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This is the Dealer Choice user manual. This document is updated with each software
release to include details of new features added. Bookmarks have been added to make
finding specific sections easier.
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Login Window

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

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

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

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

o

DEALER

Site URL: stage 319.dc-syslic.com
Standard Login

I@l Switch To Maobile Lagin

Uzernarme: | |

Pazsword: | |

Database: | stage31d V|

Remember me on this computer.

Licensed To: Stage319 (DC319149)

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

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

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

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

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

Mobile View

When using Dealer Choice on a mobile device (smart phone, tablet, etc), users are
encouraged to use the mobile login for better viewing and functionality on smaller
screens. At the log in screen in the upper left corner, there is a “Switch to Mobile Login”
button which is shown in the screenshot below. After clicking this, log in as you normally
would with your username and password. Dealer Choice will still look and function the
same as the desktop version, except it can be pinched and zoomed in for use on
smaller screens.
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DEALER

Site URL: stage314.dc-syslic.com
Standgr_d Login

I@l Switch To Mobile Login

Username: Test User

Pazsword:

' Remembet me on this computer.

Licenzed To: Stage314 (DC31414)

Main Window

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

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

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

el cowmss, Al min
lLoagut] [ER— |Hallo Dealar Choice Admin!

Welcame Deaber Chok = Admin

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

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

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

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

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

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

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

Customers

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

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

Proposal Mumbsr:

4 Aevers Fayments Szt for a Customs - H

_I“. i ot 1 el Aedlc Dealer Cholce Admin| I
| g

------

Welconss Desder Chakoe Admind
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Customer List

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

Showing 1 - 2 of 2 Customers. pageiofi 1
H =

Test Custaomer Allenbawn, PA FO51.38 65130

Test Customer 1 Catonsyille, MO

There are several icons available in the Customer List window.

¥y Customars

Showing 1 - 2 of 2 Custoimers, Pagelofl 1
BE
ACcount fg, nCatinn Cisreent Past G0 [ Taital
Tt fuagam BlEntown, B £051.25 65136
Tt rafaimd 1 Catorayvila, 80
Export to Spreadsheet

Receive Customer Payments
Search for Customers
Create a New Customer

Customer List Icons

Create a new customer Click on this to create a new customer entry

Search for a customer Click on this to search your customer
database

Receive a customer payments Click on this to receive a customer payment

Export customer list to a spreadsheet Click on this to export your customer

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

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

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

My Custonmers

Showing 1 - 3 of 3 Customers. Pagetefl 1
E B H

Customer Mame "™ Account No. Past 30 Past 60

Test Customer 3 Paskville, MD

Test Customer 2 Tawson, MD 5107.25 $107.25
Test Custormer 1 Baltimore, MD

Create New Customer

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

Menu option:

Craate: o Pare CUERoIGY

F.i Faceres Bayment: mr:::r:r;::rt' =t Dealer Choice Admin!

Custoamaa Craaies L

Welrsme Bealer Cholee Admint

Menu Option

Icon oEtion:

Showring 1 - 3 of 3 Customers. Faga lafl 1

LH E

Ciistpimer Myihe ACCpgnt M LRIk i Pt G
Tgst Customer Allantown, Pd FA51 .28 F0O51.30

Test Customar 1 Catorsvila, MO
Tejst Customar 11 IerEEY City, M1

Icon Option

Both options will display the Create A New Customer window.
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Create A New Customer M E

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

Customer Mame: * ||

Active

Street:

| I

State: * |[Select State v
zie [ ]

Country: * |United States of America A

Phone: || |

Fax: | |

Sales Rep Assigned: |

Customer Mo I:l

Customer Motes:
[2dd 5 note]

Add Customer

4

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

There are 3 more tabs (Discounting, Customer Stats and File Vault) that will appear
after the customer entry has been saved to the database.

General Info tab

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

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

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

| Customer Name * | Enter the customer name
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Street: Enter the customers primary billing address
City: * Enter the customers City name

State: * Select the customers State name

Zip: Enter the customers ZIP or Postal code
Country: * Select the customers country name

Phone: Enter the customers phone number

Fax: Enter the customers fax number

Sales Rep Assigned:

Enter the sales rep assigned to this customer.
You will be able to select a user from your
database for this field.

Customer No:

You may assign a customer number. If an
existing customer number is entered here, a
warning will alert you that the number entered
is in use.

Customer Notes:

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

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

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

Payment Info Tab

9
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_ |} x|

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

DUMS Murnber:

| HHHHXEXEE

Custormer Account Mumber:

Fequired Deposit Percentage:

%

G54 Account:

Customer PO Required:

Default Currency:

Canadian ¥

Customer Payment Terms:

[ Odays

¥ Upon Receipt

Custormer Credit Limit:

]

Manual Credit Hold

Late Invoice Reminder:

Apply Finance Charges:

Tax Exemption Mumber:
Separate by comima or line break

&dd Customer

4

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

customer.

/' There are no required fields on the Payment Info tab.

DUNS Number:

Enter the customers Dun & Bradstreet
number

Customer Account Number:

You may assign an account number to your
customer

Required Deposit Percentage:

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

GSA Account: This flag allows to you define this customer as
a GSA customer. If this flag is set, then US
tax rules will not be invoked and only
discounts that are defined as GSA discounts
will be allowed to be used for this customers
proposals

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

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

Customer Credit Limit: If the Customer Credit Limit amount is 0
(zero) and the Manual Credit Hold checkbox
is left unchecked, then the customer has no
limit and any purchase order of any amount
can be created for this customer. If an amount
is entered in the Customer Credit Limit input
field, then the spending amount for this
customer is calculated by the following:
Customer Credit Limit amount + any customer
deposits received on any proposals for this
customer — any existing purchase order
amounts on proposals for this customer =
available spending amount for new purchase
orders. If a credit limit amount greater than
zero is entered, the amount credit available
will be displayed on the Purchase Orders tab
of proposals for this customer.

Manual Credit Hold If the Manual Credit Hold checkbox is
checked then no purchase orders will be
created for this customer, regardless of the
Customer Credit Limit amount entered. If the
manual credit hold is set on a customer a
message will display on the Purchase Orders
tab of proposals for this customer.

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

Apply Finance Charges:

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

Tax Exemption Number:

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

¢ The example above shows a new customer entry being created. The save button
Y s titled "Add Customer" until the record has been saved. The save button will be
titled "Update Customer” on existing records. You can save your new entry by clicking
on the "Add Customer" button from the General or Payment tab.

Contact Info Tab
Create A New Customer (_§ x|
General Info | Payment Info | Contact Info || Location Info |
Contact Name: * || |
Title: || |
Phone: || |
Phone 2: || |
Mobile; || |
Fax: || |
Email: || |
7

The Contact Info tab contains all your contact information for this customer. If you
would like to add a contact, the Contact Name is the only required field. You can add
as many customer contacts as you need. You can only enter a single contact name if
you are creating a new customer. Once you save your customer record, you can add
additional contacts. Customer contacts can be used as the contact name in proposals.

Contact Name: *

Enter the name of the contact person

Title: Enter the contact's title

Phone: Enter the contact's phone number

Phone 2: Enter a second phone number for the contact
Mobile: Enter the contact's mobile phone number
Fax: Enter the contact's fax number

Email: Enter the contact's email address

12
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When you are finished entering the contact information, you will have to go back to the
General Info or the Payment Info tab to click on the Add Customer button (When adding

a new customer).

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

Edit Customer : ABC

Contact Mame; *

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

|AE'.C FProposal Person

Title:

Phone:;

1443-973-3003

Phone 2:

Mohbile;

Fas:

Email;

<- Back

Update Contact Delete Contact

Location Info Tab

Create A New Customer

Location Name: *

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

™ B

Account MNo:

Street:

City: *

State: *

Select State

Zip:

]

Country: =

United States of America

4
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The Location Info tab is for storing multiple or alternate addresses for this customer.
You can only enter a single location if you are creating a new customer. Once you save
your customer record, you can add additional locations. If your customer has more than
one location (building or site) you can add these addresses here without creating a

separate entry in your Customer database.

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

Location Name: *

Enter a name for this location (South Building,
Deliveries)

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

Street: Enter the street address for this location

City: * Enter the City name for this location

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

Zip: Enter the ZIP or Postal code

Country: * Select the Country for this location from the

drop down selection box

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

the Location Info window as shown below.

Edit Customer : Test Customer |

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

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

Account Mo.

Location Mame

Test Location

Pageiofi 1

Location Address

Baltimore, MD

Tax rules can be set for each customer location. This can only be done after a location

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

Edit Customer : Test Customer | _ | x|

General Info | Payment Info | Contact Info | Location Info | Discounting | Customer Stats | File ¥ault |

Location Mame: * | [Test Location |

Account No: l:l

Street: || 100 Mountain Road

City: * | [Baltimore |

State: * |[Maryland v|
zip: ||21=227
Country: * |United States of America e
Location Sales Tax:
- ‘ ] MARYLAMD ‘ ‘
Lock Tax Auwlez: L
2 Back Update Location Delete Location

Discounting Tab

. The Discounting tab will only appear for existing customers. You will not see this
Y tab when you are creating a new customer entry. If discounts have been entered
for this customer, they will be listed in the Discounting tab. To edit an existing
discount, simply click on the discount in the list.

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

Creating discounts is a two-step process. The first step is creating the discount record
by entering general discount information. This will be displayed in the discount list. The
second step is entering specific details for that discount on the discount table.

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

Edit Customer : Test Customer | [ _ ]

General Info I Payment Info | Contact Info || Location Info I Discounting I Customer Stats | File Yault |

Showing 1 - 0 of 0 Discount Records for Test Customer 1. Page 1of0 1

[New Discount]

Discount Descr Discount 1D Expiration Date

Mo discounts have been created under this customer.

|
Fill in the information about the discount. Required fields are marked with an asterisk *.
Edit Custemer : Test Customer | _ || x|
General Info | Payment Info | Contact Info | Location Info | Discounting | Customer Stats | File Yault |
vendor: * | [Taknian |
Discount 1D: *
Description: * | [Test Customer |
[ Gsa?
Effective Date: * | [aug v|[19 v][zozo  |TH
Expiration Date: * | [Feb v][15 v|zoz1  |[E
Add Discount
Z|

Vendor: * Enter the vendor that the discount is for
Plus sign icon on Vendor This is a link to create a new Vendor, only

users with permission will see this icon
Discount ID: * Enter the discount id number, (SQ #, Price

Agreement Number)
Description: * Enter a description for this discount so it can

be identified for selection in proposals
GSA Check Box: If this is GSA specific discount, check this

box. If the GSA Account flag is set on the
Payments tab in the Customer database, then
only GSA flagged discounts will be available
for selection in proposals to this customer

Effective Date: * Enter the date that this discount becomes
active. Only active discounts can be selected
in proposals

Expiration Date: * Enter the date that this discount becomes
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proposals

Add Discount: Click the plus sign button to create the
discount header.

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

Edit Customer : Test Custoemer | M E

General Info I Payment Info | Contact Info || Location Info I Discounting I Customer Stats | File ¥ault |

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

Page1of1 1

Yendor Discount Descr Discount ID Expiration Date

Teknian Test Customer I 950000 2/15/2021

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

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

Edit Customer : Test Custemer | _ |l x|

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

s Customer Discounting = Teknion

----- “ Item & Product Discounts

[New Discount]

Product Item/Code Buy Disc List Disc Margin

Discount has no associated productfitem level discounts

[create new]
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[New Discount]

Click on this link to start assigning discounts
to product

create new

Click on this link to start assigning discounts
to product

Both of these links open the exact same input window as shown below

Edit Customer : Test Customer | ™ E

General Info I Payment Info | Contact Info || Location Info | Discounting | Customer Stats I File ¥ault |
Ws  Customer Discounting = Teknion = Customer Discount Table
~¥l Create New Item/Product Discount

What type of discount are you creating?

@® A discount to be applied to an entire product line
A discount to be applied only on specific iterns within a product line
& discount to be applied based on item discount code

Which productis) should be used for this discount?

Ability

Casegoods - Xpress

Complements

Complements - Xpress

Custom Wood -

Which discounting method should be used?

[Mon-Tiered or Multi-Level Discount v |

Buy Discount: | | %a | | % | | %a | | % | Ya
GP Margin: | | % OR | | % Discount Off List
If this discount has custom freight terms, enter them here:
If under & | | | ~| then add | N hd
Effective: Thru:
Are the freight terms on this discount quoted?
O Quoted?
<- Back &dd Discount
|

Discount applied to an entire product line

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

Discount applied only on specific items within
a product line

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

Discount applied based on item discount code

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

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

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

Which discounting method should be used?

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

Buy Discount:

The purchase discount - the dealers buy
discount.

GP Margin:

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

OR % Discount Off list

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

Custom freight terms:|

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

Are the freight terms quoted?

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

Add Discount

Click on the Plus sign icon to save your
discount.

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

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

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

Edit Customer : Test Customer |

We  Customer Discounting = Teknion = Customer Discount Table

“dl create New Item/Product Discount

General Info | Payment Info | Contact Info || Location Info I Discounting | Customer Stats | File Yault |

\i 3t Lype of discount are you creating?

@ A discount to be applied to an entire product line

(' Adiscount to be applied based on item discount code

1 A discount to be applied only on specific items within a product line
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This option allows you to enter a discount that will be used to discount all the items
within a specific catalog code Select the Product Line(s) from the 'Apply a discount on'

selection box first. If multiple product lines have the same discount, you can select all of

those product lines by holding down the CTRL (Control) key and clicking on multiple
product lines.

Edit Customer : Test Customer | ™ E

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats | File ¥ault |

W Customer Discounting = Teknion » Custorner Discount Table

----- W Create New Item/Product Discount

What type of discount are you creating?

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

A discount to be applied based on item discount code

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

Casegoods - xpress

Complements

Complements - Xpress

Custom Wood -

Which discounting method should be used?

[Mon-Tiered or Multi-Level Discount w |

Buy Discount: | | % | | %Y | | % | | %Y | %
GP Margin: | | OR | | % Discount OFff List

If this discount has custom freight terms, enter them here:
If under § | | [ v | then add | | [ v

Effective: Thru:

Are the freight terms on this discount quoted?
) Quated?

<= Back &dd Discount

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

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

| % |
| OR |

| % | | % |
| % Discount Off List

Buy Discount: |
GP Margin: |

| o |

Multi-Level

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

Which discounting method should be used?

Tiered Discount by List Price A
Tier 1: Tier 2:
From: $ 0.00 From:
g ] Tor g ]
Buy Discaunt: |:| % Buy Discount: |:| %
% Offist: [ | List Discount: [ |e
Tier 3: Tier 4:
From: Frarm:
g ] Tor [ ]
Buy Discount: I:l % Buy Discount: I:l %
Discount Off List: |:| %o Discount Off List: |:| %%
Tier 5: Tier 6:
Fram: From:
o[ ] Tor [ ]
Buy Discount: :l % Buy Discount: I:l %
Discount Off List: I:l Ya Discount Off List: I:l %a

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

Below shows an example of a 3 level discount.
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Which discounting method should be used?
Tiered Discount by List Price v
Tier 1: Tier 2:
From: 4§ 0.00 From: $ 100,000.01
To: § Toi §
Buy Discount: %o Buy Discount: %
% OffList: | % List Discount: | | %
Tier 3: Tier 4:
From: $ 200,000.01 Fram: % 300,000.01
To: § sl ]
Buy Discount: % Buy Discount: |:| %%
Discaunt Off List: |:| % Discount Off List: |:| %%
Tier 5: Tier 6:
Fram: From:
Toos[] sl ]
Buy Discount: |:| % Buy Discount: |:| %%
Discaunt Off List: |:| % Discount Off List: |:| %%

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

Edit Customer : Test Customer | M E

General Info | Payment Info I Contact Info || Location Info | Discounting | Customer Stats | File Yault |

W Customer Discounting = Teknion = Customer Discount Table

----- Wl Create New Item /Product Discount

What type of discount are you creating?

" Adiscount to be applied to an entire product line

@ A discount to be applied only on specific items within a product line I

1 & discount to be applied based on item discount code

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

General Info | Payment Info I Contact Info || Location Info I Discounting I Customer Stats I File Yault |

W Customer Discounting = Teknion > Custarmer Discount Table

----- Wi Create New Item/Product Discount

What type of discount are you creating?
A discount to be applied to an entire product line
@ A discount to be applied only on specific items within a product line
A discount to be applied based on item discount code

Apply a discount to specific items within the product line:
[2bility v]

Which item numbers should be included in this discount?

Enter each item number on a new line...

which discounting method should be used?
[Non-Tiered or Multi-Level Discount |

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

If this discount has custom freight terms, enter them here:
If under § | | [ ~| then add | | [ e

Effective: Thru:

Are the freight terms on this discount quoted?
[ quoted?

<- Back Add Discount

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

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

General Info I Payment Info | Contact Info || Location Info | Discounting | Customer Stats | File Yault |

W Customer Discounting = Teknion = Customer Discount Table

“l  Create New Item/Product Discount

wWhat type of discount are you creating?

