have been

Invoice Lines & enterad and stock
Receipt Stock j received

23 J +Thelinesofthe

J +Thelnvoice has been

24 U pdated

Update Invoice i
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Scenario 2: Supplier Invoices — With Stock Receipting

An administration staff member receives a Supplier Invoice that includes stock items
that they wish to record in the ICE Business Systems.

I 2.1: Create a Supplier Invoice

| Objectives:

| o Create a new Invoice for a Supplier that includes Stock Items to be
receipted.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

"

\ Work Instructions

1. Access Accounts Payable Invoices/Credits with Stock
Receipting.

Select menu path:

Accounting > Accounts Payable > Invoices/Credits >
Invoice/Credits with Stock Receipting.

or

The [AP Invoicing with Stock Receipting] icon.

2. Insert a new Supplier Invoice.
Press F9 or the Green “+” speed button to insert a new Invoice.

4" ~
‘ (@é—% Outcomes:

e The Supplier Invoice is ready to be entered.

Notes:

e N/A

2.2: Enter Supplier Invoice Details

Objectives:

o

¢ Record the details of the Supplier Invoice.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities
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Work Instructions

1. Enter the Invoice Number as it appears on the Supplier’s Invoice.

2. Select the Supplier search arrow.

3. Search for the Supplier, the Invoice was received from, by typing in
any of the searchable fields.

4. Press F12 to retrieve the search results.
Select the Supplier required.

6. Press OK to select the Supplier and close the Supplier search.

7. Select the Invoice Type of either GST or Sales Tax.
8. Select the Date as it appears on the Supplier’s Invoice.
9. Enter any amounts on hold in the Hold Amount field.

10. Confirm the Branch for the Invoice and if required to be modified,
select the Branch search arrow.

11. Search for the Branch by typing in any of the searchable fields.
12. Press F12 to retrieve the search results.
13. Select the Branch required.

14. Press OK to select the Branch and close the Branch search.

15. Confirm the Location for the stock to be receipted to and if required
to be modified, select the Location search arrow.

16. Search for the Location by typing in any of the searchable fields.
17. Press F12 to retrieve the search results.
18. Select the Location required.

19. Press OK to select the Location and close the Location search.

20. Select the Terms as it appears on the Supplier’s Invoice.

21. The Pay Date will automatically be calculated based on the Date of
the Invoice entered and the Supplier's Terms selected.

22. Ensure the Transaction Type is Invoice.

23. Enter the Invoice total in the Confirmation Total field to reconcile
with later.

24. Enter the Delivery Date of the stock.
25. If applicable, enter the Delivery Docket Number .

26. If applicable, enter a Comment regarding the Supplier Invoice.

27. Press F10 or the Green “v”” speed button to save the transaction.

Date: 15/5/08 LU_SUPP - SUPPLIER INVOICES & CREDITS.DOC Page 13



Software Learning Unit Guide

D)

(:L

J

\

Outcomes:

=

o The details of the Supplier Invoice has been recorded.

|

Notes:

e N/A

2.3: Enter Supplier Invoice Lines & Receipt Stock

Objectives:

o To receipt Stock Items and record General Ledger postings for the
Invoice.

e To reconcile stock received on the Invoice against stock ordered on the
Purchase Order.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

\ Work Instructions

1. If applicable, select the Default Purchase Order Number search
arrow.

2. Search for the Purchase Order by typing in any of the searchable
fields.

Press F12 to retrieve the search results.
Select the Purchase Order required.

Press OK to select the Purchase Order and close the Purchase
Order search.

6. If applicable, select the Retrieve Order button to match the stock
against the order.

Note:

The Purchase Order should not be retrieved here if a barcode reader
is to be used. Instead the Order is to be retrieved on each line to
ensure the barcodes are correctly attached to Product Items.

7. Search for the Purchase Order by typing in any of the searchable
fields.

8. Press F12 to retrieve the search results.
9. Select the Purchase Order required.

10. Press OK to select the Purchase Order and close the Purchase
Order search.
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Screen: Supplier Invoices with GST and Stock Receipting (Stock

Items)

11. If a Purchase Order was retrieved, locate the first Item to be
receipted.

Proceed to step 34 to continue.

Screen: Supplier Invoices with GST and Stock Receipting > Barcode
Reader

12. If using a barcode scanner, select Barcode reader in use and click
in the Barcode Entry field.

If not using a barcode reader proceed to step 27.

13. Scan the item’s barcode.

Screen: Confirm
14. If barcode unknown, select “Yes” to add barcode to Stock File.
Screen: Create/Edit Product Barcodes

15. Within the Stock Code box, select the search arrow.

Screen: Product Search

16. Search for the Product to be receipted by typing in any of the
searchable fields.

17. Press F12 to retrieve the search results.
18. Select the Product required.

19. Press OK to select the Product and close the Product search.

Screen: Create/Edit Product Barcodes

20. Select OK to save and close the Product Barcodes window.

Screen: Supplier Invoices with GST and Stock Receipting (Stock
Items)

21. Scan the item’s barcode.

22. If a Purchase Order is to be retrieved, within the Order No box
select the search arrow.

Screen: Order Search

23. Search for the Purchase Order by typing in any of the searchable
fields.

24. Press F12 to retrieve the search results.
25. Select the Purchase Order required.

26. Press OK to select the Purchase Order and close the Purchase
Order search.

Proceed to step 34 to continue.

Screen: Supplier Invoices with GST and Stock Receipting (Stock

Items)

27. If an item is to be added select the Description box to place the
cursor there.

28. Press F9 to insert a new line.
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29. Within the Product box, select the search arrow.

30. Search for the Product to be receipted by typing in any of the
searchable fields.

31. Press F12 to retrieve the search results.
32. Select the Product required.

33. Press OK to select the Product and close the Product search.

34. Confirm the Period is applicable for the date of the Supplier's
Invoice.

35. Enter a Quantity.

Note:

For serialised stock, a quantity cannot be entered, as it is
automatically calculated from the number of serial numbers entered.
Serial numbers are entered once the line has been saved.

36. Enter the invoiced amount exclusive of tax in the Price field.
37. If applicable, confirm the Tax% amount.
Note:

For serialised stock, the Tax% will not be generated until after the
line has been saved and serial numbers have been entered.