A discount to be applied to an entire product line

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

I @ A discount to be applied based on item discount code I

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

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats | File ¥ault |

Wr  Customer Discounting = Teknion = Customer Discount Table

----- Wl Create New Item/Product Discount

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

@ A discount to be applied based on item discount code

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

Description:

Which discounting method should be used?
[Non-Tiered or Multi-Level Discount w |

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

If this discount has custom freight terms, enter them here:
If under § | | [ v | then add | | [ hd

Effective: Thru:

Are the freight terms on this discount quoted?

O Quoted?

<- Back &dd Discount

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

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

Discount Code Discount Description
GAL All Seating
FSB Falcon

For each product line, item number group or discount code discount that you
& enter, be sure to click on the Add Product Discount plus sign icon on the lower
right of the window to save your changes.
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It under £ ¥ | then add r
Effective: hd Thru: v

Are the freight terms an this discount gquoted?

Quoted?

<- Back Add Discount

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

Edit Customer : Test Customer | M B

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

W= Customer Discounting = Teknion

----- “ Item & Product Discounts

Showing 1 - 3 of 3 Product Discounts for Test Customer I. Pagelofi 1
[Mew Discount]

Product Item/Code Buy Disc List Disc Margin

Ability B4 FE% F0%

Seating - xpress B F6% 20% 10% F0%

USA Boulevard (US ) EC 64%% 62%

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

Adding or Editing an Existing Discount

To add to or edit an existing discount, click on the discount name in the Discount tab
window. Expired discounts will be displayed with the expiration date and will be
highlighted in red, as shown below.

Edit Customer : Test Customer | _ I x|

General Info | Payment Info I Contact Info || Location Info I Discounting | Customer Stats | File Vault |

Showing 1 - 2 of 2 Discount Records for Test Customer 1. Pagelofl 1
[Mew Discount]

Discount Descr Discount ID Expiration Date
Teknion Test Customer I 950000 21572021
Teknion Expired Discount 950000 2/15/2019

Then click on the 'view discount table' link.
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Edit Customer : Test Customer | _ |l x|
General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats | File ¥ault |
.ﬂ wiew discount table
wendor: * | Teknion
Discount 1D *
Description: * | [Test Customer I |
[ Gsaz
Effective Date: * | [aug v][19 v][zozo0 [T
Ewxpiration Date: * | [Feb v|[15 v][zoz1 |7
== Back Update Discount Delete Discount Clane Discount
|
Then click on the Product name that you wish to edit to open the details of the
discounting.
Edit Customer : Test Customer | _ |l x|

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats | File ¥ault |

L Custormer Discounting = Teknion

----- “l Item % Product Discounts

Showing 1 - 3 of 3 Product Discounts for Test Customer L. Pagelofi 1
[Hew Discount]

Product Item/Code Buy Disc List Disc Margin

Ability 728 76% 0%

= T e tatal o TEOL TM0L 4 Nos FOos

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

General Info I Payment Info | Contact Info || Location Info I Discounting | Customer Stats I File ¥ault |

W Customer Discounting = Teknion = Custormer Discount Table

----- ¥ Edit Item/Product Discount : Ability

Item discount for product line:
Ability

Item Mumber:

) |

Discounting Method:

[Mon-Tiered or Multi-Level Discount v |

Buy Discoumnt: | 76 % | | % | | 2 | | % | %
GP Margin: | 70|% OR | | % Discount Off List

If this discount has custom freight terms, enter them here:
If under § | | [ ~| then add | | | v

Effective: Thru:

Are the freight terms on this discount quoted?
) quoted?

<- Back Update Discount Delete Discount

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

Edit Customer : Test Customer | M E

General Info I Payment Info I Contact Info || Location Info I Discounting I Customer Stats | File ¥ault |

.j wiew discount table

vendor: * | Teknion

Discount ID: * | |950000

Description: * | [Test Customer 1 |

[ Gsar

*

Effective Date: * | [aug v|[19 v][z0z0 |FE

*

Expiration Date: * | [Feb w|[15 v ]|[zoz1  |FE

== Back Update Discount Delete Discount Clane Discount

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

General Info | Payment Info | Contact Info || Location Info I Discounting | Customer Stats | File Yault |

[New Discount]

Yendor Discount Descr
Teknian Test Customer I
Teknion Expired Discount

Showing 1 - 3 of 3 Discount Records for Test Customer I. Pagelofl 1
Discount ID Ezpiration Date
950000 2/15/2021
950000 2/15/2019

Teknion Test Customer I -- Clone < | 950000 2/15/2021

. -

Customer Stats Tab

i

The Customer Stats tab will only appear for existing customers. You will not see

“  this tab when you are creating a new customer entry.

The Customer Stats tab gives you a current standing of your customers.
Edit Customer : Test Customer | M E

General Info | Payment Info | Contact Info || Location Info | Discounting | Customer Stats | File ¥ault |

Customer Statistics for Test Customer I as of 8/19/2020 9:57 am

— Open Invoices (2)

Invoice Ma, Invoice Date
2020-1000 8/10/2020
2020-1001 8/10/2020

Invoice Amount Amount Due
$717.12 $717.12
£154.44 $154.44

r— Accounts Receivables
Total Qutstanding: $871.56

Total Current: £0.00
Total Over 20: $871.56

Total Over 60: $£0.00
Total Ower 90: £0.00

r— Total Invoiced Sales
Average Days To Pay: O day

Total Invoiced Sales:
MTD: $871.56
QTD: §871.56

Avarage GP Margin: 0%

YTD: §871.56
Overall: £271.56

Open Invoices

This frame displays the open invoices for
this customer. The invoices in the list can
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be clicked on to open and view the invoice
details.

Accounts Receivables This frame displays aging statistics and
deposits received from this customer.

Total Invoiced Sales This frame displays statistics on the
customer payment history.

Customer File Vault

The Customer File Vault tab allows you to store documents related to this customer.
Documents that are uploaded to the customer file vault become part of the database
and are encrypted for protection. There is no limit to the number of files that can be
uploaded to the vault. Files stored in the vault can be included as email and fax
attachments when using the email and fax terminal. The file vault is not intended to be
used as a file backup option nor is it intended to be a storage location for your only copy
of the file(s). It is intended as an option to allow you to keep all necessary documents
with the customer for sharing the files with other Dealer Choice users in your company
or for easy access for sending the documents from Dealer Choice as attachments. Each
customer has its own file vault. Files that are uploaded for a customer are not visible in
another customer’s file vault.

Edit Custemar : Test Customear | | _ § =]

_i:-illmlr-d In-h_l Paymenl Lo | Lmntact Il J _L-uLuHun- Inin _i_l:ll:l.uuntim] 1 Cusbomer Slats | Fip Yaull

Eille Mami File Typa Daseription Slzn Timestamp

Thesa gre Ao docimants oF Mes stored uradar this fustonmes

_ Any file to be uploaded to the customer file vault cannot be larger than 32
Y megabytes (MB). Files larger than 32 MB must either be compressed to a size
smaller than 32 MB or broken into segments that are less than 32 MB.

A Certain files cannot be used as fax message attachments.

Certain files cannot be faxed. If you plan on faxing a document keep in mind that a
printable/viewable image of the file must be uploaded to the vault. Binary files, such as
files with extensions like "exe" or "dwg" are binary files. If you intended to fax drawing
files, you must save them as PDF files. Binary files can be included as attachments to
email messages but the receiving server may reject them as unsafe files.

Uploading to the File Vault Tab
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To upload a file to the vault, click on the Upload and Save files icon to open the Upload
& Save a File window.

Edit Customar : Test Cwstomer | HE

Geseral Info | Payment Info | Contact Info || Location info | Disceunting | Custemes Stats | File Vault

Fille Type Descriptisn Slze Thmestamp

ana [re na documents or Bles storad unoier this uEtomer

Dowriload and View Multipla Filas
Uil ol Save o File

Upload & Save a File M E3

se this window to save files and documents to your customer. Maximum file size i1s 32MB. Larger
files may take longer to save. Feel free to minimize this window and continue working while your
file is being saved.

File Description:

File:

| Choose File |ND file chosen |

4

Enter a description of the file being uploaded.

File Description The description is displayed with the filename.

The Browse button is used for locating and
File (Browse) selecting the file that you want to upload from
your local or network disk drives.

Customer Search

Searching for a Customer

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

Showring 1 - 3 of 3 Customors.

Fagelaofl 1
5]
Custo mer MName Accomnt Mo, Locatiom Curremt Past G0 Fast 20
Test (ustomear AFgntorem, P §631.36 $651L.36
Test Qustomear 1 “atorswlia, MO
Tk dustomear [1 harsay Ciy, Ml

Search Customers lcon Option

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

Search Customers M E

Choose your customer & location search criteria below.

’*Customer Mame Account Mumber 1 Customer Mumber
| | ( I | ( | |

r—Located In Country
| ] (I ]

ity Tax 10— —Credit Limit—————
| | ’7| | ’7|

—Discount ID 1
] [J Gsaz [ PO Required?

’*Sales Rep
|
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If you have multiple currencies defined in your System Configuration, you will also see

the Customer Currency selection option as shown below.
Search Customers ™ E

Choose your customer & location search criteria below.

(Custumer HName

lfﬂccuunt Murmber

(Custumer Numher—‘

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

”Sales Rep
|

-

|

Search Field Options

Customer Name

Enter the first few characters of the customer
name or Second Name (if used), if you
entered a second customer
name, the search will return the primary
customer name, if found

Account Number

Enter the Customer account number

Customer Number

Enter the Customer number

Located In Allows searching by State

Country Allows searching by Country

Tax ID Allows searching by Tax Exempt ID number

Credit Limit Allows searching by Credit Limit dollar value

Customer Currency Allows searching by currency type

Discount ID Allows searching by defined discount id's

GSA Allows searching for customers flagged as
GSA

PO Required Allows searching for customers flagged for
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PO Required

Sales Rep

Allows searching by Sales Rep name, finds all
customers that this sales rep has created
proposals for

Enter as many of the search criteria fields as you like. The more information you enter
the fewer matches you will find. Broader searches will return more results.

If no matches are found, a messac.;e sa‘inc.; no matches were found is disEIa‘ed.

Search Results
[Show &I

1E =

Customer Mame Aecomnk Mo

Sedrch rolirned smply recill 1et

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

Search Customers M E

Choose your customer & location search criteria below.

e

Account Mumber

’76u5tumer Mame

— Customer List

”Custumer Number—‘

7| Test Custamer
Test Customer 1

Frency —

r—Discount ID

G547

”Sales Rep
|

PO Required?

-
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As you type in the Customer Name field, any matching entries found in the Customer
database will appear in a drop down selection box. If you see the entry you wish to
search for, click on that entry and click on the Search button. If the drop down selection
box does not display any matches then that customer name does not exist in your
customer database.

To select a customer from the Search Results window, just click on that entry in the
displayed list. This will open the Edit Customer window on the General Information tab.

Customer Export

The Customer Export icon will export your customer database to excel format.

Showing 1 - 14 of 14 Custemers, Paga iofi i
H =

Lustomer Ma ne Argount MNe. Locakion Lurrent Fast 10 Fast Gl Pasl S0 Talsgd

Customer List Export

¢ This is a permission based feature. Only users who have permission will have
Y access to this icon.

Once the Customer Export Icon is selected, a window will open where you can choose
where to save it on your computer.

Expor Customer LISt 1o Spreddshest
Showing 1 - 14 af prairty B
l__.‘ m Faght chck o the Imk b, dici "Seve Torget & and skt o focyDon on your computer,

Customer Kaser B save cogtomer izt Past30 Pait GO it )

AN i [Gaa in s ancaests wndivl $0400 54 &0, 40154
Blank CLrgmst WA ETITEEE ALY

Bran Mew G s fis B, ME [AE-RE B1a2.32

The excel export will have 3 tabs of information from your customer database. These
tabs are explained below.

m
m
1
[ | I | . G T

| Il.'||1ln|||¢| Locakions List

Chintoimer Cosilscls List
Cimtomer Lis

| Customer List | This tab will have information from the
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general and payment info tab

Customer Contact List This tab will have all of the contacts and
their information from the contact info tab
Customer Location List This tab will have all of the locations and

their information from the locations tab

Customer Credits

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

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

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

Customer Credits

Showeing 1 - 25 of AR Custnser Cradits,

[P
b O Ao Gptiors

Pape tof3d 1 323 =

Custangr Invalce S, cradit No; Crodlt Ciate Amnwnt

Tast Customer Jreg CR-3784D OBfDa/2018 $£10.60 f0.00
Hew Test Cuztorrar STES (=11 Oz 202018 F400. 00 §0.00
Tast Custoemar 272 CR-37 720 OLy27/2018 $117.06 $0.00
Hesw Tast Customar 111 1202172015 $100.C0O §1C00.00
Newsy Tt Customar 123 130212015 F20.00 g20.00
Herer Tast Customar 124 | e M 20,00 0.0
Merw TirstT Cistomar 653 CR-GG%AN 12022015 F140.26 $0.00
Tast Cuiornar s CR-36740 ALF21 2015 §106.00 $0.00
Test Customar A0 Qb Ospose Credl  DB14/2015 4,265.00 §0.00
Tast Customer ET-A63C CR-TST-368320 OEF17/2015 §106.00 $0.00
BET IST-3613 CRT=T-38130 OzZjF13/z013 §10e.00 $106.00

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

Showing 1 - 25 of &8 Customer Credits.

L

Custopmir Inwnice Ha Credin i Credit Qatp = REnoung

Fest Cusloemer - | CR-37980 Og0s201e §10.84
* el Credits
Faw Tast Customses ATES 9490 03307016 £400.00

Cradits with Cpen Balances

Tast Customar 772 CR-37720 Qif27/016 £117.05 Fully Appied Credis

Pasiwy Tt CUSTOmar L1l 137212015 F1 0000 ¥ R Aradsraror o |

All Credits This option will display all credits you have
created

Credits with Open Balances This option will only display credits with
balances

Fully Applied Credits This option will display credits that have been
applied

Remember Preferences Check this box to have Dealer Choice
remember the option you have selected

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

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

Create Customer Credits

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

o Facenes Payrerit )
P-’q = 'Inm . Tracs g |"_ Crashs Cistomes Caadn o Dealer Choice Admin! I
T Search CLstomer Credits

Welreme Bealer Choice Sdmint

Menu Option

Icon Option:
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Showing 1 - 2% of 69 Customer Credits. Pagelofd 12 3 =

s
= B geet Options

Clustamar Invaice MNmo. Credit fn. Credit Date Rmsnumk

Create Mew Customer Credits lcon Option

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

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

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

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

To create a customer credit, click on the menu option or icon and the Create a New
Customer Credit will open. Both options will display the proposal list search window.
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Issue New Credit M E
Create New Customer Credit
Customer: |
Proposal No: [Select customer first... | Optional
Reference: | |
Date: |Jan Y |26 ¥ E|
Notes:
“
Distribution Total:
|| | | |
v | | | |
v] | | | |
add more lines
A
Customer Enter the customer name that you are

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

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

Amount Enter the amount of the credit, credit amounts
cannot be negative
Reference Enter a reference number that you devise.

This reference number is a way for you to
track the credit

Date The date that you are creating the credit
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Notes

Use this input field to enter any information
you need to document this credit

Correction Code

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

Save & Close

Click on the Save & Close button to save your
credit

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

to a customer, see Receivables for details.

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

Distribution section.

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

Configuration for details).
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Issue New Credit _ x|
Create New Customer Credit
Save & Close
Customer: | |
Proposal No: |Se|ect customer first... | Optional
Amount:
Reference: | |
Date: |Sep v |13 v |zoie |
Motes:

Distribution Total:

Correction Code Amount Memo

v] | | | |

CEDIMTLL - To credit Installtion | | |
CREFRT - To credit freight | | |
CREPOAMT - To Correct PO Amt Invoiced

PROD - To credit product return

(B DEP - OB Deposit Credit [edd more lines]

-- Create/Edit Correction Codes

After clicking on the -- Create/Edit Correction Codes option, the Edit List: Customer
Correction Codes window will open.
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Edit List : Customer Correction Codes _§ x|

Correction Code Table

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

[2dd new cade]

Description Code Account Active
To credit Installtion CROINTLL 575 : Installation Y
To credit freight CRFRT 570 : Freight In Y
To Correct PO Amt Invoiced CRPOAMT 510 Cost of Goods Sold Y
To credit product return PROD 510 : Cost of Goods Sold Y
QB Deposit Credit QB DEP 400 : Revenue Y

4

Click on the [add new code] to create a new Correction Code.

Edit List : Customer Corraction Codes

Add Correction Code

=-- Back
Description: |
¢ Active?
Correction Code: |:|
Incomef/Expense Account: ¥

;

I

Description Enter a description for this correction code,

such as Customer Returns, or Returned -
Damage to identify the credit reason.

Active? This check box is set to Active (checked) by
default. To make a Correction code inactive,
un-select the Active flag

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

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

Save Click on the Save button to save your codes.