38. Confirm the Total amount to the amount on the Supplier’'s Invoice.

Note:

For serialised stock, the Total will not be generated until after the line
has been saved and serial numbers have been entered.

If the rounding differs to the Supplier’s Invoice, overtype the tax
amount to balance the Total.

39. Within the BAS box, select the search arrow.

40. Select the BAS Code, the Supplier’s item relates to.

41. Press OK to select the code and close the BAS code search.

42. The GL Account field will default to the Stock on Hand account listed
in the ltem’s GL Set Code.

43. Press F10 to save the line.

44. If Price differs from Inventory Masterfile, select whether this Price is
to be added.

45. If prompted, enter the Suppliers own Affiliate Code to be used on
future Purchase Orders for this Supplier.
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46. If a serialised item, select Yes to confirm this is a normal stock
receipt.

47. Enter or scan the Serial Numbers.

48. Press OK to close the Stock Location screen.

49. If applicable, repeat steps 42 — 48 to record all items supplied.

50. If applicable, add non-stock items by selecting the next available
Description box to place the cursor here.

51. Press F9 to insert a new line.
52. No Product is required.
53. Enter a Description describing the details of the item Invoiced.

54. Confirm the Period is applicable for the date of the Supplier's
Invoice.

55. Enter a Quantity of 1.

56. Enter the invoiced amount exclusive of tax in the Price field.

57. If applicable, confirm the Tax% amount.

58. Confirm the Total amount to the amount on the Supplier’'s Invoice.
Note:

If the rounding differs to the Supplier’s Invoice, overtype the tax
amount to balance the Total.

59. Within the BAS box select the search arrow.

60. Select the BAS Code the Supplier’s item relates to.

61. Press OK to select the code and close the BAS code search.

62. Within the GL Account box, select the search arrow.

63. Search for the GL Account, the Supplier item is to be posted to, by
typing in any of the searchable fields.

64. Press F12 to retrieve the search results.
65. Select the GL Account required.

66. Press OK to select the account and close the GL account search.

67. Press F10 to save the line.

68. If applicable, repeat steps 50 - 67 to record all non-stock items
supplied.
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Outcomes:

e The lines of the Invoice have been entered and stock received.

Notes:

e N/A

2.4: Update Invoice

Objectives:

o To update the Invoice to the General Ledger.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Select the Update Status of Ready to Update (complete).
2. Update the Supplier Invoice by right-clicking on the blue title bar.

Select the menu option of Processes > Update a range of Invoices
(With Stock Receipting).

4. Review the Checklist.

If required select the Print icon.

Note:

Either the Checklist or Audit Trail is required to be printed as they
contain the same information. It is recommended that the Audit Trail
be printed as this is printed on confirmation of Updating the
transaction. It is suggested that a Checklist only be printed if the
transactions entered need to be reviewed further than can be done
on the screen.

6. Select the Close button to proceed with the update.

7. After reviewing the Checklist, if no further changes are required,
select the Yes button to continue with the update.

If changes are required, select the No button to continue with the
update.

8. If a copy of the Audit Trail is required, select the Print button.

Note:

If a copy of the Audit Trail is not required, select the Cancel button.
Selecting to cancel the print does not cancel the update. Audit Trails
can be reprinted at any time.
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9. Select the OK button to close the Window.

Al
( J‘\N\\’% Outcomes:
..JL/ e The Invoice has been updated.
Notes:
o N/A
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V.3 : Supplier Credits - Standard
Workflow
Workflow : Supplier Credits - Standard
Scenario 3 : | ASupplierinvoicehasbeen updated and a Craditnot including any

stock items is requiredto be record in the ICE Business Systems.

3.1
Create a Supplier
Credit

32
Enter Supplier
Credit Details

33
Enter Supplier
Credit Lines

34
Update Credit

35
Select Credit

36
Allocate Credits

*The Supplier Creditis
ready to be entered

— 1

—J +The details of the
Supplierhas been
M recorded

Mote have been
M entered

J -Thelines of the Credit

J + The Credit has been
L pdated

*The Supplier Credit
has been selected

* The Credit Mote is
now allocatedto the
Inwoice(s)

+ The outstanding
amountforthe
Inwoices allocated are
now lessthe Credit
amountallocated
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Scenario 3: Supplier Credits - Standard

A Supplier Invoice has been updated and a Credit, not including any stock items, is
required to be recorded in the ICE Business Systems.

3.1: Create a Supplier Credit

Objectives:

o Create a new Credit for a Supplier.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Access Accounts Payable Invoices/Credits.

Select menu path:

Accounting > Accounts Payable > Invoices/Credits >
Invoice/Credits Only.
or

The [AP Invoicing] icon.

2. Insert a new Supplier Credit.

Press F9 or the Green “+” speed button to insert a new Credit.

Outcomes:

e The Supplier Credit is ready to be entered.

Notes:

e N/A

3.2: Enter Supplier Credit Details

Objectives:

e Record the details of the Supplier Credit.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Enter the Credit Number as it appears on the Supplier’s Credit Note.
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2. Select the Supplier search arrow .

3. Search for the Supplier, the Credit was received from, by typing in
any of the searchable fields.

4. Press F12 to retrieve the search results.
5. Select the Supplier required.

6. Press OK to select the Supplier and close the Supplier search.

7. Select the Credit Type of either GST or Sales Tax.
8. Select the Date as it appears on the Supplier's Credit Note.

9. Confirm the Branch for the Credit and if required to be modified
select the Branch search arrow.

10. Search for the Branch by typing in any of the searchable fields.
11. Press F12 to retrieve the search results.
12. Select the Branch required.

13. Press OK to select the Branch and close the Branch search.

14. Select the Terms as it appears on the Supplier's Credit Note.
15. The Pay Date will automatically be calculated.

16. The Transaction Type will automatically be determined as Credit
when a negative balance is calculated.

17. If applicable, enter a Comment regarding the Supplier Credit Note.

18. Press F10 or the Green “v"” speed button to save the transaction.

Outcomes:

o The details of the Supplier has been recorded.

Notes:

e N/A

3.3: Enter Supplier Credit Lines

Objectives:

e To record the Items and General Ledger postings for the Credit Note.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Select the Description box to place the cursor there.
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2. Press F9 toinsert a new line.

Enter a Description describing the details of the item Credited.

&

Confirm the Period is applicable for the date of the Supplier’s Credit
Note.

Enter a negative Quantity.
Enter the credit amount exclusive of tax in the Price field.

If applicable, confirm the Tax% amount.

© N o o

Confirm the Total amount to the amount on the Supplier's Credit
Note.

Note:
If the rounding differs to the Supplier’s Credit Note, overtype the tax
amount to balance the Total.

9. Within the BAS box select the search arrow.

10. Select the BAS Code the Supplier’s item relates to.

11. Press OK to select the code and close the BAS code search.

12. Within the GL Account box select the search arrow.

13. Search for the GL Account, the Supplier item is to be posted to, by
typing in any of the searchable fields.

14. Press F12 to retrieve the search results.
15. Select the GL Account required.

16. Press OK to select the account and close the GL account search.

17. Press F10 to save the line.

18. If applicable, repeat steps 2 — 17 to record all items credited.

d (\Nt% Outcomes:

‘QL/ e The lines of the Credit Note have been entered.
Notes:
o« N/A

3.4: Update Credit

Objectives:

e To update the Credit to the General Ledger.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities
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Work Instructions

1. Complete Scenario “Supplier Invoices — Standard” Stage 1.4.

‘ (\\))y\"j Outcomes:
¢l

3 /
..J/ e The Credit has been updated.

Notes:

e N/A

3.5: Select Credit

Objectives:

— o Select the Credit Note to allocate to the original Invoice(s).
SLC Reference:

o |CE Business Systems > Accounts Payable > Processing Activities >
Accounts Payable Allocate/Unallocate Credits

"

\ Work Instructions

1. Access Allocate/Unallocate Credits.

Select menu path:
Accounting > Accounts Payable > Allocate/Unallocate Credits.

2. Select the Supplier search arrow.

3. Search for the Supplier the Credit Note was for by typing in any of
the searchable fields.

4. Press F12 to retrieve the search results.
5. Select the Supplier required.

6. Press OK to select the Supplier and close the Supplier search.

7. Locate and select the Credit Note.

S\

n) //Q/
(:((Q—AJ

4 e The Supplier Credit has been selected

Outcomes:

N\t

N\

N\

|

Notes:

e N/A
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3.6: Allocate Credits
Objectives:
: o Allocate the Credit to the Invoice(s).
- SLC Reference:
o |CE Business Systems > Accounts Payable > Processing Activities
\ Work Instructions
1. Select the Distribution tab to view the original Invoice.
2. Locate and double-click on the original Invoice.
3. Enter the amount of the Credit applicable in the Amount to be
Allocated.
4. Press OKto close the Allocation Amount box.
If applicable, repeat steps 1 — 4 for all Invoices credited.
6. Press OK to close the Allocate Payments/Credits to Invoices screen.
"’g‘-'/\«
( (\Nt% Outcomes:
A7
__gL—/ e The Credit Note is now allocated to the Invoice(s).
e The outstanding amount for the Invoices allocated are now less the
Credit amount allocated.
Notes:
o N/A
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V.4 : Supplier Credits — With Stock Receipting

Workflow :

Supplier Credits — With Stock Receipting

Scenariod : | ASupplierinvoicewith stock receiptinghas been updated and an
administration staff member receives a Supplier CreditMote that
includes stockitems that th ey wish to record in the lCE Business
Systems.

Inputs

Activities | Stages

4.1
Create a Supplier
Credit

42
Enter Supplier
Credit Details

4.3
Enter Supplier
Credit Lines &
Return Stock

v

QOutcomes

*The Supplier Creditis
ready to be entered

J - The details of the
Supplier Credithas
M been recorded

Invoice have been
entered and stock
7 received

J *Thelinesofthe

*The Credit has been
U pdated

24 1
Update Invoice
+The Credit Note is

3.5: Select Credit
¥
3.6: Allocate
Credits

now allocatedto the
Inwoice(s)

* The outstanding
amountforthe
Invoices allocated are
now lessthe Credit
amountallocated
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Scenario 4: Supplier Credits — With Stock Receipting

A Supplier Invoice with stock receipting has been updated and an administration staff
member receives a Supplier Credit Note that includes stock items that they wish to
record in the ICE Business Systems.

1 4.1: Create a Supplier Credit

Objectives:

: e Create a new Credit for a Supplier that includes Stock Items to be
credited.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

=

\ Work Instructions

1. Access Accounts Payable Invoices/Credits with Stock
Receipting.

Select menu path:

Accounting > Accounts Payable > Invoices/Credits >
Invoice/Credits with Stock Receipting.

or

The [AP Invoicing with Stock Receipting] icon.

2. Insert a new Supplier Credit.

Press F9 or the Green “+” speed button to insert a new Credit.

Al
‘ (\Dt% Outcomes:
4 v
.:L)/ e The Supplier Credit is ready to be entered.
Notes:
e NA
| 4.2: Enter Supplier Credit Details

Objectives:

| e Record the details of the Supplier Credit.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities
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Work Instructions

1. Enter the Credit Number as it appears on the Supplier's Credit Note.

2. Select the Supplier search arrow.

3. Search for the Supplier, the Credit was received from by typing in
any of the searchable fields.

4. Press F12 to retrieve the search results.
Select the Supplier required.

6. Press OK to select the Supplier and close the Supplier search.

7. Select the Credit Type of either GST or Sales Tax.

8. Select the Date as it appears on the Supplier's Credit Note.

9. Enter any amounts on hold in the Hold Amount field.

10. Confirm the Branch for the Credit and if required to be modified
select the Branch search arrow.

11. Search for the Branch by typing in any of the searchable fields.

12. Press F12 to retrieve the search results.

13. Select the Branch required.

14. Press OK to select the Branch and close the Branch search.

15. Confirm the Location for the stock to be removed from and if
required to be modified select the Location search arrow.