An example of a correction code is shown below.
Edit List : Customer Correction Codes _ | x|

Edit Correction Code : C-REF

<-- Back
Description:  [Customer Returns
s Active?
Correction Code: |C-REF
Income/Expense Account: | 404 - General Sales r

| save || Delete |

A

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

Search Customer Credits

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

Menu Option:

L boes

Cestomear LEt

< Fascsras Fygrarity i
I-'.q e e oo oor -0 Dealer Choice Admint I
L. g Seurch Cusbormes Credis

Welpgme e aler Cholce fdmint

Menu Option

Icon Option:

43
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems



e

<

DEALER CHOICE SYSTEMS, INC

Showveimg 1 - 25 of 69 Customer Credits,
{

L
L

Custor igr In¥mice Mo, Credit Mo,

Search Customer Credits lcon Option

Pagplofs 123 =

B com Optiens

Credit Date Amaumnt

Both options will display the Search Customer Credits window.

Search Customer Credits M E
Filter your search criteria below:
— Credit Mumber — Invoice Number
— Credit Date —Search By Customer
v | |
— Credit &pplied/Unapplied
v
.

A

Credit Number

Enter the credit number to search for

Invoice Number

Enter the invoice number that the credit was
created for

Credit Date Enter a date for which the credit was created
on
Customer Enter the customer name that the credit was

created for

Applied/Unapplied

Select to search for applied on unapplied
credits select Fully Applied, Partially Applied
or Not Applied

Printing Customer Credits

To print a customer credit, click on the credit you wish to print. A print icon will display at
the top of the credit window. See example below.
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View/Edit Invoice Cradit CR-2018-10220

o]
Custonmer Invoice : 2018-1022

Customer: Test Customer

Proposal: Z012-1001
Invoice Date: 4/05/2018
Invoice Total: $159.00

Trmanmiemm M alanrns 44 Am AM

A PDF will generate with the customer credit information as shown in the example
below.

F’ Customer: Test Customer Cf@dlt MemO
4/06/2018
beabowt Reslbe o Sxngoams. L1407
E.0. Bex Hes
Catosills, M 25128
Customer:
Test Customer
100 Main Street
Baltimore, MD 21228
Credit Number Credit Date Credit Amount Credit Tax Credit Balance
CR-2018-10220 4082018 $10.60 30,60 50,00

Receive Customer Payments

There are two ways to receive customer payments:

Customer Payments can be received by using the Receive Payments menu option
under Customers in the main navigation menu and payments can be received on the
actual invoice by using the Receivables tab in Proposals and clicking on the invoice
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then selecting the Payment Tab. Receiving payments on invoices in the Proposal is

covered under Proposals. Users must have the appropriate permission settings to
receive payments through Proposals.

Menu Option:

E Lo

CLtodmed Lt

PNl .| | meswm  |Hello Dealer Choice Admin! I

Menu Option

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

Receive Customer Payment M E

Receive Customer Payments

Customer: Date Received:

| | Gan v 28 v |pors 2

Receipt Amount: Payment Method: Check / Reference No:
] Check v |
Save & Close

Account: | 100.01 Operating Cash ¥

4

Customer

Enter the customer name

Date Received

Enter the date that the payment was received

Receipt Amount

Enter the amount of the payment

Payment Method

Select the payment type, Check, Cash or
Credit Card

Check/Reference Number

Enter the check number or reference number
of the payment method

Account

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

Save & Close

Click to save and close the Receive Customer
Payments window
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Enter the first few characters of the customer’s name; select the appropriate customer
from the list of matches that are displayed.

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

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

You can select multiple invoices and the payment will be distributed to pay the selected
invoices until the Amount entered has been exhausted. You cannot select invoices that
total more than the amount received.

Receive Customer Payment _ I

Receive Customer Payments

Customer: Date Received: Outstanding Balance:

Mew Test Cust $1,550.64

[New Test Customer | Tarm vl 26 ¥ E|

Receipt Amount: Payment Method: Check / Reference No:

1 e |

B Invoice No. Invoice Date Original Amount Amount Due Payment
3690 11/24/2015 $635.99 $635.90 [ ]
3691 11/24/2015 $323.88 $323.88 [ ]
3694 12/02/2015 $295.78 $205.78 [ ]
3739 12/21/2015 $0.00 $-50.00 [ ]
3740 12/21/2015 $212.00 $212.00 [ ]
3754 11/23/2015 $150.00 $150.00 [ ]
3759 12/21/2016 $167.99 $167.99 [ ]
3760 1/04/2016 $265.00 $265.00 [ ]
3765 1/12/2016 $159.00 $-100.00 [ ]
Save & Close

Account: | 100.01 Operating Cash ¥

47
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems



DEALER CHOICE SYSTEMS, INC
After you select an invoice to apply the payment to, the window will update showing any

remaining amount of the payment. You also have options to save the remainder as an
un-applied deposit or to create a refund to the customer.

Receive Customer Payment M E
Receive Customer Payments
Customer: Date Received: Outstanding Balance:
Mew Test Customer | Sep VI[13 7 E| $1,774.64
Receipt &mount: Payment Method: Check f Reference Mo:
Check v 66778
B Invoice Mo. Invoice Date Original Ammount Amount Due Payment
3690 11/24/2015 £635.99 £635.99 1
3691 11/24/2015 £323.58 £323.58 1
3694 12/02/2015 $295.78 $295.78 ]
3739 12/21/2015 $0.00 $-50.00 L
3740 12/21/2015 $212.00 $212.00 L
4 3754 11/23/2015 $150.00 £150.00
3759 12/21/2015 £167.99 £167.99 1
3760 01/04/2016 £265.00 £265.00 1
3765 01/12/2016 $159.00 £-100.00 ]
3786 03/30/2016 $318.00 $-82.00 L ]
3787 03/30/2016 $106.00 $106.00 L
Overpayment of $1,850.00.
What should we do with the remaining amount?
Save it as unapplied to be used later. Sccount; | 100,01 Operating Cash
Refund the overpayment to the customer.

Once you have selected the invoices to apply the payment to, click on the Save & Close
button. Your customer invoices will be updated with the payments.
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« If you have multiple cash accounts defined, you will see the Account: prompt
Y Dbelow the Save & Close button. This allows you to select the account that the
payment transaction will be saved to.

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

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

Vendors

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

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

Vendor List

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

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

Menu Option:

Ve List

|
: B Weloo Rerehe B Pay B B -
=, (Lt ! S |Helle Dealer Choice Admin! I

Welcwmn Doaksr Chobce A fmisd

Menu Option

A window will open displaying all the vendors in your database.
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Shawviing 1 23 af 20 Vendors.

= o#

Mmndar Maimi Location

AlS Huason, MA $3,969.00 3, 65.00
Edwrrreasr Lbc Bakamore, WD

Alscabng Mississauga, 0N

Catpnyvide, WE»

Bakinoo, WD $1,570.95 ! 1, 53005
i Fuiralirs Pasaiaina, MO

mr Fearm Cemtmrnn b [ S TR T Y Fini nn t7mee  AwvTao

The Vendor List displays all the vendors in your Vendors database. On the top left, you
have icons to Create a New Vendor (permission required), Search Vendors and to
export your Vendors List to a spreadsheet. The Export Vendor List Icon will only appear
if the user has permission

Showing 1 - 25 at 30 Vondors.
=

W P i

Paplotz 1.2 2

ACCiunt o, L dtiom Past 90
Import Catalag Codes
Ewport te a Spreadsheet
Search for Vendors
Create a Mew Vendor

Vendor List Icons

Create a new vendor

Click on this to create a new vendor entry

Search for a vendor

Click on this to search your vendor database

Export customer list to a spreadsheet

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

Import Catalog Codes

Click on this icon to import catalog codes to
the vendors of your choosing.

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

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

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

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

Create a new Vendor

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

Menu Option:

_'.r:mnrl_-n —— | p=Creata a Mew Wendos

F I —r— v R B
-“ _ [Lonciny d s 1 s et Chotce Admin!
LALES

Menu Option
lcon OEtion:
Showing 1 - 25 of 865 Vendars, Ppelof3s 123 35 >
! H

W sindor Peami Account Mo, Location Current Past 30 Past 60 Fazt 90

Create a New Vendor lcon Option

Both options will open the Create a New Vendor window.
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Create A New Vendor (_§ x|
]
General H Payments || Contacts || Locations
Vendor Name: * ||
I# Active
Street:
P
City: * |
State: * || Select State \
e —
Country: * | United States of America v |
Phone: || |
Fax: | |
Vendor No: |:|
Vendor Account No: || |
Electronic Ordgr |
Email:
Electronic Order Fax: || |
E-Order Template: | Assign E-Order Template
Default Order | ) pax
Method:
' Email
'® none
S0 |
WVendor Motes:
add a note]
,4
-
A

When creating a new vendor, the Create a new Vendor window will open displaying 4
tabs, General, Payments, Contacts and Locations. Once the Vendor entry is saved to

the database the Products, Discounts and Stats tabs will be displayed.
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Required fields are noted by an asterisk following the input field name. These

(=]

database.

fields must be completed before you can save your vendor entry into the

Vendor Name *

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

Active Check box

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

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

City * Enter the City for the vendors location

State * Enter the State or Province for the vendors
location

Zip Enter the ZIPCODE or Postal Code for the
vendors location

Country * Enter the Country for the vendors location

Phone Enter the vendors phone number

Fax Enter the vendors fax number

Vendor No If you have used vendor numbers in a

previous system, you can enter those vendors
numbers here

Vendor Account No

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

Electronic Order Email

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

Electronic Order Fax

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

Default Order Method

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

Vendor Notes

You can enter any information that you want
in this input box. This can be any information
you want pertaining to this vendor. This
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information does not appear on any outgoing
documents, it is for internal use only.

¢ After entering your vendor information, click on the Add Vendor button and your
v entry will be saved into the database.

Payments Tab
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Create A New Vendor _ |l |
Add Yendor
General || Payments || Contacts || Locations |
Required Deposit o
Percentage: e
Early Payment Discount: |:| % if paid |:| days prior to due date
viendor's Payment Terms: : days
Tax ID Mumber: || |
1099 vendor: | [
Group Invoices IﬂtDc?jIQCgllE? (] [Multiple invoices can be grouped and paid in 2 zingle check)
Comment To Appear On |
pos:
Small Order Fee: ‘ funders[ | then add dollars ¥
Quoted? ||
Compare amount to; | List ¥
Effective: v Thru: v
Freight Terms: | If under § |:| ¥ | then add |:|
Quoteds ) Effective: d Thru: v
Fuel Surcharge: l:l i
Quateds || Effective: v Thru: v
Surcharge: || hd
Quateds || Effective: v Thru: r
Call Before Delivery Charge: | & |:|
Effective: v Thru: v
Manual Credit; | Activate Manual Credit? L)
Account: | |ﬂ
amount % [ |
Billing Remittance Information If different from general info
Remittance Mame: | |
Street:
2
City: ||
State: || Select State ¥
zio [ ]
Country: | | United States of America v this
vDea/er

Add Wendor

A4
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Required Deposit Percentage If this vendor requires a deposit payment
before processing orders, you can enter the
deposit percentage required here. When
purchase orders are created for this vendor,
the deposit payable will be created and
placed in your Payables window so the
deposit check can be generated. Only use
this field if the deposit is required for all orders
for this vendor

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

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

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

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

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

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

Comment To Appear on POs Text entered here will be printed on all
purchase orders generated for this vendor
Small Order Fee If the vendor charges a small order fee and

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

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

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

processing
Quoted See Quoted description above
Fuel Surcharge If the vendor's Fuel Surcharge terms can be

defined here, enter those terms here. See
Small Order above for proposal finalization

processing
Quoted See Quoted description above
Surcharge If there are any other terms you would like to
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add to this vendor, they can be added here.
See Small Order above for proposal
finalization processing.

Quoted

See Quoted description above

Call Before Delivery Charge

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

Billing Remittance Information

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

Contacts Tab

Create A New Yendor

General || Payments || Contacts || Locations

Contact Mare: *

Title:

Phone:

Maobile:

Fax:

Ernail;

|
|
|
Phone 2: |
|
|
|

A

Contact Name *

Enter the name of your contact with this
vendor

Title Enter the contact’s Title
Phone Enter the contact’s phone number
Phone 2 Additional phone number input field
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DEALER CHOICE
Mobile Contact’s cell phone
Fax Contact’s fax number
Email Contact’s email address

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

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

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

Locations Tab

Create A New Vendor _ |
General || Payments || Contacts || Locations |
Location Name: * |
Account No: |
Street:
4
City: * |
State: = || Select State ¥
[
Country: * || United States of America v
(Add Vendor] )
|
Location Name * The short name of the location, (i.e. COM

Location, Shipping Dept.)
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Account No If you have a specific account number with
this vendor location you enter that number
here

Street Location street address

City * Enter the locations City

State * Enter the locations State

Zip Enter the locations ZIPCODE or Postal Code

Country * Enter the Country for this location

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

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

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

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

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

Products Tab
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Edit Yendor : Test Vendor M E

[ Update vendor | [ Delete Wendor |

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

Product Name or Description: | | |

7| Active?

Catalog Code: I:l

Cut Separate Purchase Order?

i purchase arders for this product are subritted differently than is listed under the General tab, enter below:

Electronic Order Email: | | |

Electronic Order Fax: | |

Default Order Method: Place orders by fax

Place orders by email

If this product has freight terms different than those found in the Payments tab, enter below!

Freight Terms: | If under § |:| ¥ | then add |:| ¥

Quoted? Effective: v Thru: -

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

Income Account; * B
Expense Account: * || 910 - Cost of Goods Sold v
Taxahle?
= Back &dd Product
and then | Return to product listings *
[ Update vendor | [ Delete vendor | -
|

The Products tab is used to define products offered by the vendor. The Catalog Code
that is used in electronic specification catalogs for that product line typically identifies
products. You do not have to enter a catalog code to define a vendor product. Entering
vendor products allows you to specify the characteristics of how that product is handled
in Dealer Choice. When vendor Products are defined, they can be used to create
discounts (Standard discounts or Customer discounts) and this information will be
obtained and used upon selecting the Product for a proposal line item or during the
import of a specification file to create the proposal line items. The taxable information
for each Product is stored here as well as the income and expense account for tracking
dollars associated with each Product.
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Product Name or Description

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

Active?

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

Catalog Code

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

Cut Separate Purchase Order?

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

Electronic Order Email

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

Electronic Order Fax

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

Default Order Method

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

Freight Terms

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

Quoted

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

Income Account *

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

Expense Account *

Select the expense account (COGS) that is to
be used to track the cost dollars of this
Product
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Taxable? Check this box if the product is taxable.
When checked, you will be presented with all
the tax entities defined in your tax table
(System Configuration) and you must select
the entities that you are responsible for
collecting sales tax on for this product

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

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

Discount Tab

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

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

Edit Yendor : Test Yendor M E

| Update wendar | [ Delete vendaor |

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

[Add Mew Discount]

Discount Description Discount ID Customer Expiry Date

Mo discounts have been created under this vendaor,

[ Update vendor | [ Delete vendor |

Standard Discount
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Edit Yendor : Test Vendor _ I =]

[ Update vendor | | Delete vendor |

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

Discount Type: || Standard Discount

Discount Descriptian: | | |

G5A7

Discount ID: |:|
Effective Date: | [Sep ¥ |[19 ¥ [zo1e |

Expiration Date: | [Mar v |[18 v [zo17 |
=- Back Add Discount

[ Update vendor | [ Delete vendor | -

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

Customer Discount
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Edit Yendor : Test Yendor [_ x|

[ Update vendor | [ Delete Vendor |

Discount Type:

Customer Discount *
Custamer:

| &

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

Discount Description:

GSA7Y

Discount IDn:

[ ]

Effective Date:

sep v (15 v ots |TH

Expiration Date:

Mar ¥ |18 v |zo17 |

=- Back

Add Discount

[ Update Wendor | [ Delete Vendor |

A

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

difference between entering a discount in the Vendors Discount tab is that you get the

option to create a vendor standard discount. Typically, discounts are entered in the
Vendor Discount tab because you can enter both vendor discounts and customer
discounts here. The input fields are exactly the same in the Customer Discount tab and

Vendor Discount tab and they update the exact same database.

Vendor Stats Tab
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Edit Yendor : Test Vendor M E

| Update vendor | | Delete vendaor |

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

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

There are no apen hills for this vendor,

— Outstanding &/P

Total Dutstanding: $0.00

—Purchase Order Booking

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

1

[ Update vendor | [ Delete Vendor |

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

for review

Outstanding A/P Displays a dollar amount of all open invoices
you have with this vendor

Purchase Order Booking Lists a snapshot of your Month To Date,

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

Search Vendors

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

Wancons

Werdar L=t : Create o Mew Verncor
SN Veko| ok & Pay il v Sicarch tor & Wiendor .
_'.ﬁ [Lacdy ? " rrer oresner Choice: Admin!

Icon Option:

Shmwing 1 - 2% of 865 Vendors.

=]

Graling

Search for a Vendor Icon Option

Both options open the exact same search input window.

Search Yendors ™ E
Filter your vendor search criteria below:
’*Uendnr MName ’*ﬁ\ccnunt Mumber ’*Uendnr HNumber
—Located In Country
v ’7 r
—Tax ID———— —Discount ID————— vendor Currency
| | (I | ( v W
— Default Order Method Miscvendor Fees
T Small Order Fees
“endor Freight Fees
Product Specific Freight Fees
1099 YVendaor? Fuel Surcharge
Call Before Delivery Fees
Deposit Reguired?

.

A
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Vendor Name

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

Account Number

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

Vendor Number

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

Located In

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

Country

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

Tax ID

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

Discount ID

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

Customer Currency

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

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

1099 Vendor This check box will display any vendors that

have been flagged as 1099 vendors

Deposit Required?

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

Misc. Vendor Fees

Selecting any of these items will search the
vendor database for vendors that have
miscellaneous vendor fee's defined
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After entering your search criteria, click on the Search button. If any matches are found,
they will be displayed as shown below in the Vendor List

Search Rasults
[Shawy AN]
Showing 1 - §of 1 Vendoers,

=

Pagm 10l 1

Yendor e Acgount Mo, Lecatss Current Faxt 20 Past &l Fazt 20

Tt Lawdor Baltiiecra, ME

Import Catalog Codes

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

Impart Citaisg Codes .1 =]
Shuvring 1 - 25 of
S—il ¢ * Solget al werears Ispor
L Wendors faund g
¥ener Mame St T WARGDTE [0 TN ity (0o
Al8
ATl o i s Azt ating Falcan
B15 Ingtaflers 01 ok freart 1 # Abippbng - WEdEguns, G CE # Falrnn - Epbmom, MO L5
slermui Lt
e : sawanrth HEF FiFinas Mler
ciacin #* Haworth - Balmons, MO US # HBF - Babimors, MO U5 # perman Meler Inc - Zesland. MI LS
Bernnardt Tomies
Berrtheirs Liolsten Ennll LESROD Fratmnal
ki s o i ol - Aaltinove, MO L9 ¥ LaiEro - Balimon, MO Ug o st pnal Ofics Fumins - Catorsvibia, MD g

Tk Furriture
F o OFS SO 1t Gpe Famlburn

ar Choios Siest
P s ik * (IFE First e - eftirenm, WO U5 # 5it gn |t - Catonywils, M0 UG * Gpsc Furnvbre - Catonavlle, MO U5
D=k Mskery
Felntn E T [ Tirkadsani Allermile

* Stenlase - Camnswie, MO US * Tpkninn, LLE - # Lauml, W LS # g i bl - Bskmorn, MO U5

Hawnrth

HHF

b i bl sy 1

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

~ The Import Catalog Codes icon will not delete or duplicate any existing catalog
W codes in your vendor database. It will only add new products that are not
already in your system.

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

Messages | Hello User!

Messages M E

Message Detail

“£-- Back
Subject: Import Catalog Codes - Summary reply | delete | rnark unread | move
From: Dealer Choice Admin Recaived On: 3/08/2018 9135 am
Date: 3/08/2018 9:35 am By: User
To: User

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

The following 4 products were added:

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

vendor: Knoll -- Product: k. lounge Collection (kKLO)

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

vendor: Knoll -- Product: K&y Knoll Activity Spaces (KaV)
vendor: Knoll - Product: Anchor (KLS)

vigndor: Knoll -—- Product: Antenna Waorkspaces (KAW)
vendor: Knoll -- Product: Autostrada (KAS)

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

vendor: Knoll - Product: Currents (KCU)

viarndnr Keall - Oradnet Coirrantes (Elae atine Mimlet T ESY

Receive and Pay Bills

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

‘Wi Ll

F mmmm wakeoedl R By Bl v hirw Vencon B
L) [LogadiT " T Mﬂ:c e el cice Admin!
—— 0 okt I I

...... W Creghs = Customer Reud
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To view the list of entered vendor invoices click on Vendors - Receive & Pay Bills and

the list will appear.

Wanidar e ines aad CiTomms e il

Shiwing 1 4 uf A Vandar vk
i HE

Paplofl |

. Meinlr e Ricruliie P, Ly eng Linfe Ciu i Brmuuel

L Tebmin 20133000 1] S I014 i FE00an
L it 188 201 Loy s ELofon
[ranler Cholpe Syshems vendior Jragk! 1357 HUrang 130000

Tews venciar BE4EE HEEn )N T §140000

$00.00
$om
yL30000

LA 00

The Vendor Invoices and Customer Refunds window column headings that are

underlined can be used to sort the window data.

vendor Invoices and Customer BEefunds

Showeing 1 - 4 of 4 Vemder Invalces.

i3 F & e iy

Fagplall 1

H cort Spticns

B ypoder

Imvice Date Cup Date Amaount

Vendor Check Box

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

Vendor

This column displays the vendor name the
payable was entered for

PO No.

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

Invoice No.

This field displays the vendor invoice number
that was entered

Invoice Date

This is the invoice date from the vendor
invoice

Due Date

This is the Due Date of the invoice

Amount

This is the amount of the invoice

Balance

This is the balance due remaining on the
invoice

In the Vendor Invoices window, there are up to 6 icons available.
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Pagination Controls

Reprint Checks
Checks Waiting to be Printed
Make Payments

Create a Customer Refund
Receive a New Vendor Invoice

Sort Options Controls

Receive a new vendor bill

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

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

~  The Flag Invoices for Payment icon no longer exists. All unpaid invoices appear

¥ with a selection box to the left of the invoice in the list. When you select an
invoice for payment by clicking on this check box, the invoice is automatically
flagged for payment.

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

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

Make Payments

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

Pay Invoices
<= Bk Sort By Wandor Ehaw all  ® Show flagged Cose o or hafars

Fayment Account 100,01 Oparating Cash §402,409, 49 L) Enling Balance: $401,221.00

wruall, Irie

# Jrvokce ENOLL-T00 042702016 $554.80 'EEI-} Ell:t To be printed ¥

ABCD Office Furniture

o Jreeovce Bbco-100 [T el y i 790,00 226 .40 52260 Tobepnnted -
Lowa's
¢ Irvosce Memo oSt 090LE01E $20.00 ;_'I:I.rll:!E To be printed ¥
UPS FREIGHT
¥ IOk LFS Charges  09/07/2016 $50.00 : 60.00 | To be printed 5
Totals: %1,414.80 (£226.40) £1.180.40

Pastng Datm
Sep ¥ 20 ¥ [E0ie |

| Sutnit Ta Pay Cueus

Sort By Vendor Checking this option will sort the invoices by
vendor
Show All Checking this option will display all unpaid

vendor invoices, whether they have been
flagged for payment or not

Show Flagged This option will show you only the invoices
that have been flagged for payment
Due on or before This option will prompt you for a date. Only

invoices with a Due date on or before the date
you enter will be displayed

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

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

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

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

~ Clicking on the Submit To Pay Queue button will flag your invoices as paid even
",/ though the checks have not yet been printed. You will see the rotating $100 bill
when you have checks waiting to be printed as a reminder that you have
submitted checks to the Pay Queue but have not yet printed them. Don't forget
to print your checks.

Manual Vendor Discounts

Vendur Devescns smd Cusbesser Behinds

Pay Invaices

£ bk Soit By Mardor S all ® Show laggad [ o of Belore

Pary aly'il Palln il 101 Semral v Caih §402, 300,80 T Enefing Balance: 340180509

BBCCr CHfw Purrriyre

Lol TR E] 05/ 2ra01E £ TS0 i 0.8 R S2160 | Tobaprerad

Tatuls: &FH0L00 [REIEAD) 8533060

Fosting Date
THap *igd v Eois M

Sutimit T Fay Gueus |

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

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

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

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

Wemdar Inunices and Codomer Aefundsy

Pay Irvoloes
zim ) geck Bort B eroior Show &l " Snow flsped Cium on o beinne

Payment donunt:  J000L Opsratng Caon §4ADE ADG 45 Eniding Balance: $301,03%5 &0

SECO Cfftn Fumtung
¥ lnvoos aboo-fGT TN srsoo0 0 S0 22147 473060 | T ke pnnted ¥
Tedals: SFM000  (SSDOnY [&220,40} ®473,00

Pasrieg Dats

Sep ¥ND ¥ 014

S T Py Ja e
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If your vendors offer early payment discounts and you can enter the terms in the

discounts will be calculated for you and

Vendor database (Payments tab - Early Payment Discount input field) the

will appear in the Discounts column

automatically, if the discount terms are satisfied.

Vendor Deposits and Credits

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

When entering an invoice where a deposit has been paid be sure to enter the invoice for
the full amount of the invoice before the deposit has been applied. The deposit amount

paid will be deducted from the invoice amount

Any vendor credits that have been entered will

when you pay the invoice.

be automatically applied to payments to

that vendor and if applied, will appear in the Credits column. If you wish to pay the

invoice in full, without using any of the credits,
Credits field.

Check No.

simply remove the dollar amount from the

To be Printed

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

Handwritten

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

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

number prefix) and for a check number

When setup in System Configuration, there are fields for a seed number (Check

counter. When the Handwritten check

option is selected, the Check No: field will be automatically populated with the
next check number to be used in sequence.
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VYendor Invoices and Customer Refunds

Pay Invoices

<o Back Sort By viendor Showe all * Show flagged Due on or before
Payment Account: | 100.01 Operating Cash $402,409.49 ¥ Ending Balance: $401,885.80
Wendor Due Date Amt Due Discounts Deposits Credits Amt To Pay Check Mo,
ABCO Office Furniture Hand written b
¥ Invoice aboo-101 05/22/2016 750,00 | 226.4D| | 523.6D|! Check Ma:
Totals: $750.00 ($226.40) $523.60

Posting Date:

sep v |21 v|ae |
Submit To Pay Queue

Checks waiting to be printed

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

Yendar Iswolory and Cuviomsr Befusdsy

Sharing 1 - 4 of 4 Vendar avoloes.
L '? & o & L [

Eee B ale

Hut:atingll]l] Dollar Bill I[:u
Select your starting check number that matches your check stock.

Print Checks

Printing checks for account: 100.01 Operating Cash

Starting check number:
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Print Checks

Payments To Be Made
100.01 : Operating Cash [change]

[uncheck all]

ABCO Office Furniture
Total Due: $523.60

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

Total Due: $584.20

= 1 1nvoice for Knoll, Inc.

Check No. Due Date
s 04/27/2016

Thalninn T~

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

PO Box 2787
Florence, AL 35630

E 1 Invoice for ABCO Office Furniture

<

SYSTEMS, INC

Preview Checks

Inwoice Mo, Payment Arnt
labco-1002 £523.60 %
knall, Inc.

PO Box 841366

Dall

Inwoice Mo

as, Tw 72284-1366

. FPayrnent &mt

kNOLL-10

] t534,80 [

T

Takninn

[change]

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

[uncheck all]

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

Selection box to left of check number

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

Remove invoice from Pay Queue icon

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

Preview Checks

This button will open the Preview Checks
window showing you a PDF view of the
checks to be generated. From this window,
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you click on the printer icon to send the
checks to your printer

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

from your printer.

Print Checks M E

Preview Checks

£ &l
Mo, 72
Date: 2016-09-21
Pay to the i }
order of: ABCO Office Furniture £ 523.60

Five Hundred and Twenty-three Dollars and 60,100
ABCO Office Furniture 1099
PO Bow 2787
Florence, &L 35630

Mermo: abco-1002

LiZILSETAESR "OLZ3ILSE TR

A

Reprint Checks

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

Wendar levalees and Tuvinmsr Hedusds

Shawing 1 - 4 ol 4 Yendar Iswoiges, Ewmlofl
4 % o gy [ B e ot

PO An Ronbce % Iaendoe Kigie Bl Bt

Reprint Checks lcon

l,_!f Checks can also be reprinted from the Check Register under Accounting -
Check Register.
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Reprint Checks Window
- This option is only to be used to print an existing check on check stock
A containing the original check number.

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

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

Print Checks N E

To reprint multiple checks, enter the check numbers below, separated by commas {i.e. 1001, 1002}, This
option is intended for checks that will be reprinted on the original check number. If your check was
printed incorrectly, you must vaoid that check and reprint it from your payables list,

72,73, 74

Reprint Checks

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

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

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

Yendar Iswolory and Cuviomsr Befusdsy

Shiviviing 1 - 4 of 4 Vendar lawibies.
i F o | QS

Riosdi e S, Eher B Arneai

Search for Payables Icon

This is the Search for Payables window.
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Search Payables

Filter your payables search criteria below:

—Invoice Number

—DealerChoice PO Hurnber

—Invoice Due Date

—Search By Vendor

Frorm: v |

To: A

—Paid & Unpaid

— Check Mo

-

4

Invoice Number

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

Invoice Due Date

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

Paid/Unpaid

Search by Paid invoices or Unpaid invoices

Check No

Search by the Check Number

Dealer Choice PO Number

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

Search By Vendor

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

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

Page2ofc 1 234 .. 6 = =

Sort Options

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

Pagelof5 123 .5 2>
Sort Options
Show:
= Al Payahles
Only Paid Payvables
Only Flagged Payahbles
Only Unpaid Payables
By Type:
* Show all Types
only Show Bills
only Show Credits
Cnly Show Refunds
Only Show Deposits
With their due dates from:

T

To:

T

Created By:
Testl =
Test2
Test3
Testd i
S Remember Preferences
All Payables This option will display the entire list of
payables entered
Only Paid Payables This option will display only payables that
have been paid
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Only Flagged Payables

This option will display payables that have
been flagged for payment

Only Unpaid Payables

This option will display unpaid payables,
including flagged payables

Show All Types

This option will display bills, credits, refunds
and deposits

Only Show Bills This option will display invoices only per the
option selected in the 'Show' field
Only Show Credits This option will display credits only per the

option selected in the 'Show' field

Only Show Refunds

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

Only Show Deposits

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

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

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

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

person that entered the payable

Remember Preferences

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

Go

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

New Vendor Bill

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

Menu option:
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Menu Option

Icon option:

Yenidor Inwolces and Customer Refunds

Shovelng 1 - 4 of 2 Yendor Invoices,

Page iall 1
i B mm

B Gort Optican

Wendoe Lowhice Diafe Due Date Rimoisnt Balands
Receive a New Vendor Invoice

Both options will display the Receive a New Vendor Invoice window.
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Create a New Vendor Invoice/Deposit . E
Create a New Vendor Invoice/Deposit
[ 5ave | and | Close v |
VYendor: | |
Type:
PO No: |
Hold Payment: | |
Invoice Amount: [ |
Invoice No: | |
Invoice Date: |1ul ¥ [17 ¥ |[z017 |
Date of Receipt: |10l ¥ |17 ¥ E|
Due Date: |Aug T |1 T E|
Exclude Manual Credit?: [ |
Motes:
4
Total Expenses:
Account Amount Memo Proposal
| 1@ | | | | | |
| 1@ | | | | | |
| @ | | | | | |
| 1@ | | | | | |
| 1@ | | | | | |
| 1@ | | | | | |
| @ | | | | | |
| @ | | | | | |
| 1@ | | | | | |
| 1@ | | | | | |
| 1@ | | | | | |
| 1@ | | | | | |
1-25 add rore lines
|
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Vendor

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

Type

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

PO No

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

Hold Payment

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

Invoice Amount

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

Invoice No Enter the invoice number from the vendor
invoice

Invoice Date Enter the invoice date from the invoice

Date of Receipt Enter the date your received the invoice

Due Date Enter the Due Date from the invoice

Exclude Manual Credits

Check this box to exclude manual credits from
this vendor invoice

Notes

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

Account Distribution

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

[add more lines]

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

limited.

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

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

Save and Add New This option will save your current entry and

open the payable input again so you can
enter another payable

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

Total Expenses

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

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

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

When entering invoices that have not been purchased on a purchase order, leave the
Po No. field empty. In the Total Expenses section, enter the appropriate account
distribution and include the proposal number in the Proposal input field to associate the
costs with the proposal.
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For example, if you incurred overnight shipping fees for sending documents or
parts/tools to a customer or installation company, which were not purchased on a
purchase order, you will enter the account that you have setup on your general ledger
for overnight shipping fees (or whatever that account may be called) include the
proposal number the extra charges were incurred on. This will add the costs to the
proposal and will be used in the calculation of the overall Gross Profit on the proposal.