16. Search for the Location by typing in any of the searchable fields.

17. Press F12 to retrieve the search results.

18. Select the Location required.

19. Press OK to select the Location and close the Location search.

20. Select the Terms as it appears on the Supplier's Credit Note.

21. The Pay Date will automatically be calculated.

17. The Transaction Type will automatically be determined as Credit
when a negative balance is calculated.

22. Enter the return date as the Delivery Date of the stock.

23. If applicable, enter a Comment regarding the Supplier Credit.

24. Press F10 or the Green “v”” speed button to save the transaction.

Date: 15/5/08
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\ 5

D)

(:L

% Outcomes:

=

o The details of the Supplier Credit has been recorded.

|

Notes:

e N/A

I 4.3: Enter Supplier Credit Lines & Return Stock

- Objectives:

e To return Stock Items and record General Ledger postings for the
Credit.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Select the Description box to place the cursor here.
2. Press F9 to insert a new line.

3. Select the Product search arrow.

4. Search for the Product to be returned by typing in any of the
searchable fields.

Press F12 to retrieve the search results.
6. Select the Product required.

7. Press OK to select the Product and close the Product search.

8. Confirm the Period is applicable for the date of the Supplier's Credit
Note.

9. Enter a negative Quantity for the stock credited.
Note:
For serialised stock, a quantity cannot be entered as it is

automatically calculated from the number of serial numbers entered.
Serial numbers are entered once the line has been saved.

10. Enter the credited amount exclusive of tax in the Price field.
11. If applicable, confirm the Tax% amount.
Note:

For serialised stock, the Tax% will not be generated until after the
line has been saved and serial numbers have been entered.

12. Confirm the Total amount to the amount on the Supplier's Credit
Note.
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Note:

For serialised stock, the Total will not be generated until after the line
has been saved and serial numbers have been entered.

If the rounding differs to the Supplier’s Credit Note, overtype the tax
amount to balance the Total.

13. Within the BAS box select the search arrow.

14. Select the BAS Code the Supplier’s item relates to.

15. Press OK to select the code and close the BAS code search.

16. The GL Account field will default to the Stock on Hand account listed
in the Item’s GL Set Code.

17. Press F10 to save the line.

18. If a serialised item, select No to confirm this is not a normal stock
receipt.

19. Press F9 to enter Serial Numbers to be removed.

20. Select the Serial Number search button.

21. Select the Serial Number to be returned.

22. Press OK to close the screen.

23. If multiple Serial Numbers repeat steps 19 — 22.
24. Press F10 to save the Serial Number.

25. Select OK to close the screen.

Outcomes:

e The lines of the Invoice have been entered and stock received.

Notes:

e N/A

2.4: Update Invoice

Objectives:

e To update the Credit to the General Ledger.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities
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Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting”
Stage 2.4.

Outcomes:

e The Credit has been updated.

Notes:

e« N/A

3.5: Select Credit
v
3.6: Allocate Credits

Objectives:

o Allocate the Credit to the Invoice(s).
SLC Reference:

o |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Credits — Standard” Stage 3.5 to 3.6.

Outcomes:

e The Credit Note is now allocated to the Invoice(s).

e The outstanding amount for the Invoices allocated are now less the
Credit amount allocated.

Notes:

e N/A
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V.5: Supplier Invoices — Incorrect Stock Receipt (not Updated)

Workflow

Workflow : Supplier Invoices — Incorrect Stock Receipt (not Updated)

Scenario 5 : | Afterenteringa stock receipt, an incorrect price has been identified for
an item that has since been sold, butthe Accounts Payablenvoiceis
notyet updated.

* Thenumber of items
sold at the incorrect
price has been
identified

Costof Sales account
M has been completed

J + An entry correctingthe

24 J *Thelnvoice has been
Update Invoice il poated
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Scenario 5: Supplier Invoices — Incorrect Stock Receipt (not Updated)

After entering a stock receipt, an incorrect price has been identified for an item that

has since been sold, but the Accounts Payable Invoice is not yet updated.

5.1: Determine Quantity Sold

Objectives:

o Determine the quantity of Stock items sold at the incorrect price.

SLC Reference:

o |CE Business Systems > Inventory > Setup Activities > Enquiry tab

Work Instructions

1. Access Inventory Master File.

Select menu path:
Admin > Inventory.

of the searchable fields.

2. Search for the Item receipted at the incorrect price, by typing in any

3. Press F12 to retrieve the search results.
4. Select the Browse tab.

5. Locate and select the Item.

6. Select the Enquiry tab.

7. Ensure the On Hand tab is selected.

8. Double-click on the Location the stock was receipted into.

9. Locate the incorrect stock receipt.
10. Note the Qty Used.

11. Select Done to close the window.

Outcomes:

e The number of items sold at the incorrect price has been identified.

Notes:

e N/A
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L

N

L

e
)

J

5.2: Correct Stock Receipt

Objectives:

e Correct the incorrect price and generate an adjustment to the Cost of
Sales GL account for the incorrect posting of sold items.

SLC Reference:

e |CE Business Systems > Accounting > Processing Activities

Work Instructions

1. Access Accounts Payable Invoices/Credits with Stock
Receipting.

Select menu path:

Accounting > Accounts Payable > Invoices/Credits >
Invoice/Credits with Stock Receipting.

or

The [AP Invoicing with Stock Receipting] icon.

2. Select the Browse tab.
Locate and select the Supplier Invoice to be corrected.
4. Select the Details tab.

Locate and select the Stock item with the incorrect stock price.
Modify the Price field to the correct cost price.

Press F10 to save the line.

8. Select Yes to the message “Editing the cost price on this item
requires COGS adjustment for the sold items. Continue?”

9. Aline will be automatically created to the Cost of Sales GL Account
for the item in the amount of the difference between the original cost
price and the changed cost price for the items sold.

Outcomes:

e An entry correcting the Cost of Sales account has been completed.

Notes:

e N/A
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2.4: Update Invoice

Objectives:

e To update the Invoice to the General Ledger.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting”

Stage 2.4.

Outcomes:

e The Invoice has been updated.

Notes:

e N/A
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V.6 : Supplier Invoices — Incorrect Stock Receipt (Updated)

Workflow

Workflow : Supplier Invoices — Incorrect Stock Receipt (Updated)

Scenario 6 : | Afterenteringa stock receipt, an incorrect price has been identified for
an item that has since been sold andthe Accounts Payable Invoice has
been updated. An adjustmentIinvoice or Creditis reguired.