A/P Line Mapping

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

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

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

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

Create a New Vendor Invoice/Deposit

and | Close b
vendor: [knoll, Inc. |
Type: |Bill v
PO Mo: |82E|5 View Purchase ©rder Map Line Itemns

Hold Payment:

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

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

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

Create a New Vendor Invoice/Deposit

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

PO No: [5265 | view Purchsse order Hide Line Tterns
Gty Item Mo, Item Desc Ext Cost
1.00 D1R9G36G Worksurface, Rectangular, 9... £140.20
1.00 55P3-4-A5K-GH Life Chair, High Performanc... £279.04
1.00 428C-1-U Harry Bertoia Barstool, bar... £305.76

Hold Payment:

Invoice Amount: 725,60

Invoice No: | |

Invoice Date: [1ul v |[13 v|zoir |FH
Date of Receipt: [1ul ¥ |[13 v|zoi7 |FH
Due Date: |Aug Y10 ¥ E|

Exclude Manual Credit?:

hintoc

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

In the next example, we have set the 'Require items to be received in order to map on
A/P line item?' to no which means that we do not have to have a Received Date entered
to be able to map line items for payment.
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Create a New Vendor Invoice/Deposit _ [ x|

Create a New Vendor Invoice/Deposit

[Save | and |Close v
vendor: [Knoll, Inc. ]
Type: Bill r

PO No: [3265 | vigwPurchase Order Hids Line Jtars
Qty Item No. Item Desc Ext Cost
1.00 DIR9G36G Worksurface, Rectangular, 9., t132.32
1,00 S5P3-4-A5K-GH Life Chair, High Performanc.., £270.04
1,00 228C-1-U Harry Bertoia Barstool, bar... £305.76

Hold Payment:

Invoice Amount: 717,12

Invoice No: | |

Invoice Date: | Sep ¥ | 22 ¥ |Zo16 |CHl

Date of Receipt: |Sep v | 22 v 2016 |08
Due Date: |oct v |15 v zo1e |TF

Exclude Manual Credit?:

Motes:

We will select 2 of the three line items to be paid as shown in the following example.
After selecting our line items, you will see that the invoice total will be updated to match
the line items selected, not the purchase order total amount.
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Create a New Vendor Inveice/Deposit B E

Create a New Vendor Invoice/Deposit

[Save | and |Close v
Vendor: Knoll, Inc. i
Type: Bill A
PO Mo: 8265 | wisw Purchase Ordar Mide Line {tems
Qty Iterm No, Irem Desc Ext Cost
o 1.00 DIR9E3SG wiorksurface, Rectangular, ... $132.32
s 1.00 S5P3-4-A5K-GH Life Chair, High Performanc... $279.04
1.00 428C-1-U Harry Bertoia Barstool, bar... $305.76

Hold Payment:

Invoice Amount: | 411.3¢)

Invoice No: | |
" f 1f
Invoice Date: Sep ¥ 22z T 2016 | 9

Date of Receipt: |Sep ¥ 2z ¥ 015 |9

Due Date: | oct * (15 7 [zo16 | %
Exclude Manual Credit?:

Mt

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

Error!

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

[ Proceed &nyway ]

Create a New Vendor Invoice/Deposit

and | Close r
vendor: [knoll, Inc, |
Type: | Bill v
PO No: [3265 | view Purchasze Order Hide Line Items
Oty Item MNa. Itemn Desc Ext Cost
+ 1.00 D1R3636G Wiorksurface, Rectangular, 9., £132.32
r 1.00 | 55P3-4-A5K-GH Life Chair, High Perfarmanc... £279.04
1.00 428C-1-U Harry Bertoia Barstool, bar... £305.76

Hold Payment:

Invoice Amount: 411.36

Invoice No: [MAP_EXAMPLE |
Invoice Date: | Sep T[22z ¥ E|
Date of Receipt: | Sep ¥ ||22 ¥ El
Due Date: |CQct ¥ |15 ¥ El

Exclude Manual Credit?:

hintace

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

You can edit this invoice to select the remaining line items before paying this invoice or
you can edit the invoice to select the remaining line items after this invoice has been
paid. You do not have to enter a new invoice for the same purchase order to create a
new payable entry in your payables list.

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

varaor Lit "
H [—— IM-.lll f|__ Mechren & Por Bl 0 i Vercks [l i
-‘.‘EI AT fiitaias Rocmen Yenco Craciy oice Admin! '
EEALER TE— Creata g Duetones Mefur

Welcnines eaber Chodees Adminl

Icon Option:

Vendor Invoices and Customer Befunds:

Showing 1 - 4 of 4 Yendor Invnices. Pageiof1l 1

LY ] q fé i | B St Optione

_____ Inwiloe Mg, Inwuice Date D Drate At

lcon Option

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

Exclude Manual Credit?: |

Total Expenses:

Account

DEALER CHOICE SYSTEMS, INC

[ Save | and |Close v|

vendor: |

Type:

PO No: |

Hold Payment: |

Reference No: |

Date: [aug vz v|zoi7 |TH

MNotes:

Amount

Memo Proposal

O |

| |

O |

| |

O |

O |

| |

1-25 add more lines

A

Vendor Enter the vendor name that is issuing the
credit
Type This MUST be set to Credit to enter a vendor
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credit

PO No.

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

Hold Payment

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

Invoice Amount

Enter the amount of the credit

Reference No

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

Due Date Enter the date the credit was issued by the
vendor
Notes Enter any text you deem necessary regarding

this credit

Total Expenses

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

[add more lines]

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

Save and Close

Your credit will be saved and the input
window will close

Save and Add New

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

Save and Add New Same Vendor

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

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

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

Create a Customer Refund

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

Menu OEtion: _

- = w“:ui-... 4 --ém;pﬁs = e v =

i ey T T - I i I
-I.t_&  Tuogort T s Ve i oice Admin! I
SRELER T Craate a Custome: Relrd
|Menu Option

Icon Option:
Vendor [nvoices and Customer Befunds
Showing 1 - 4 of 4 Yendor Invoices., Page 1ofi 4
-
L Q: o B sort Opkione

L Wi mdor O Mo, Imerice Mo, mynice Date Dne Date Amaount

Create a New Customer Refund lcon Option

Both options will open the Create a New Customer Refund window.
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Create a New Customer Refund [_ | x|
Create a New Customer Refund
and Close v
Customer: | |
Original Invoice No: | |
Refund Amount: |:|
Refund Date: |10l v |15 v |zo17 |E
Due Date: |Aug T ||z T E|
MNotes:
p
Total Expenses:
Account Amount Memo Proposal
| |9 | | | | |
| |9 | | | | |
| |9 | | | | |
| 1@ | | | | | |
| 1O | | | | | |
| |9 | | | | |
| |9 | | | | |
| |9 | | | | |
| |9 | | | | |
| 1O | | | | | |
| |9 | | | | |
| |9 | | | | |
1-25 add more lines
|
Customer Enter the customer name to whom the refund

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

Original Invoice No Enter the first few characters/digits of the
invoice number for which the refund is being
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generated. Any invoice numbers that match
the characters you've entered will be
displayed with the invoice amounts. Click on
the invoice in the selection box

Refund Amount

Enter the amount of the refund

Refund Date

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

Due Date Enter the date by which you want to pay the
refund. This is the due date that will appear
on the refund in the Receive & Pay Bills
window

Notes Enter any notes you deem necessary for

information about this refund

Total Expenses

Enter the account name or number of the
account or click on the drop down arrow to
select your account from the list presented

Amount

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

[add more lines]

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

Save and Close

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

Save and Add New

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

Save and Add New Vendor

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

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

Dealer Choice has created an easy process for managing credit cards in our software.
To begin, please make sure you have been granted the following permissions from your
site administrator:

= Accounting
-Chart of Accounts
\iew Chart of Accounts |_| Edit Accounts
[ view Account Details || pelete Accounts

Create New Accounts

= vendor Payables

[ Check all

Wiew Payables List || Delete Payables | wigw Memo Costs

[ \igw Payahles Details ] Print Checks | add Memo Costs

[] Edit vendor Payables || Flag Payables for Payment | Wiew Commissions Paid

Create Mew Payables I pay Bills | override PO/Payable Amt

= wvendors

| check Al |

Wiew Vendor List [ Edit wendor Details [l Delete vendors

Wiew Yendor Details Create Mew Vendors | Import Catalog Codes
General Info Payment Info
Wiew General Info Wiew Payment Info
Edit General Info Edit Payment Info

Create a credit card account. This can be found under Accounting > Chart of Accounts
> Create New Accounts.

For this example, we will be using American Express.
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Be sure to select the “Credit Card” Account Type when creating a credit card account.
This account type functions as a current liability account.

Edit Account : 185 - AMEX Credit Card _ ]

General || Activity |

Account Type: * | [ Credit Card v

Active,

Account Mame: * | [AMEX Credit Card

Farent Account:
[ 120 - Credit Cards ~

Account Mumnber: | [185 |

Save Account

-

Next, create a vendor profile for your credit card. This is the credit card vendor account
and you will be making payments to this vendor for your credit card expenses.

Edit Vendor : AMEX Credit Card H E

[ Update vendor | [ Delete Vendor |

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

vendor Name: * | [aMEX Credit Card |
active

Street:

City: * | |Test

State: * || Alaska v

Zip | ]

Crnntry: * | [ United States of &merica v

After the vendor is created, go to the Payments tab. Select the check box next to “Is this
a Credit Card vendor?” and then select the account you would like it to be linked to.

100
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems




-
DEALER CHOICE SYSTEMS, INC

You must link each credit card vendor to their specific “credit card” account that you
added to your chart of accounts. This credit card account functions as an accounts
payable (current liability) account for receiving and paying bills via credit cards.

Edit Yendor : AMEX Credit Card H E

| Update vendor | [ Delete vendor |

General | Payments || Contacts || Locations || Products || Discounting || VYendor Stats |
R ired D it
et |
Early Payment Discount: |:| Y if paid |:| days prior to due date

vendor's Payment Terms: |:| days
Tax 1D Number: | | |

1099 Vendor:

Is this a Credit Card -
vendors | -- 185 - AMEX Credit Card ~

Group Invoices Into Single
Check?

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

Comment To Appear On | |
POs:

TR Rt P | _—_— 1

Now that your credit card account and vendor are set up, you can begin to create
invoices. The first step will be to create the vendor invoice from your vendor that you
have paid with your credit card. Go to Vendors > Receive & Pay Bills > New Vendor Bill.
Enter your vendor that you have paid with a credit card and select Pre-Paid Credit Card
as the type along with the account associated with the credit card you used for
payment.

In the example below we are paying National Office with our American Express Credit
Card.
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Create a New Vendor Invoice/Deposit

Create a New Vendor Invoice/Deposit

[ Save | and | Close

Vendor: |National Gffice Products |
Type: |Pre-Paid Credit Card v || 185 - AMEX Credit Card |
PO No: [22-1048 | wiew Purchase Grder  Mag Line Ttems
Hold Payment: [ |
Invoice Amount:

Invoice No:
Invoice Date:
Date of Receipt:

Due Date:

[NAT-123455678 |

[1an v |[4 ~ 202z |[H

[1an ~ |5 w2022 |

[Feb v |[4 ~ 202z |[H

Exclude Manual Credit?: ||

Notes:

Total Expenses: $1,338.30

Account Amount Memo

[150 : Work In Progress |@ | 1,338.30] |

You must enter a vendor invoice for any purchase that you make via credit card whether
you receive an actual invoice from the vendor or not. This is especially important for
product ordered by purchase order (and paid for via credit card), so your accounts (WIP
and cash) will remain accurate. If you don’t receive an official invoice, you can simply
enter one using any invoice or reference number you wish.

To enter a vendor invoice that was paid for via a credit card, go to Vendors > Receive &
Pay Bill > New Vendor Bill.

Enter and select the vendor name of the bill that has been paid for via credit card in the
vendor field. Then select “Pre-Paid Credit Card” in the Type field. Then select the credit
card account that was used to pay that invoice.
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Enter the bill as you normally would, including selecting a purchase order number and
entering the vendors invoice number. As always, if you are entering a bill associated
with a purchase order, you will always select the Work In Progress account as the
expense account. If there is no purchase order for cases like rent or utilities, then
instead of the WIP account, use the appropriate expense account for that cost.

Again, if you don’t receive a bill from the vendor, enter one yourself.

Create a New Vendor Invoice/Deposit M E3

Create a New Vendor Invoice/Deposit

[ save | and | Close ~ | |

Vendor: |National Office Products |

Type: |Pre-Paid Credit Card + || 185 - AMEX Credit Card + |

PO No: |22-104B | View Purchase Order Map Line Items

Hold Payment: [ ]

Invoice Amount: 1,338.30

Invoice No: [NAT-123455678 |

Invoice Date: [Jan + |[4 ~ |[z022 |3

Date of Receipt: [Jan v |[5 w |[2022 |7

Due Date: [Feb ~ |[4 ~ |[2022 |

Exclude Manual Credit?: [

Notes:

Total Expenses: $1,338.20

Account Amount Memo Proposal

[150 : Work In Progress |@ | 1,338.30] |

luf Dealer Choice will automatically mark this payable as paid once it is saved.

Continue to enter any vendor invoices that were paid via credit per the steps noted
above.
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Paying the credit card vendor

When you receive the credit card vendors statement, you will need to make a payment
to that vendor for using their credit card.

You must select which bills you are paying in this check/payment run.

Go to the Vendors menu and click on Credit Card Bills

Home Customers Vendors CEM A&D

Vendor List »

F Welco Receive & Pay Bills ’
-‘ [Lodot  cregit card Bill

DEALER

You may have multiple credit card accounts defined, so the first step is to select the
credit card company that you are paying now.

Croadit Cord Bills

Showing 1 - 2 of 2 Credit Card Bills.

PFage1of1 1
ﬁ'} 2 Crodit Card Account: | 185 - AMEX Credit Card = | B Sace Optites

180 - Visa Cradit Card
195 - Visa Credit Card 2

187 - MCard I
PRl ]

' AMEX Credit Card = J455678_CC 01-D4-2022 £1,338.30 $1,338.30

b amEX Credit card 2021-1018 11111_CC 01-28-2022 430000 £0.00

After selecting the vendor, any bills that have been entered for this credit card will be
displayed. Any bill that has a balance greater than zero or that has not yet been paid in
full will have an open selection checkbox to the left of the entry in the list.

Select any open balance invoice(s) that you want to pay by clicking the checkbox to the
left of the bill and a blue flag will appear noting that the bill has been flagged for
payment.

Creddit Cord Bills

Showing 1 - 2 of 2 Credit Card Bills.

Page1ef1 1
& S Credt Card Account: [185 - AMEX Credit Card_w B 5ot Optony
[ ] Wendor O Mo, I oice Mo, Invoice [alke Due Dale Amount Balance
o oS s
AMEX Credit Card 22-1048 123455678 _CC 01-04-2022 $1,338.30 £1.238.30
o AMEX Credit Card Abzi-1018 11111 _CC 01-28-2023 £300.00 £0.04
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-~
Once the bills you want to pay have been flagged, click on the = Make Payments
icon to open the Pay Credit Card Bills window.

Pay Crendit Card Bills

Pay Credit Cord Bitls lor:
185 1 AMEX Credit Card Fosting Drate

2 J it Show all = Chow Aagged Do o Befors
o= Bask Fet w [[& w |[zo2z2 JiE

Paymant Account: -| 305 Cash - Checking Acco 51,085 08 Ending Balance: (527 2.34)

#  Vendar Mua Cate Amt Due Discounts Ceposits Credits amt To Pay  Chedk Na,

AMEX Cregit Cand

Invoics MAT- i e ’
B 123455678 CC 02-04-2022 £1,338.30 1,338.30] [Tobe printed v

Totaks: $1,338.20 §1,338.30

Submit To Pay Queue

This window is exactly the same as your normal (non-credit card) bills payment function.
See the online user documentation starting at page 72, or search the document for
“Make Payments” if you need more detail.

Clicking on the “Submit To Pay Queue” button, will allow you to generate a paper check
or will flag the invoice(s) as paid if the “handwritten” check option was selected. If a
paper check is to be issued, (the “To be printed” check option was selected), then you
will have to generate the paper check. If you need to generate a paper check, you will
see the rotating $100 bill icon to remind you that bills have been flagged as paid but you
still need to generate the paper check(s).

Showing 1 - 3 of 2 Credit Crnd Rills.

T U o curd accour: (T35 - AREX CredE Card w | e
ROsin B, Lnvesicn Date e Dl

"

¥ AHES Credit Card L1-3043 11MSSENE L L 02013 £1.338.4] 50 ]

W AMEX Credit Card DE23-1018 313108 oL-28-2022 530000 50,00

Click on the “You have checks waiting to be printed” icon so you can print the payment
check to this vendor.
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Credit Card Vendor Credits

To create a credit to be applied to the credit card vendors payment you must use the
Vendors —> Receive & Pay Bills —> Receive Vendor Credits menu option.

.
P’H pucrf h:..:-._ s x:-.-»;-':m‘ d Frafle Tast User] I

Cruste § Copirrses B

This will open the Enter Vendor Credits input window.

Enter Vendor Credits E
Enter Vendor Credits
[ Save ] and |Close v |
Vendor: | |
Type:
PO No: |
Hold Payment: [
Reference No: | |
Date: [Jun v |14 v|[2022 [ N
Notes:
P
Total Expenses: * The default Vendor Credit Account will be used.

Amount Memo Proposal

| | | [ ]

| | | [ ]

| | | [ ]

| | | [ ]

| | | [ ]

| | | [ ]

| | | [ ]

| || | [ 1

| | | | [ ] -

__
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Enter your credit card vendor’'s name and select them from the supplied list.

Enter Vendor Credits BH
S

Total Expenses:

Vendor:
Type:
PO No:

Hold Payment:
Amount:
Reference No:
Date:

Notes:

Enter Vendor Credits

[ Save ] and |Clr.:-se

B

v

Vendor List:

VISA Vendor

Jun w |[14 v |[2za022 (8

4

* The default Vendor Credit Account will be used.

Proposal

r'e

&

The only “Type” option here is Credit. You do not select a purchase order number, so
the input to the “PO No:” filed is disabled. Save your credit.

Credits will be applied to the vendors payment automatically.
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To pay a credit card vendor, use the Vendors —> Credit Card Bills menu option to

display unpaid credit ca

F"I'-ﬂ :I"'-“I Nouem Py B

s TR T TR

Showing 1 - 3 ol 3 Credit Cand SHls P TR |
B O crede coen acoouei: [0 WiEs = W ek plien
Invoscr o, Iaunice Cisie R i A
I L
= yisA Yo s 1001 el _C LIF PR | AR FF L o
VISA e 21-1030 TIK- jurpleece_CC 5717733 033 §3,400.00 §2,M80.00
VIGS Wendor 215 - G00_CT (A Rk e W3 5,000 00 EER D050

In the above example, we have two bills that appear on our VISA statement, so we will
flag both for payment. Any credits created for VISA will be applied to lower the amount
to pay to VISA.

We flagged our bills and clicked on the Make Payments icon.

Search Resulix

[ e A1 |
Ehawivay 1 - 3 ol 3 Crmdil Caid Rils. P 1) I

ﬁl W Crede Can Arcounl! | 230 - VISA -l [ —
™

= IR D e e

'wing

¥ WIEA vensr 23-1001 nemhefi_C AT 1 §L.azAn s0.m0
A yisa wend Zd-1030 TER- pasiryoc OO0 AT & . 532U #3850
M ima venss 12104 T F00_CC 44T GINIL 55,0000 F3,000,00

The Pay Credit Card Bills window will open and if any credits are available, they will be
applied, as shown.

Pay Crsilit Ol BRls

Pay Credit Card Bills for:

250 ; VISA POptii Dete Show all @ Show Ragged Dz o of bafore
=— Bk lun w4 wfzoaz [[H
Paprment Atcountt; | 105 Cash - Cheddng Acco (51,184.61) Ending Balance: ($8, 064,61}
e Date A D [HSCaraS Denosts A To Pay  Check g

WESE Veniior
Irmeoice TEX-

B peybye oo 8/D1f 2022 53 850,00 70,00 3,7o0.00| |76 be prmied -
WESS vandor

Irrvoice tek-BO00_CC &/79/ 2022 55, 000,00 0.00 5,000.00| [Tobe pted -

Tortads: S 7. B5000 (50,06) &7, 780,00

Q.IIZI_I-* _I:. P.!'i' E‘lﬂ!“ -JE
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Submit the bills to the pay queue by clicking on the Submit To Pay Queue button and
print the check(s) if necessary.

The following shows the journal entries of the credits being created and applied to a
payment for an AMEX bill of $50,000.00 and a $500.00 AMEX credit.

This transaction is for the $50,000.00 bill being entered.

h15/ 2022 Bil: Tec0a 0 -3 355- AMEX Cradi Cand Tmecice Mo, Tek-993 50,0004
Vendor: Tekmion, L1 150 - Wark In Progress 55000000
Test Liser b/ L5y 3022 843 am SI000000  S30,000,00
This transaction is the $500 00 credit being entered.
B2 | AHECR-003 13?‘, - BVEY Credit Cand Wentor ga - ANB-CRD S500.00
Vendr: Amey 135 - Vendor Credits S50000
T ser B I5A007 8244 am §500.00 S500.00
Thls transactlon shows the payment with the AMEX credit applied.
v} Peyment: pme-007 101 2134 - Cash - Chexking Accoent 1] 'n- H3.0C 4% SO0
Fengr Ames 255 - AMEX Crecit Card Irwice o, Tek-#3_(L 549.500.00
Test Uper &715/ 2002 8:45
am 136 « Yendlor Dredis #opbad Credt £500.00
504 - st of Goods Sold Arpked Credi £500.00

S50,000.00  550,000.00

A&D

Architectural & Design Community Database

The A & D database options have their own menu structure. Access to the A & D list
may be restricted by user permissions (See Permissions).

There are 3 options available under the A & D menu item; A & D List, Create a New A &
D Firm and Search A & D Firms.

Orayts abew BB DR

H @ Wescome, Rdmin e Segrch i & 0 R

’I' [Laami] Py VI T G RO Pdﬂ1l|'|| I
—-—

DEALEE

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

A & D List
Architectural & Design

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

sgstem

Shawiing 1 2ol 2 A& O Firms Pagmlofl 1
Kizwt A0 Tieth Catorwilo, MD

Tost ASD Group Baftirmcen, MWD

Thi Lares resmce GIoip S Lowas, MO

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

The entry can be deleted by clicking on the Delete Firm Button.
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Edit AZD Firm: The Lawrence Group M E

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

Firm Marme; *

|The Lawrence Group

Street: *

319 M. 4th Street
Suite 1000

City: *

|5t Louis

State; *

Missouri

Zip: ¥

Country: *

United States of America

FPhone: *

[3142315700 |

Faw:

| Update Firm | [ Delete Firm |

L |

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

Architectsal & Deslgn Community

Showveing 1 - 3of 3 A & D Firms. Pageiofi 1

Eirm b gme Location
Search for an AZD Firm
Create a New A&D Firm

A & D Create New A & D Firm

Architectural & Design

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

Menu Option:
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Craaba @ fare & 3 D R

Bmwrch & B 5 Fims ¥
|} T R ;..J"ID'B:CE Mmll'll

F = '-\'\ell:r.r-i. Al mim
b ——

Welreme Deaber Chobce Admin

Menu Option

Icon Option:

Architectsal & Design Community

Shoveing 1 - 3 of 3 A & D Firms, Pageiotl 1

|cre~ate a Mew AZD Firm

Both options open the same input window.

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

General Info

Create A New AZD Firm (_§ x|
General Info || A&D Contacts || & & D Stats |
Firm Mame: * ||
Street: *
s
City: * ||
State: * || Select State v
zipe* |
Country: * || United States of America v
Phone: * || |
Fax: | |
.
A
Firm Name * Enter the name of the A&D firm (required
field)
Street * Enter the address for the firm (required field)
City * Enter the City of the A&D firm (required field)
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State * Select the State of the A&D firm (required
field)

Zip * Enter the ZIP or Postal Code of the A&D firm
(required field)

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

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

Fax Enter the FAX number for the A&D firm

Add Firm After entering the required data, click on this

button to save your entry

~Input field names followed by an asterisk (*) are required fields and must be
“w entered before your entry will be saved.

A&D Contacts

Create A New A&D Firm

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

Contact Mame:

Title:

Phone;

Phone 2:

Mobile:

Fax:

Email:

1

Contact Name

Enter the contacts name

Title

Enter the contacts title

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

Fax Enter the contacts fax number

Email Enter the contacts email address

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

Create & New A&D Firm M E

General Info || A&D Contacts || A & D Stats |
& & D Statistics for as of 12:25 pm

— Resulted Sales & Proposals

Ayerage GP Margin: 23.08%

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

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

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

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

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

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

A & D Search A & D Firms
Architectural & Design

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

Craate a fao & 5 D A
Bagch & B O Fams

| I ey lJ'lU":E -Iudl'l'l-lrll

g \sicoms, Aifmin
& [Logout]
—

Menu Option

Icon Option:

Architectsal & Deslgn Community

Shoving 1 - 3 0f 3 A & D Flrms, Paga 1af 1 1

|5earth for an AED Firm lcon Option

Both options open the same input window.

Search For an A&D Firm [_ ]

Search By Firm Name

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

Firm Mame: | |

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

Architectual & Desbgn Commanity

Search Results

[Shows K11
Showimg 1 - 1 of 1 & & O Firms. Pagelofl 1
Test &R0 Groun Bakimone, MD

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

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

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

Project Management — Install & Delivery Schedule — Word Orders

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

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

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

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

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

Proposal List

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

e p
Fropeesl Lest

b # akama, Adealn Frojent Maraganent E i
i :f& _ [agee] s rrener w2aler Cholce Admin!

Main Menu Option

This will display your proposal list. There are two icons on the My Proposals window.
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Showing 1 - 30 of B2 Prapozals.

Froposal Humber:

L]

Pagnlofd 133

B ok Opsan

21|z # Test Customer

Search Proposzals
Create a Mew Cuote
Create a New Proposal

Uz Doouseancaban

Create a New Proposal

Click on this icon to create a new proposal

Create a New Quote

Click on this icon to create a new quote

Search Proposals

Click on this icon to search your proposal
database

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

window data.

My Propaisals

Showing 1 - 4 of 4 Proposals

Proposal M e

Pagaloll 1

B o Optiona

Desioriptfan

Sles Bl

Proposal No

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

Customer

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

Description

This displays the proposal description that
was entered when the proposal was created

Creation Date

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

Sales Rep

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

Status

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

Pagination Controls

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

Page 2 of &

Sort Options

123

4 .

5]

=2

Proposal list sort options allow you to set and preserve certain display features of the
proposal list. You can change the sort options as often as you like, or not use them at
all. The Sort Options control is found on the right side of the window under the
Pagination controls. Click on the 'Sort Options' link to see the options.
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Sort Options E3
Show:: And where the sales rep matches:
&l Proposals All Sales Reps
Al pr Is and Quot - ain
: roposals and Quotes inactive
' Only Quotes Inactivez -
_ Only Active Proposals and Quotes And where the sales coord
L only Archived Proposals and matches:
Quotes &ll Sales Coord
With creation dates from: DEI'I.I'E.
Inactive
2F. Inactive? >
To: And where the proposal status
:lw matches:
Archived
Complete
In Frogress
on Haold -
|:! Remearmbay Praferences | Go |
Sort Options
This option is the default, all proposals in your
All Proposals P . ' Prop y
Proposal database will be displayed
This option, when selected, will display only
Only Active Proposals active proposals - archived proposals will not
be displayed
This option, when selected, will show only
Only Archived Proposals active proposals - active proposals will not be
displayed
You can enter a from and to date to sort your
Creation Dates proposal list for proposals that were created

within the date range you have entered

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

Sales Coord You can select a sales coordinator name, or
multiple sales coordinator names. Only
proposals that have the sales coordinator that
is selected will be displayed. The default is to
display all sales coordinator proposals.
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And where the proposal status matches: Select which proposal status you would like
your list to be filtered to.
Remember Preferences Checking this box will preserve your Sort

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

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

Search Proposals

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

Menu option:

SR \Meicome, Admin Proiect Managssrant [ Sgarh for & Proposal
‘-. |.,'_l_.._l '_'.j.] TR s (L= Rl Sy ey e TH T
™ = 1

uuuuuu

Menu Option
Icon option:
Showing 1 - 30 of B2 Proposals. Papelof2 123 2

. Proposal Numbar; | = | son Options

Propnsal kg, - # Custsmar Descriptisn Creatien Date Sales Reg

Search Proposals

Both options will display the Proposal List Search window.
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Search Proposals HNE

Filter your proposal search oriberia below:

— Praposal £ PO/ Invoece Mo: - Customes PO Mumies
— ACve! Archived —— I Liser Filtar Iu!_'
ol |All Sales Reps Sples Rep
I Dave f .
Seoo f R
Faglorfrvaics include J #condiry Rep
= Propsbeal Sralus— = Jen i In I L1 Sades Coord
o Tesk User Earch: [0 pesigner
- Inactive Ueer ~ L) Project Manages
Direct Bi rEsarch By Customsy
-
Inwoice Numibar = Purchase Crdar Mumber
———e J I —— J
Locked Proposals 1 :"r_'.-.ﬁ-'.:rn Slatus
- v
— Flagged for malcg —————— r Ieemy PRy Product Noimibes
-

rrAdnowledgment Number

r Proposal Descriptian

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

Seardh Resyits
I Showi A1l

Shiwrisi 1 - 1 af 1 Pragicaki, Pago 1afl A

B8 Froposal Humber; |lGa B fak Opnas

Erupssal b e, Cuslesnir Deetcripbing Crestion Dale Salici Rap

ey W Tesl Chigtnmss: Yger Dacumantatinn ORSI0IS 1132 am Tasl: Liger

Export Proposals lcon
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Create a New Proposal

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

Menu Option:
| Pkl Ln v Gt @ bl Podyucsd
F‘ﬂ!-ﬂ |;'-'0|':D"'§- A Progact Maruseimant " Sonrch boi & Progaal
(Lot s | PERIL LT UL e e

WWhatcome Dealar ChsSco Admlnl

Main Menu Option
Icon Option

Shoving 1 - 300l 02 Prapessls, Bageiafa 123 =

Prapasal Mumber; | =5 B Goem Optizng

Ergngzal Mg, - # Custpmer Description L abes Epn

Create a Mew Proposal

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

Project Info || Design || Install | Clone |

Proposal Description: * Proposal No: *
| | 5630 |
Customer: * | | Sales Rep: * [Test User |
Customer PO | | Secondary Rep: | |

Sales Coord: | |

Fropose To: * 28D Firm: | | #
Contact: Contack:
Expiration [gep v|[z3 ¥ E| Order Type: | Mormal *
Date:
Proposal
Frobable b Stgtus: '
Close Date:
Probahility: Ijl %, Status hote: |
L Flag as
Cammissian r complete:
Team:

Activefarchive: |Active ¥

Proposal Notes:

Save Probosal h

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

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

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

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

The proposal Clone function requires permission to be accessed. The permission is in
the Proposals permissions section for Users and Groups.

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

Shoving 1 - 20 of 82 Prapassls, Baga 1ol 123 2

Arapasal Mumber; | |Lea B Goen Opticng

Prunesal Mo, - # Custemer Description Creatign Date Sabes Ben

You can also clone a proposal by right clicking on the proposal you wish to clone.

s0z1-1000 Tl Cuslo—ar 11173001 250 om Toit Lijer i Progniia

Clors they progoes!

Proposal Edt & Asglpnic Report

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

Create A New Proposal ™ E

Project Info || Design || Install | Clone |

Proposal Mumber to Clone into new proposal:

Mew Proposal No: * [17-1028 |

-

Py
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Begin entering the proposal number you would like to clone. A drop down will appear
with proposals matching the characters you are entering. Select the proposal you would

like cloned from the drop down.
Create A New Proposal ™ E

Project Info || Design || Install | Clone |

Proposal Number to Clone into new proposal:

11014 |
Proposal List: |
17-1014 Test Custormer - User Docurmentation

A

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

Shovaing I - 30 of B2 Propasals. Pageiofd T2 3 =

Proppzal Mumber = B wat Opmane

Propigal e, - & Cuslnmer escriptinn Crnafiam Dals Gl Mem

anz1-1zza W Tsk Customer User Dincumentabion TAEEEE] 8:13 am Teest Lizar

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

Recovering a Deleted Proposal

Dealer Choice has added a feature that allows users to recover proposals they have
previously deleted and want to recover. This can be done by using the Proposal Clone
function to create a virtually identical copy of the deleted proposal.
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To use this function, click on the create a proposal icon.

Shoveing 1 - 30 of 02 Prapessls, Nigaiold 129 2

Arapazal Mumber; | |lea B Rees Gpten

Prunosal Mg, - # Custpmer Descrighion Crpatien Eate Sabes Eep B rlH

Create a New Proposal

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

Create A New Proposal _ I ¥|

Project Info || Design || Install | Clone |

Proposal Mumber to Clone into new proposal:

Mew Proposal Mo: * [17-1028 |

-

A

Begin entering the proposal number you would like to clone. A drop down will appear
with proposals matching the characters you are entering. Select the proposal you would
like cloned from the drop down. The word [DELETED] will appear after proposal
numbers that have been deleted. Below is an example of selecting a deleted proposal
that we would like to recreate.
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Create A New Proposal

Project Info || Design || Install || Clone |

Proposal Mumber to Clone into new proposal:

(122 ]
Proposal List: x|
2021-1223 [DELETED] Test Customer - User Documentation

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

Showing 1 - 30 of B2 Proposals. Pesicia k53 &

Propnesl Mumbse G B Sod Spsane

Propogal g, - 8 Custumer escrpbion Cruatiom Dais Gales Meag

20211223 4 Tzt Customer LT Documentation TIREFECZ1 5:13 am Tzt Lizer

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

Saving Your Proposal
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Create A New Proposal M E

Project Info || Design || Install | Clone |

Proposal Description: * Proposal No: *
|User Documentation | |5E|3I] |
Customer: * [Test Customer | Sales Rep: * [Test User |
100 Frederick Road 5 d Rep: | |
Catonsville, MD 21228 Brondary mep:
dit
[edit] Sales Coord: | |
Customer PO | |
Propose To: * Test Customer | A2D Firm: | |
100 Frederick Foad .
Catonsvile, MD 21228 Contact:
[2dit]
Contact: v
Expiration [gep v |[za v |ko17 |TH Order Type: |Mormal *
Date:
Proposal
Probable v St';tus: =
Close Date:
Probability: [ o % Status Nots: |
o Flag as
Commission v complete:
Team: ] ) .
Activefarchive: |Active ¥

Proposal Motes:

Save Proposal v

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

Proposal 5630 1 User Dooumentaticn

" .