5.1 1/’] +* The number of items
Determine Quantity soldhas been
Sold identified

+ The cost of sales
accountforthe
Inventory ltem has
been identified

g *The details of the

2.1:Create a

N\

Supplier Adjustment

Supplier Invoice has been recorded
\4 4 i
2.2: Enter
Supplier Invoice - The unsold Stock has
Details now been receipted at
v the correct price
A4 « An entry correcting the
Costof Sales account
has been completed

*Thelnvoice has been
U pdated
2.4
Update Invoice * The Adjustmentis now
- allocatedto the
- Invoice(s)
+The outstanding
3.5: Select Credit amountforthe
X Inwoices allocated are
3.6: Allocate now lessthe Credit
Credits 7 amountallocated
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Scenario 6: Supplier Invoices — Incorrect Stock Receipt (Updated)
After entering a stock receipt, an incorrect price has been identified for an item that
has since been sold and the Accounts Payable Invoice has been updated. An
adjustment Invoice or Credit is required.
Note:
If stock was receipted at an incorrect amount, the Accounts Payable Invoice updated
would have an incorrect total and the Suppliers balance would need to be corrected.
—
: 5.1: Determine Quantity Sold
Objectives:
o Determine the number of items sold at the incorrect price.
SLC Reference:
e |CE Business Systems > Inventory > Inventory Setup Activities
\ Work Instructions
1. Complete Scenario “Supplier Invoices — Incorrect Stock Receipt
(not Updated)” Stage 5.1.
"’g‘-'/\«
(\Nt% Outcomes:
‘ \ L:/
— e The number of items sold has been identified.
Notes:
o NA
i 6.1: Determine Cost of Sales GL Account
Objectives:
e Determine the Cost of Sales GL Account the incorrect amount has
been posted fo.
SLC Reference:
e |CE Business Systems > Inventory > Inventory Setup Activities
\ ' Work Instructions
1. Access Inventory Master File.
Select menu path:
Admin > Inventory.
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2. Select the Details tab.
Note the Account Set Code for the ltem.

4. Select OK to close the window.

5. Access GL Set Codes.
Select menu path:
Admin > Setup > Accounting > GL Set Codes.

6. Search for GL Set Code noted in step 3, by typing in any of the
searchable fields.

7. Press F12 to retrieve the search results.
8. Select the Browse tab.

9. Locate and select the GL Set Code.

10. Select the Details tab.

11. Select the Code Browse tab.

12. Locate and select the Branch the stock receipt was for.
13. Select the Code Details tab.

14. Note the Cost of Inv Items account.

15. Select OK to close the window.

Outcomes:

e The cost of sales account for the Inventory ltem has been identified.

Notes:

e N/A

2.2: Enter Supplier Invoice Details

Objectives:

e Create a new Invoice or Credit for a Supplier that adjust Stock items
incorrectly receipted.

SLC Reference:

o |CE Business Systems > Accounts Payable > Processing Activities
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Work Instructions

1. Where the Invoice entered is less than the actual Invoice received,
complete Scenario “Supplier Invoices — with Stock Receipting”
Stage 2.1 to 2.2.

2. Where the Invoice entered is more than the actual Invoice received
complete Scenario “Supplier Credits — with Stock Receipting”
Stage 4.1 t0 4.2.

Outcomes:

2 /
.:L)/ e The details of the Supplier Adjustment has been recorded.

Notes:

e N/A

6.2: Create Stock Receipt Invoice Adjustment

. Objectives:

e Create an adjustment Invoice or Credit, to enter an adjustment to the
Cost of Sales GL account for the incorrect cost price posted.

¢ Receipt any remaining Stock items at the correct price.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

\ Work Instructions

Click in the Description field to place the cursor there.
Press F9 to insert a new line.

No Product is required.

L e

Enter a Description describing the details of the item receipted
incorrectly.

5. Confirm the Period is applicable for the date of the original Supplier’s
Invoice.

6. Enter the Quantity of items sold with the incorrect price.
Note:

The quantity will need to be entered as a negative value if the
incorrect amount was more than the correct amount.

7. Enter the discrepancy amount exclusive of tax in the Price field.
If applicable, confirm the discrepancy Tax% amount.

Within the BAS box select the search arrow.
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10. Select the BAS Code used on the incorrectly priced Item.

11. Press OK to select the code and close the BAS code search.

12. Within the GL Account box select the search arrow.

13. Search for the Cost of Sale GL Account this Item posts to
(determined in 5.2), by typing in any of the searchable fields.

14. Press F12 to retrieve the search results.
15. Select the GL Account required.

16. Press OK to select the account and close the GL account search.

17. Press F10 to save the line.

18. If the quantity sold (determined in 6.1) at the incorrect value is less
than the quantity receipted press F9 to add another line.

19. Select the Product search arrow to reverse the remaining unsold
quantity at the incorrect price.

20. Search for the Product to be receipted, by typing in any of the
searchable fields.

21. Press F12 to retrieve the search results.
22. Select the Product required.

23. Press OK to select the Product and close the Product Search.

24. Confirm the Period is applicable for the date of the Supplier’s
Invoice.

25. Enter a negative Quantity for the remaining unsold stock.

Note:

For serialised stock, a quantity cannot be entered as it is
automatically calculated from the number of serial numbers entered.
Serial numbers are entered once the line has been saved.

26. Enter the incorrectly receipted amount exclusive of tax in the Price
field.

27. If applicable, confirm the Tax% amount.

Note:
For serialised stock, the Tax% will not be generated until after the
line has been saved and serial numbers have been entered.

28. Confirm the Total amount to the amount on the Supplier’s Invoice.

Note:

For serialised stock, the Total will not be generated until after the line
has been saved and serial numbers have been entered.

If the rounding differs to the Supplier’s Invoice, overtype the tax
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amount to balance the Total.
29. Within the BAS box select the search arrow.