Project Info | Pheglgm || Install || IDes Detalls | Purchase Orders || Recaivabdes || Payaldes || Fige Yaull || Service k Punth || Ledyer |

Prapatval Descriptisn: * Proposal Mo: *
User Documentation ORI
Customer: * [fest Customar | Sales Rep: * [Tast User

123 Mam Stroet

Baltmare, WD 21223

Lada] Sgfes Cooed: [len
Caistomar RO | | L

Spcondary Rep:

Peagorsa To: * flasr Custome: | AL Firm BL

123 Main Straak

Balomare, D 21223 canbact:

[adr] Praduck GP:
Conkat: L] Chieck Bak:
Expiratian Date! ‘gen 73+ Fm? -q Order Type: | Normal »
Prabable Cozs - Propacal Bratus: .
Date:
SrFtus Mioka
Brobabdiy; 0l %

. Flag a5 complets;
GorrmEsion Tagir "
artwafarche! Lactve ¥

Propozal Mates
Ladd o note]

. After you save your proposal, all available proposal tabs will be displayed.
=1 Proposal tabs are controlled by permissions (See Permissions) and depending
on how your user permissions are set, your proposal view may differ from what is
displayed here.

Proposal $0Z1-1322 1 User Documentation
- lsr IR =

u]1!1l:!_l._

Lock this Proposal
Proposal Edit and Analysis Report
Submitthis Proposal to a Group or Department
Delete this Proposal
Save this Proposal
Close this Proposal and Go Back to Proposal List

Proposal Icons

Close this Proposal and Go Back to the Clicking on this icon will close your proposal

Proposal List and you will be returned to the Proposal List
You can click on the Proposal Save icon at

Save this Proposal any time. Dealer Choice performs an auto
save approximately every 10 minutes.
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Delete this Proposal

Click on this icon to delete your proposal.
You cannot recover a proposal after it has
been deleted.

Submit Proposal to a Group or Department

If you wish to send a message to another
group regarding this proposal, click on this
icon, select the group or groups that you want
to notify, enter your message text in the
message input box and click on the Go
button. All members of the selected group(s)
will be alerted by a message in their message
queue.

Proposal Edit and Analysis Report

The Proposal Edit and Analysis Report will
display the Edit and Analysis details for a
specific proposal. See the proposal edit and
analysis report section under reports in this
documentation.

Lock this Proposal

Locking a proposal ensures that no changes
will be able to be made to the proposal unless
it is unlocked. More details below.

Locking Proposals

Locking a proposal ensures that no changes will be made to a proposal unless it is
unlocked. Nothing can be edited, deleted or created on a locked proposal. This is a
permission based feature and only those with this permission will be able to lock and

unlock proposals.

To lock a proposal, click on the Lock Proposal Icon. All locked proposals will display a
message at the top of the proposal to alert all users that this proposal is lock. See
example below. The proposal will be read only at this point to all users.

Proposal FOZ1-1227 ¢ User Dooumentation

] % Ll % This proposal Is LOCKED prevasting sny changes,

Project Info | Design | Festadl | | tem Detadls Il Parchase Orders ! Kocemwakles _“!"l:.lthe: JFile ilull_ms-emw & Punch || Ledger

Proposal Deseription; *
|User Doowmentation

Prapakal Mo: = Apgand to Propesal Mo
FOZ1-125F HANK ]

To make changes to a locked proposal, click on the Unlock this Proposal icon. Now the

proposal is able to be altered.
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e I}"_ 4 Y This proposal is LOCKEED presenting any chonges

Prroejescd Trfo Eabgin | Install  Jiedn Fw,tnil; Pur_!:b.c!sn Dd:dm Et,u.l_-iu.-hlm il P:qllalgbp;'. File Vaulk Ik S-r\i!'.n B Punch Li-l:lgnr d

Propozal o * Propoeal Mo; * Append to Propossl ko;
|\Ubser Diocu Hnm Z0IL-1FFT EEEX X

Flagged for Invoice

For users that have the “Flag to be Invoiced” permission:

These users can flag items to be invoiced but that cannot create any customer invoices.
They can see invoice lists and open invoices to view the details.

They can print, email and receive payments on customer invoices.

They can receive deposits on proposals.
They cannot create, edit or delete invoices per the permission settings shown below.

Customer Receivables permission settings:

E' Customer Receivables

Check All
U create Invoices Edit Print Preferences U Edit Line Items
[J Delete Invoices [J Add Line Items O Add/Edit Finance Charges
View Invoice Detail [J Delete Line Items Receive Customer Deposits

Reports permissions needed:
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(=l aeports

[ Check Al

—Customers & Receivables Reports

| Aecounts Receivable Cesh Flow Expectations
| Accounts Recelvable Reconsiliation Customer Balance
| Cash Receipts Customer Statement
| Custamer Deposits I Customer Statement Sohedules

—wendors & Payabies Reports

| Accounts Pavable Purchase Order
Cash Requirermnisnts Vendor Discounting

| Cash Disbursements wip R:l.'l:lntlllullwi;:
‘endor Balance Summany Vandor 1093

Sales Tax Liability

Proposals &Sales Reports

- Project Status Report | Product Sakes
Backing Job Costing
[rvaiced Saies Summary Waork Oeder HI:II.'IHII'IQ'E
_| Bookings Sumimary Comimissions
_| Qpen Proposals Prapasal Edit and Analysis
Flag To Be Irvoiced Invoice Fragged

—Financial Reports

| Balance Sheet 7 Check Recanciliation
[ tncome Statement Chedk Rien
| Trial Balance Bank Reconcifiation

Users that have the “Flag To Be Invoiced” permission will then have a new Proposal List
context menu (right click on the proposal list display) available to them.

Proposal List context menu (to see context menu, use the right mouse click) provides
the following possible options:

The context menu does not exist for Quotes, this is only for proposals (per invoicing)

For proposals, possible options are:
If no purchase orders exist, you'll see:
Clone Proposal
Proposal Edit & Analysis Report
(The user must have the Proposal E & A Report permission)

132
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems



DEALER CHOICE SYSTEMS, INC

Shirerdng 1 - ¥ of ¥ Progosals

Propasal [ 10 ) bmves i

Cusspimer Mhazsrripham
DFFL-1010 = Z

If purchase orders exist, and if you have ‘Flag to be invoiced’ permission, the
possible options you can see are:
Add flags for invoicing to this proposal
Remove all flags for invoicing on this proposal

ilf items had been flai;ﬁed on this ﬁr0ﬁosali

Fiooowal | PO Lremace: Wn:

Prepmal f - # lazwriprisn
iogi-pozd W

Page 10 1
e
thn mimpTes

Errai=pn Dy
wice Darmure an frmght

@ Sen Opines

Haalyms Mz 0 i ama
10T FAZY 182 am Flefifialmsccs

.

ade Bags ber mvpicing fo i

If purchase orders exits and items have been flagged to be invoiced AND if the
user has the ‘Invoiced Flagged’ permission, you will also see:

Add flags for invoicing to this proposal

iy Inpnsie

Showisg L - 2F of 21 Propusals,

Proprss ( #0 J Tresite Ko

P T oo 1
Creation e
T Tre in get S T e tap— LRI 36T pm Trerd, e
(b Froposal with buge werdor credt £AG ML 2:07 o Test Lines
T Tert EASLIMRE 102 Test ey
AR Texy 18G2: EILERE T LT e Teat Lmey
© umbe Test base oot

EMSLAR2 51 k2 am

The list of possible Proposal list view context menu (right click) options for users that
have the Reports - “Flag To Be Invoiced” permission, are as follows:

Clone Proposal

Proposal Edit & Analysis Report
Add flags for invoicing to this proposal

follows:

The list of possible Proposal list view context menu (right click) options for users that
have the Reports - “Flag To Be Invoiced” and the “Invoice flagged” permissions, are as
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Clone Proposal

Proposal Edit & Analysis Report

Add flags for invoicing to this proposal
Remove all flags for invoicing on this proposal
Invoice flagged punch items on this proposal
Review flagged items on this proposal

There is a separate Invoice flagged option for invoicing punch line items on proposals
as noted above. This was done to 1), notify you that punch lines are on the proposal
that have been ordered and 2), allow you to invoice punch lines only when you are
ready to do so.

Flagging lines to invoice from the Proposal List
Right click on the proposal and select the “Add flags for invoicing to this
proposal”. All lines that are on a purchase order (including punch lines) will be
flagged so they can be invoiced via the Invoice Flagged functions.

Once the “Add flags for invoicing to this proposal” has been applied, the blue flag “*

icon will aﬁﬁear to the riﬁht of the ﬁmﬁosal number.

Showing 1 - #4 of 1% Propusals Paga | of 1

Prigeicesl Bio, - 8

Flagging items from the open proposal

New icons appear above the Project Info tab of the open proposal for users that have
either the “Flag to be invoiced” and/or the “Invoice Flagged” permissions.

Before any lines are flagged for invoicing one new icon appears.
Flag all eligible lines
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My PropHeesls

Proposal 221 - 1053 © testing

L PH - :.:-. '_'

Froject Info | Desigh | Instad] || Mem Detadls || fichise Qrders | | Receivaldes || Paoysbibes || Dlle Mol | Sendoe & funch || Ledger

Propeosal Descripbion * Progiosal Mo: *

sy |2021-1053
Customer: * [AAC Castomer |

S R * Jen
L0 Wast Main Street 2 :
Artutus, MD F122% Serondary e
[rde] {churas b i) e
Customer PO

Once lines have been flagged for invoicing, two new icons appear
Remove flag from all eligible lines

Gear icon — Invoice flaﬁﬁed lines

Proposal 2021-1053 ¢ testing =)
¥ g L~B A
Project Infe | Design || Iostall | | ien Datails || purchase Drders. || Recsivables || Payaiies || File vaule || Service & Pusch || Leager |

Proposal escription *
Lasting

Proposal Mo =

01 - 1053
Cymtomar: * |4 Customer ¥ Sales Beps * [Ben
100 West Main Strest s
Arbutuz, MO 20229 Sacondary Reg
lecit] [smamon bl in] sales Coard
b PO

If punch lines have also been invoiced, three new icons appear
Remove Flag

Gear for item details lines

Gear for ﬁunch lines

[
J’rnims-nl‘l?ﬂ.l 1-10530 1 testing
. EFE LB B #8

Praject nfo || Design || install | fhem Oetaits | Purchase Onlers.|| Receivables. || Dayables | | File Voull || Service & bunch | Ledges

Progusal Desoriplion: *
Testing

Proguesal Ro; *
[z031-10%3

Customer! * | AR Customar & Salex Rep; * [Jen

100 VWWest Main Strest -

Arbutie, MO 71773 Secndary Rep

[ [ kl

[at] [hwaos 1 15] Soikes Coort
Customer PO
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Flagging lines from the Item Details tab, use the Item Details tab context menu (right

click OEtioni
Progosal 73 HI30 © Propocnl with hope sendor oredil
- ry . =

_Prﬂ‘_ﬂ.l. Leiin _Dll.’n_l: _Inli.- Hem Dt alls | P-l.ruul- Crilers 1) Hezt pivaldvs _F._qlllll-_ | e Wauft __ﬁln'hlrl PFuncs | lll*’
Showing | - T of 2 Line Ihesss for Proposal 33 1000

—
DEALER CHOICE

# B Y s L - R "

¥ @ T

Showeing: 4 -
Inacisee Lmes: 0
Oirdhered Linees: 1
Imvavdoed Limsesi 01
Hen fs. ez LEs1 Flerii Col Dem Sell
Lie 17 Takmvon, L0 - MDY (Cdm-fng-4s ) ; @
Tl FITIIET AP T PG W10, 000,00 i Cot e T 8 e e 14D s ML 00
L0l
L B ITHAISS O RSO0 dzwe o beotborm
1 BEOAD Pacmive, '] .l H lal &0, 0 T30 Bl fag fey £ 1! A2 5
501, JUHL. B #71,770.80 et
Flagging lines from the Purchase Orders tab
By Fropossls

Proposal 2021-105%3 : testing
L] B ls a
Pruject Info || Design I_i_l:.-l_al_l I!:lu_t_he_l.ﬁlh_u_

| i'ul.r-hn-:.q: I'lr.|l|:r'\
Showding 1 - 1 of 1 Purchass Grders for Proposal 2031- 1053,

Hecewalies P_Ig,:dllu. il hlz_ Wauli | Serice & Punch tndu:r J
POk M,

Craatkun [hite

Fagmiofl 1
Veniar Senl By Order Amounl
AOEL-100% P 150h 3021 10474 Inscape T Reacklt ME §3L12
o1 Sod Aags tar invoicing 1o 1 5]
T YT
Trescaps

£33.5%
Ciramil Total

£13.1%

Flag lines from the Service & Punch Tab
Progiosal 2021-10%3 & testing
] F L A

| Project late || Gesign || bt || Gt Dotails || Purshase Orders || Rooglvabiles | Payables
Punchii=t | fpieonl

Fllg Vaist || Serdon & Punch || Ladges
Shavaing 1- 1 od 1 Punchiist & Service Thems,
e BT ce D REE&EST

| rpatw qurshuny erdurn |

[opats ireeaces ]
Tiesm Cioest Term Sl
REID-B

A Mg Toe irsice
ELEC:D 1 CIRCIIT RECEFTACLE

Once lines are flagged, the context menus (no matter where they are activated from)
will then offer the “Remove flag for invoice” so lines can be excluded from being
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invoiced using the same option as flagging the lines. This includes the Purchase
Orders tab context menu. All lines on an entire purchase order can be reverted be right
clicking a purchase order.

Proposal 2021 -1053 ; testing
¥ ROABE 8
Project Into | Design || inwtall | llem Defally | Surchase riers | Recelyables | Payailes | File Vault | Serdge & Punh | Ledger
Shawing 1 - 2 af 2 Purchase Onders for Proposal 2021-1053. Pmelcfl I

Creation Dhafe

2021-1035 Hov 15tk 2021 10:43am  Irecaps i “ocklr M £xan:
it Wwmmiteen &l Nage for invaiang ol
iz PO
SOZE-1037 Now 15th 2021 2147 pir Irscapse i oCklt LG 8552
Irrscage 3 B4
Gramd Tutal LALRCL

Invoicing flagged lines
& You must have the Reports - “Invoice Flagged” permission.

The Invoice Flagged permission overrides the Customer Receivables — Create Invoices
permission. Without the Create Invoices permission, users cannot create invoices from
the Proposal — Receivables tab. But if they have the “Invoiced Flagged” permission
they can still create invoices via the new features noted in this document.

You can invoice from the Proposal List context menu for both normal proposal lines
(Item Details tab) and punch lines (Service & Punch tab) with this option.

3 | - B¥ ol ¥T Pruposals, Pl 0

Peoposal | RO Imacios Ko ] L R

Crealion Dalin

Foaectwm flagged M o i
27 prepoaw Cusslisres TRty Suiies SOLI02E U2 @M Tl Ly
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Context menu (right click on a flagged proposal in the proposal list) option Review
flagged items on this proposal will open the proposal to the ltem Details tab. The Item
Details tab will automatically be filtered using the “Flagged for Invoicing” filter so only
flagged lines will be displayed for review. You can change the filter if you wish as you
work towards creating your customer invoice.

Fropossd 13- 1631 ; try o get irvoiced delete ermor
r BB R a
Pwoget Dk | Design | lestall  Dess Details | Puechase Ovders | Receivalibs | Payaides | Flle vaull | Seryios d Pueec || Ledger
Showing 1 - L of 1 Line Dems for Proposal 23-1031,
Sharwinge ; Faipgeal for Treesiong »
+ 3 Th == CR - Tnathvee Lines:

[}
ietheradd Lines: 1
Trwoieed | e 1)

Tnem List Thewn Cost L] Tk Ayl

AL rias ADERY PYOIuT $10, D, [ £5,000.00 BS 14285 35, DA ok EP, 142 58 30 8 e

&5, DA &7, 14280 I

You can invoice from the open proposal using the icons that appear above the Project
Info tab.

Proposal 202 1-1050 : testing

#, BLABE & [

]

Project infa || Gesign || nstall | tem Detalls | Purchase Orlers || Recelvables || ayables || il voult || Service s Pundh | Ledger.

Proguosal Desoription: Proepuecal Mo *
testing 2021-1053
Customer: * |ARC Customer SEle Rapd ™ | e

1000 Wit Main Strast
Arfafis, MO QT2
[mgt] [stemon bisz)

Becondary Aep

Sakes Coond
Cumnmer PO

The “Invoiced flagged item on this proposal icon 2 will open the Create a New
Customer Invoice dialog box and will display any lines that are on a purchase order.
Only the lines that are flagged to be invoiced will be allowed to be invoiced though.