30. Select the BAS Code the Supplier’s item relates to.

31. Press OK to select the code and close the BAS code search.

32. The GL Account field will default to the Stock on Hand account listed
in the Item’s GL Set Code.

33. Press F10 to save the line.

34. If a serialised item, select No to confirm this is not a normal stock
receipt.

35. Press F9 to enter Serial Numbers to be removed.

36. Select the Serial Number search button.

37. Select the Serial Number to be removed.

38. Press OK to close the screen.

39. If multiple Serial Numbers repeat steps 35 — 38.
40. Press F10 to save the Serial Number.

41. Select OK to close the screen.

42. If the quantity sold (determined in 6.1) at the incorrect value is less
than the quantity receipted add another line to receipt the remaining
unsold quantity at the correct price by completing Stage 2.3 of
Scenario “Supplier Invoices — with Stock Receipting” .

"i" ~n
A\ Outcomes:
g
— e The unsold Stock has now been receipted at the correct price.

e An entry correcting the Cost of Sales account has been completed.

Notes:

e N/A

2.4: Update Invoice

Objectives:

- e To update the Invoice to the General Ledger.
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SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting’
Stage 2.4.

‘ (\\D,} ; 7 Outcomes:
w

/
,.J)/ e The Invoice has been updated.

Notes:

e N/A

3.5: Select Credit
v
3.6: Allocate Credits

Objectives:

A

o Allocate the Credit to the Invoice(s).
SLC Reference:

o |CE Business Systems > Accounts Payable > Processing Activities

———

\ Work Instructions

1. Where the Invoice entered was more than the actual Invoice
received and a Credit created complete Scenario “Supplier Credits
— Standard” Stage 3.5 to 3.6.

J

\

‘ é\‘) Outcomes:
|

“’ )

e The Adjustment is now allocated to the Invoice(s).

e The outstanding amount for the Invoices allocated are now less the
Credit amount allocated.

Notes:

e N/A
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V.7 : Supplier Invoices — Warranty Stock Replacements

Workflow
Workflow : Supplier Invoices — Warranty Stock Replacement
Scenario7 : | AStock item has been replaced under SupplierWarranty.

The exchange in goods needsto be recorded in the ICE Business
System.

2.1: Create a )
Supplier Invoice ! * The detailsof the
Supplierlnvoice or

b/
2.2: Enter Credithas been
Supplier Invoice recorded
Details
A4
-~ reee—
o J - The replaced Stock
L has now been
~ receipted
v
24 J *Thelnvoice/Credithas
; ~<
Update Invoice ~__Peen updated

* The Credit Note is
now allocatedto the

Invoice(s)
3.5: Select Credit +The outstanding
v amountforthe
3.6:Allocate Invoices allocated are
Credits now lessthe Credit

amountallocated
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Scenario 7: Supplier Invoices — Warranty Stock Replacement

A Stock item has been replaced under Supplier Warranty. The exchange in goods
needs to be recorded in the ICE Business System.

Note:

It is recommended that an Inventory Location of Warranty/Supplier Repair be
established and items direct transferred to this location. Complete Scenario
“Inventory — Direct Transfers” from the Inventory Learning Units for details on
completing a Direct Transfer.

Before recording the warranty stock replacement, the item will first need to be direct
transferred back from the Warranty/Supplier Repair stock location. If the Stock item is
not serialised and there is no change in the Supplier balance, this is the only
requirement in the ICE Business System.

If the Stock item was not replaced, but a Credit issued only, complete Scenario 4
“Supplier Credits — With Stock Receipting”.

2.1: Create a Supplier Invoice
v
2.2: Enter Supplier Invoice Details

Objectives:

o Create a new Invoice or Credit for the Warranty Stock Replacement to
be recorded in.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1.  Where the accompanying Invoice has a nil or greater total complete
Scenario “Supplier Invoices — with Stock Receipting” Stage 2.1 to
2.2.

2. Where the accompanying Invoice has a negative total complete
Scenario “Supplier Credits — with Stock Receipting” Stage 4.1 to
4.2.

Outcomes:

e The details of the Supplier Invoice or Credit has been recorded.

Notes:

e N/A
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=

7.1: Record Stock Warranty Replacement

Objectives:

e Create an Invoice or Credit to record the Stock Warranty Replacement.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Remove the replaced item from Stock by selecting the Product
search arrow.

Search for the Product by typing in any of the searchable fields.
Press F12 to retrieve the search results.

Select the Product required.

o > w0 DN

Press OK to select the Product and close the Product search.

6. Confirm the Period is applicable for the date of the Supplier’s
Invoice.

7. Enter a negative Quantity for the number of stock replaced.

Note:

For serialised stock, a quantity cannot be entered as it is
automatically calculated from the number of serial numbers entered.
Serial numbers are entered once the line has been saved.

Enter the returned amount exclusive of tax in the Price field.

If applicable, confirm the Tax% amount.

Note:
For serialised stock, the Tax% will not be generated until after the
line has been saved and serial numbers have been entered.

10. Confirm the Total amount to the amount on the Supplier’s
Invoice/Credit.

Note:

For serialised stock, the Total will not be generated until after the line
has been saved and serial numbers have been entered.

If the rounding differs to the Supplier’s Invoice/Credit, overtype the
tax amount to balance the Total.

11. Within the BAS box select the search arrow.

12. Select the BAS Code the Supplier’s item relates to.

13. Press OK to select the code and close the BAS code search.
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P

14. The GL Account field will default to the Stock on Hand account listed
in the Item’s GL Set Code.

15. Press F10 to save the line.

16. If a serialised item, select No, to confirm this is not a normal stock
receipt.

17. Press F9 to enter Serial Numbers to be replaced.

18. Select the Serial Number search button.

19. Select the Serial Number to be removed.

20. Press OK to close the screen.

21. If multiple Serial Numbers repeat steps 17 — 20.
22. Press F10 to save the Serial Number.

23. Select OK to close the screen.

24. Add another line to receipt the replacement item by completing Stage
2.3 of Scenario “Supplier Invoices — with Stock Receipting” .

Outcomes:

e The replaced Stock has now been receipted.

Notes:

e N/A

2.4: Update Invoice

Objectives:

e To update the Invoice/Credit to the General Ledger.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting”
Stage 2.4.
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Outcomes:

The Invoice/Credit has been updated.

Notes:

N/A

3.5: Select Credit
v
3.5: Allocate Credits

Objectives:

Allocate the Credit to the Invoice(s).

SLC Reference:

ICE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1.

Where a Credit was created, complete Scenario “Supplier Credits —
Standard” Stage 3.5 to 3.6.

Outcomes:

The Credit Note is now allocated to the Invoice(s).

The outstanding amount for the Invoices allocated are now less the
Credit amount allocated.

Notes:

N/A
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V.8 : Supplier Invoices — Free Stock

Workflow
Workflow : Supplier Invoices — Free Stock
Scenario 8 : | Additional Stockhas been receivedfres of charge on a Supplierinvoice.

Acost price forthe item isto be enteredsothat a costis listedon the
useandsale of theitem, includingin Stockon Hand and Sales History
Repors etc. Ratherthan receiptingthe items at a zero price, the
administrator receipts them at theirnonmal cost price and processes an
entry to a GL Accountfor Supplier Discounts.

2.1: Create a By : ;
: : +The Supplier Invoice
SUPPIIELIMOICE _‘ has been entered and
53 Enter Stock items receipted
Supplier Invoice
Lines & Receipt
Stock
v
+ Thefree stock
adjustmenthas been
recorded on the
. 7 Supplier Invoice
v
24 *Thelnvoice has been
Update Invoice - U pdated
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Scenario 8: Supplier Invoices — Free Stock

Additional Stock has been received free of charge on a Supplier Invoice. A cost price
for the item is to be entered so that a cost is listed on the use and sale of the item,
including in Stock on Hand and Sales History Reports etc. Rather than receipting the
items at a zero price, the administrator receipts them at their normal cost price and
processes an entry to a GL Account for Supplier Discounts.

Note:

It is not recommended that the difference of the free stock to the normal cost price be
posted to a Cost of Sales Account. Doing so will result in the GL gross profit differing
from the gross profit displayed on the Sales History Gross Profit Report.

2.1: Create Supplier Invoice
v
2.3: Enter Supplier Invoice Lines & Receipt Stock

Objectives:

o Create a Stock Receipt.
e Receipt Stock at the normal cost price.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting”
Stage 2.1 to 2.3 receipting any free stock at their normal cost price.

Note:
The normal cost price of an item can be viewed in the Inventory
Masterfile (Admin -> Inventory) on the Affiliation & Ordering tab.

Outcomes:

e The Supplier Invoice has been entered and Stock items receipted.

Notes:

e N/A

8.1: Enter Free Stock Line

Objectives:

e To create an entry for the free stock adjustment.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities
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\ Work Instructions
1. After entering the last Stock item press F9 to insert a new line.
2. No Product is required.
3. Enter a Description to indicate free stock.
4. Confirm the Period is applicable for the date of the original Supplier’s

Invoice.

o

Enter a Quantity of negative 1.

6. Enter the total of the normal stock price exclusive of tax in the Price
field.

7. If applicable, enter the Tax% amount.

8. Within the BAS box select the search arrow.

9. Select the BAS Code used to receipt the Stock item.

10. Press OK to select the code and close the BAS code search.

11. Within the GL Account box select the search arrow.

12. Search for a Supplier Discount or Free Stock GL Account to posts
this to, by typing in any of the searchable fields.

Note:

If no applicable GL Account exists, create a new GL Account (see
Learning Unit for creating a GL Account). One GL Account titled
Supplier Discounts can be used, or if required, a specific Free Stock
GL Account can be added.

It is recommended that the GL Account be an expense item rather
than cost of sales so that it is included after the Gross Profit to
reconcile with the gross profit shown in the Sales History Report.

13. Press F12 to retrieve the search results.
14. Select the GL Account required.

15. Press OK to select the account and close the GL account search.

16. Press F10 to save the line.

S\ Outcomes:

g
4

o The free stock adjustment has been recorded on the Supplier Invoice.

|

Notes:

e N/A

Date: 15/5/08 LU_SUPP - SUPPLIER INVOICES & CREDITS.DOC Page 50



Software Learning Unit Guide

2.4: Update Invoice

Objectives:

e To update the Invoice to the General Ledger.

SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting”

Stage 2.4.

Outcomes:

e The Invoice has been updated.

Notes:

e N/A
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V.9 : Supplier Invoices — Volume Discounts

Workflow
Workflow : Supplier Invoices — Volume Discounts
Scenario 9 : | Adiscountfora bulk order has been received on a Supplierinvoice. A

costprice forthe item is to be entered at the normal price so thatthisis
listed onthe use andsale of the item, includingin Stock on Hand and
SalesHistory Reports etc. Ratherthan receiptingtheitems at the lower
price, the administrator receipts them at theirnormal cost price and
processes an entry to a GL Accountfor Supplier Discounts.

S

2.1:Create a
Supplier Invoice *The Supplier Inwoice

A [ has been entered and

2.3: Enter Stockitems receipted

Supplier Invoice

Lines & Receipt
Stock

v

adjustmenthas been
recorded on the
j Supplierlnyvaoice

J * Thebulkdiscount

.

J *Thelnvoice has been

24 U pdated
Update Invoice g
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Scenario 9: Supplier Invoices — Volume Discounts

A discount for a bulk order has been received on a Supplier Invoice. A cost price for
the item is to be entered at the normal price, so that this is listed on the use and sale
of the item, including in Stock on Hand and Sales History Reports etc. Rather than
receipting the items at the lower price, the administrator receipts them at their normal
cost price and processes an entry to a GL Account for Supplier Discounts.

Note:

It is not recommended that the difference of the reduced price to the normal cost price
be posted to a Cost of Sales Account. Doing so will result in the GL gross profit
differing from the gross profit displayed on the Sales History Gross Profit Report.

2.1: Create Supplier Invoice
v
2.3: Enter Supplier Invoice Lines & Receipt Stock

Objectives:

o Create a Stock Receipt.
¢ Receipt Stock at the normal cost price.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting’
Stage 2.1 to 2.3 receipting any reduced price stock at their normal
cost price.

Note:
The normal cost price of an item can be viewed in the Inventory
Masterfile (Admin -> Inventory) on the Affiliation & Ordering tab.

Outcomes:

e The Supplier Invoice has been entered and Stock items receipted.

Notes:

e N/A

9.1: Enter Volume Discount Adjustment Line

Objectives:

e To create an entry for the bulk discount adjustment.

SLC Reference:
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e |CE Business Systems > Accounts Payable > Processing Activities

\ Work Instructions

After entering the last Stock item press F9 to insert a new line.
No Product is required.

Enter a Description to indicate bulk discount.

M Db~

Confirm the Period is applicable for the date of the original Supplier’s
Invoice.

Enter a Quantity of negative 1.
Enter the bulk discount adjustment exclusive of tax in the Price field.

If applicable, enter the Tax% amount.

® N o o

Within the BAS box select the search arrow.

9. Select the BAS Code used to receipt the Stock item.

10. Press OK to select the code and close the BAS code search.

11. Within the GL Account box select the search arrow.

12. Search for a Supplier Discount GL Account to posts this to by
typing in any of the searchable fields.

Note:

If no applicable GL Account exists, create a new GL Account (see
Learning Unit for creating a GL Account).

It is recommended that the GL Account be an expense item rather
than cost of sales so that it is included after the Gross Profit to
reconcile with the gross profit shown in the Sales History Report.

13. Press F12 to retrieve the search results.
14. Select the GL Account required.

15. Press OK to select the account and close the GL account search.

16. Press F10 to save the line.

\ 5

A Outcomes:

(

NG

e The bulk discount adjustment has been recorded on the Supplier
Invoice.

J

Notes:

e N/A
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2.4: Update Invoice

Objectives:

e To update the Invoice to the General Ledger.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — with Stock Receipting”

Stage 2.4.

Outcomes:

e The Invoice has been updated.

Notes:

e N/A
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V.10 : Supplier Invoices - Multiple GL Periods for Accruals

Workflow
Workflow : Supplier Invoices — Multiple GL Periods for Accruals
Scenario 10 : | ASupplierinvoice has besn received. |t relates to an item that falls

overmultiple GL periods. This may have been for future accruals or
related to a monthly expenseinvoiced quarterly in arrears.

1.1: Create a

Supplier Invoice

4 - +The Supplier invoice

1.3: Enter has been recorded
Supplier Invoice
Lines

A4

14 *Thelnvoice has been
Update Invoice — U pdated
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Scenario 10: Supplier Invoices — Multiple GL Periods for Accruals

A Supplier Invoice has been received. It relates to an item that falls over multiple GL
periods. This may have been for future accruals or related to a monthly expense
invoiced quarterly in arrears.

Note:

To post over multiple GL periods the System Default “Prohibit Multiple Periods”
must not be ticked (Admin > System Defaults > Company’s tab > General (Cont)
tab).

Posting an Invoice to multiple GL periods will see the Creditor GL Control Account
credited the total Invoice amount in the GL Period listed in the header. Each of the GL
Accounts selected will be posted the amount applicable for each GL Period
nominated. As a result the GL Trial Balance for each of the periods will not balance,
however the GL Trial Balance for the total financial year will balance.

1.3: Enter Supplier Invoice Lines

Objectives:

e Create a new Invoice entering the transaction lines.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Work Instructions

1. Complete Scenario “Supplier Invoices — Standard” Stage 1.1 to 1.3
nominating the required GL Period for each line entry.

Outcomes:

e The Supplier Invoice has been recorded.

Notes:

e N/A

1.4: Update Invoice

Objectives:

o To update the Invoice to the General Ledger.
SLC Reference:

e |CE Business Systems > Accounts Payable > Processing Activities

Date: 15/5/08

LU_SUPP - SUPPLIER INVOICES & CREDITS.DOC Page 57



Software Learning Unit Guide

Work Instructions

1. Complete Scenario “Supplier Invoices — Standard” Stage 1.4.

D
‘ ‘(@Z; Outcomes: |
— e The Invoice has been updated.
Notes:
o N/A
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V.11 : Supplier Invoices — Restricting Updating for Operators

Workflow

Workflow : Supplier Invoices — Restricting Updating for Operators

Scenario 11 : | Thelnventory Controllerwh o creates Supplier Inwvoices with Stock
Receiptingisnotresponsibleforupdatingthe Invoice. Invoices are first
to be checked by the administratorwh othen updatesthem. The
Inventony Controller's User permission can be modifiedto not allow
themthe ability to update Supplierinvoices.

An administratoris responsible foreach Branch andis only allowedto
update Suppliertransactions fortheir Branch . The administrator's User
permission can be modified to only view their Branch transactions,
prohibiting them from updating tran sactions forany other Branch .

I/J *Thellserisunableto
L pdate Suppler
Inwoices or Credits

U pdate Suppler
transactions for oth er
j Branches

J +ThelUseris unableto
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Scenario 11: Supplier Invoices — Restricting Updating for Operators

The Inventory Controller who creates Supplier Invoices with Stock Receipting is not
responsible for updating the Invoice. Invoices are first to be checked by the
administrator who then updates them. The Inventory Controller's User permission can
be modified to not allow them the ability to update Supplier Invoices.

An administrator is responsible for each Branch and is only allowed to update Supplier
transactions for their Branch. The administrator's User permission can be modified to
only view their Branch transactions, prohibiting them from updating transactions for
any other Branch.

11.1: Restrict Access to Updating

Objectives:

Restrict the access of a User from updating Supplier Invoice.

SLC Reference:

ICE Business Systems > Database & User Admin > Setup Activities

Work Instructions

2. Ensure “Allow AP Invoice Update” under Invoices is not selected.

Complete Scenario “Database & User Admin — User Groups” to
select the Group for the User.

Outcomes:

The User is unable to update Suppler Invoices or Credits.

Notes:

N/A

11.2: Restrict Updating to default Branch

Objectives:

Restrict the access of a User to only updating Supplier transactions for
their default Branches.

SLC Reference:

ICE Business Systems > Database & User Admin > Setup Activities
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Work Instructions

1. Complete Scenario “Database & User Admin — User Groups” to
select the Group for the User.

2. Ensure “Can see other Branch Transactions” under Miscellaneous
> AR & AP Transactions is not selected.

i
‘ ,ﬁb;‘j Outcomes:
,;()/ e The User is unable to update Suppler transactions for other Branches.
Notes:
e NA
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