Any other lines that are on purchase orders but that have not been flagged to be
invoiced will remain un-invoiced until they are flagged to be invoiced and then invoiced,
or invoiced by the normal customer invoice method on the Proposal — Receivables tab -
Create a new customer invoice option.

New Proposal Search feature — “Flagged for Invoice”
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This new search feature will filter the proposal list to display proposals where lines have
been flagged for invoicing. This search option does not override the proposal restrict
view permissions.

Search Proposals HNE

Filter your proposal search oriberia below:

— Praposal f PO/ Inwvoece Mo; r— Customer PO Mumibes
- Acove! Archived ——— r~ User Filtar .
X All Sales Reps Sples Rep
Dave f .
Flagforlnvams include Secondary Rep
Priposal Sratus iy In Sakes Coord
Search: Designer
7 Test User
- Inactive Wser ~ Praject Manages
Direct Bi —Saarch By Customey
-
L L
7 Inwoice Numbar = Purchase Order Mumbear
Locked Proposals r Custar Status
- v
— Flagged for [maice - — Iearmy PR/ Product Numibes
-

rrAdSmowladgmeant Numbes

r~ Propesal Description

Partial Invoicing

Partial invoicing works with the “Flag To Be Invoiced” feature, which requires specific
permissions that are found under the Reports - Proposals & Sales Reports permissions
section for individuals and Groups.

You must have the “Flag To Be Invoiced” permission to use the partial invoicing feature.

The normal invoicing process of creating an invoice from the proposal Receivables tab is
still fully functional and can be used at any time. The normal invoice process only allows for
lines to be invoiced in full (no partial invoicing).
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Bhavwing 1 - 30 of 35 Progssals

Progmiseil My, - @ Lt Db rijatiom
FFRTT I

1E-nan W
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ercrras X

The feature shown above is invoked by right clicking (context menu) on a proposal in the
Proposal List. If you have the appropriate permissions, you will see the options displayed
above.

The “Add flags for invoicing to this proposal” option will flag all eligible line items (lines on
purchase orders) to be invoiced in the full quantity of each line. This is not a partial invoice
option.

Ordered lines on proposals can be flagged to be invoiced in partial quantities or by a
percentage of the quantity.

The partial invoicing feature is only available on the proposal Item Details tab and the
proposal Purchase Orders tab.

As always, a line must be on a purchase order before it can be invoiced, either in full or
partially.

Flagging Partial invoicing from the proposal Item Details tab

On the proposal Item Detail tab (and with proper permissions) you can right click (context
menu) on any line that has been ordered and select the option to “Add flag to invoice”.
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Proposal 22- 1030 @ Propesal with hoges vendor credi

e Tl 5
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+ M I e AP E GESFT I w Tnactive Lines: 0
rtiered Lines: 1
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When this option is selected, the Flag Line Item For Invoicing window will appear
presenting the options for invoicing in full, partially by percentage or partially by quantity,
as shown:

Flag Line item For Invoicing e (_ 1 x|

® Invoice line item in full

O Partially invoice line item by percent: %

O Partially invoice line item by quantity: {Must be less than the available quantity of 1.00)

The default option of “Invoice line item in full” is selected. This will flag the item to be
invoiced for the full amount in the Quantity column of this line.

Flagging Partially Invoice by Percent

The default percentage displayed is 99. You can enter any number less than 100 in this
field. Lines can be partially invoiced by percentage until the full amount on the quantity
field has been invoiced.

In this example, we will invoice for 30% of the quantity of the line time, which has a total
quantity of one (1).
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Proposal 22-1047 : Partial Inv documentation proposal 1T
- '}' J s
| Project tnto || Design || Install | Tten Details || Purchase Orders | | Beceivables | Payables || Flle Vol | Serviee & Punch || Ledger
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= " . 5 v Inactive Lines; 0
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After clicking the Update button, your screen will update displaying the split line with
updated quantities and the selected amount will be flagged for invoicing, as shown below.

Proposal 22-1047 : Partial Inv documentation proposal IT
¢ G oMl a
Project Infe . Design || Install | e Detals IPur\mi.u.: Orders | Heceivables | Payables | Fle Vaull | | Service & Punch || Ledger

Showlng 1 - 7 ol 7 Liwe Items for Proposal 23-1047. Showing: | 24 w
= Inactive Lines: O
¢+ BT e D * -} '_Ei'- o W oal = Ordered Lines: §

Irvoiced Lines: 0

L gy Twamn B, Mam eser, e L Towsimn Caist Tiern Sanll =1 Sall G Tax Appdical
Lane 1 - WOWN - Ahaurd &
2 Roceprachs 7 USE Workswefado
HFA RO Clarp FA%3. 00 £330 95 £315.64 355,64 e MD: 600
o.30 Bartial dnvmee Spht Lins Mo 1.0 L
[0 Pt dnyice Spsit Line fp: 1.2 *

We selected that 30% of our line be flagged for invoicing and the flag to be invoiced icon
appears on the split line with a 30% quantity and the remainder quantity of 70%.

The line item will be split automatically to show the selected percentage that has been
flagged to be invoiced and the remaining amount will be displayed on a separate line.

The line that was requested to be invoiced will also appear with the “Flagged to be
invoiced” icon. When ready, you can right click on the remainder line and complete your
invoicing.
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Flagging Partially Invoice by Quantity

The default quantity displayed is the actual line quantity. You can enter any number less
than the quantity amount in this field. Lines can be partially invoiced by quantity until the
full amount on the quantity field has been invoiced.

In this example, we will invoice for a quantity of 3 on a line item that was ordered in a
quantity of 5.

Proposal F2- 1047 : Partial Iny docusmeiation propesal 11

- R l~B

Project bndu | Desigem | Indall | 10 etalls Purchass Orders. | Recaivabiley | Payabiles || Hie Vaull Service & s | g
Sluswing 1 - F ol F Line it for Pregosal 23- 1047, pr——— -
¢ B T8 e LR N Inactive Lines: 0

Drglered Lines; 7
Irwmdced Lines: @

[ ] gy e MNn, Thervm 0t M Tosl M Sl xt Sl [l Tai Agpdied

100 Sories Floorstid Full Hi

as0 anwy  MDIEDD%E
Flsg Line ileen For invoicing

Line F ! HON @ Desking &
Srveimcl lirs i on ful Gt
HLO5DEL Partisly inwaice Sne itai: by gicent 5| i ik

L T 0 MO ¢ Ao ® pactialy rivoiie hie Dot By @uamny A5 (MG Do by P S S e 1 S0 o &
P RO 0% R

L HTIN  Ceeskngy &
Hins 3mEr 50 MO B, DD

After clicking the Update button, the screen will update displaying the split lines with
quantities of 3 and 2 and the line with a quantity of 3 is flagged to be invoiced.

Proposal 22- 1047 : Partial Tnv doommentation proposal 11
= L
| Prodect Iofo | | Design || Install | Tiens Details | Purchase Grders | leceivabiles | Payables  File Vault || Service & Punch | Ledger |
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Flagging for Partial Invoicing from the Purchase Orders tab
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You can invoice in full or partially by percentage only from the Purchase orders tab and the
action applies to all lines on the selected purchase order.

The context menu (right click option) also exists on the Purchase Orders tab for users with
‘Flag to be invoiced’ and ‘Invoice Flagged” permissions.

In this example, there are two purchase orders on the proposal. We are right clicking on
purchase order number 22-1064 to see the context menu to partially invoice all the line

items at 50%.

Proposal 22-1047 ; Partial Inw docoumentation proposal T

* FE LA *E a8
| Progect Info, | | Desagn || Install || flem Details || Purdnase Orders | Recefvables | Payables || File Vault || Serice & Panch | | Lesdger |

Showing 1 - 7 of 2 Purchase Grders for Proposal 23- 1047, Page1afl 1
= @ & @
PO N, Creatkin [ute Vienador Produsc e iy order Amasimt
22-1064 Apr tamh 2022 I J4am  EMIE Furmiburg Ssrces Installabon bR S0 0000
Flag PO Hems For invoicing
22-1055 Apr LETh 2022 42,795 58
Envoice line seams in full [
& pamally imvoice line Eems by percent: B0

T

(tesie) £300.00

£2,795.58

atal 53,5055

After clicking the Update button, and selecting the Item Details tab, you will see that the
Installation line has been split into two equal quantity line items and one of the split lines is

flagged to be invoiced as we requested.

Ling @ ¢ EMI Furniurg Senvices | Tnstafialon *
Heceree, Diplvar and [msiEll

1 A D&l product listed §0.00 280000 51,000.00 £1.000.03 o

050 Farfigd Irwuier Sl Lime Mg 70 1~ &

50 Partia [nvaice S0 Line N 7.2 +*

Creating the Partial Invoice

Now that we have lines flagged to be invoiced, we can create the invoice for these lines.
There are a couple of options for creating the actual invoices.

The first option is to invoice from the proposal list. Proposals that have lines that have
been flagged to be invoiced appear in the proposal list with the flagged icon.
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In the screenshot above, proposals 22-1047, 22-1040 and 22-1031 all have lines that have
been flagged for invoicing.

We now have a new menu option in our context menu called “Invoice flagged items on this
proposal”, if we have the Invoice Flagged permission.
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Clicking on the “Invoice flagged items on this proposal” menu option will open the invoice
preview window. The previously flagged to be invoiced lines are selected, per the check
box to the left of the line number. Any other eligible lines (lines on a purchase order) are
also displayed and can be selected, but they are not selected by default.
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To continue on to the invoice process, click on the Next button. The Review Your Invoice
window will open showing the selected lines with the partial quantities/percentages that
had been flagged to be invoiced. The line sell amounts are adjusted appropriately per the
quantity/percentage to be invoiced.

Create 3 New Customer invoice ME

Review Your Invoice
= Egch [Creats Invaice

Your volce previes s shown below. Please review and make sure there are no emmors. When you are ready o continue chick "Create Inviodce’

Invoice Preview ; Test Customer Items To Be Invoiced (3):
Enwokcm To: | Test Customear Oy Therm [hese ¢ Exi Sell
$1,520.49 Tots! Sa lupdatetas]l | g 3y 2 Riscaptacls 2 US £94,80
N §T0.TT Tax 3,00 L0500 Series Flzs. $1,234.80

31, .26 Invaice Total
$1.009.20 Imvolos Tokat 0.50 Receive, Deliver ... 4500.00

Invalce Date: | [apr w |15  |[zo2z_ 1M
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After reviewing the details to be sure all is correct, click on the Create Invoice button to
generate the invoice for the selected lines and your invoice will be created.

F P.O. Box 21058 Customer: Test Customer InVche
. Catonsville, MD 21228 Sales Rep: Test User i

www.dc-syslic.com 22'1 044
_ support@dc-syslic.com : Prgposa:ﬁ;;;g;;
nvoice Date:
DEALER CHOICE SYSTEMS ; :
: 3 Due Date: Upon Receipt
Business software for the contract furniture dealer
Customer: Installation Location:
Test Customer Test Customer
100 Main Street 100 Main Street
Baltimore, MD 21228 Baltimore, MD 21228
Item No. Item Description Qty Item Sell Ext Sell
Line: 1 HON - Abound 03 $315.64 $94.69
HPWRMOD2WC 2 Receptacle 2 USB Worksurface Clamp
Line: 2 HON - Desking 3 $411.60 $1,234.80
H10502 10500 Series Floorstnd Full Ht Ped B/B/F 15-5/8W
x 22-3/4D
Line: 3 EMI Furniture Services - Installation 05 $1,000.00 $500.00
R,D&I Receive, Deliver and Install product listed

Please remit payment to:

One Remit To
100 Main Street
Baltimore, MD 21228

Thank you for your business!

On the Item Details tab of the proposal, the invoiced lines will be denoted with a blue
diamond.
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el Tosst s
Progosal 22- 1047 : Partial Inv documentation proposal 1T
e ® O a
i il il | Ls duistadl || Mo Datadls || Pirchase Onlers | Hecebiilles || Pagaliles | File ol || Service & finch | Ledgies |
Showing 1 - ¥ of 7 Line Ttems for Proposal 22-1047. Shaveing: | 0 -
B SE B AR ] P Tty Linnes; O
« B0 e . i o ordered Lines: 7
liveniced Lines; 0
il P, Heim [hmser, Temm L ey Lol item Sell [F3] T Agipilied .
el s O ¢ Ao -
2 Receptade ¥ LSS Worksorfaco .
1 HEA MDD AN Clamg FASL00 EEH)L.95 531564 3504 A6 % D i,
[ Farial Irvosce Spil L2 o 1.1
o Fartial invmice Spht Line fie: 1.7 *
Live 7 HON ; Desking -
10500 Sesriex Floarstnd Full B
5 MOS0 Pad BVRSF 15-5/8W & 72-3740 SERE, 00 §I88.12 §411.60 $2.058.00 30 % M 5,00
g Farhial Imvoice Spit Line a: 2.1 +
2.0 Farmal fnveioe ST Lne oy 2.7 L
Line 3¢ EME Furmitute Senvices | Instalaine *
Rgive, Daliver and Trstall
1 R D&l product sted S0.00 S800.00 £3,000.00 SLO00.00 0%
J.50 Farhal Inyvoioe Spit Doe oo 31
4.5 Pastial Inviodte SedT Line No: JLF

For this example, we have invoiced all the flagged to be invoiced lines so from the proposal
list, this proposal appears with a blue diamond with a tool tip of ‘Partially invoiced”, since
not all lines have not been invoice.

Shayralag 1 - 10 ol 35 Propeasis.

Progeal § 0/ Brenion W 0 C

Falion prooassd 11
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Project Info Tab

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

Proposal 2021-1222 | User Docummentation

. LA

Praject infs || Dosign || install || ttem Detaiks | purchase Orders | Recsivables || Payables | File Vault | Soryice & Punch | Ledger

Propos sl [escription
Usar Decumpniation

Custirear * | Tegt Cushomer

LON Main Strast Siate &

Batimore, MD 21228
[wesit] [chanas sil4n]
Custamer PO

Propose To: ® |Test Customer

L0 Main Strest Suite &

Barimore, MD 21328
|t}

Contack

Expration Datel [Rug wi 51 w 7071

Proosbke Close [
Date:
Prafeaniity 0] %

COmimisenn Team:

Proposal Hokes
| ki o cpby]

Propasal Moz * Apmend to Proposal fa:
FOFI-1232 NN
Gabeg Rap: ¥ |Teat User

Eetoniary Rep

Eslss Cpord Fest Lser

B0 Firm: #

Contack

Order Type: [Hormal =
Propozal Stas »
STamis Hooe
Flag as compliefe:

Aetive hrchnns: | Schve W

¢ Fields that are followed with an asterisk (*) are required fields and data must be

=)

entered before you will be allowed to save your entry. You do not have to enter

data in all proposal input fields to save your proposal.

Proposal Description *

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

Proposal No *

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

This field allows you to append text (letters
and/or numbers) to an existing proposal
number. Once a proposal has been saved,
the “Append to Proposal No” prompt will
display to the right of the Proposal No: field.
You can enter any text you wish to be
appended to the proposal number. The total
size of the proposal number, plus any
appended text cannot be more than 14
characters. The available input character
spaces for appended text will be displayed as
“X™s so you know how many free spaces
remain. To be able to append text to proposal
numbers, you must have the new Proposal
permission called “Allow Append Proposal
Number” selected.

Append To Proposal No

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

Customer *

If you received a purchase order number from
Customer PO your customer for this order, enter the
customer purchase order number here
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Propose To *

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

may select any of these locations as the
Propose To.

Contact

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

Expiration Date

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

Probable Close Date

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

Probability

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

Commission Team

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

Sales Rep *

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

Secondary Rep

This field is for future development.

Sales Coord

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

A&D Firm

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

Contact

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

Order Type

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

Proposal Status

Custom proposal status options are entered in
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System Configuration - Company & System
Settings - System Settings tab via the
Proposal Status Options function. You can
create your own proposal status options here
which can then be assigned to your
proposals. The custom status option is
displayed on the far right of your proposal list
under the Status column. You can change this
status as often as you need to. When this
status is changed, an email is sent out to
notify the users on the proposal. If the switch
in system configurations is turned on, an
email will be sent to users when the proposal
status is changed. See more info about this
feature under System Configuration.

Status Note

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

Flag as complete

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

Active/Archive

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

Proposal Notes necessary for others that may be looking at
this proposal to know. Currently, Proposal
Notes are internal notes only, they do not
appear on any customer facing documents.

Design Tab

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

Design Tab Icon

Welcmme

Proposal 2021-1222 1 User Documentation
= s LA

ak

IG apture Proposal Design Information to the File Vault

This icon will create a PDF document of the design tab that can be saved to the
proposal file vault and sent as an email attachment. Clicking on the icon will open the
below window.
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Capture Settings & Preferences [ _ |} x|

Capture Proposal Design Data | Capture Design Data |

File Wault Name: | F‘rDr:leaI_EEIE1—1022_Design|.pdf

Capture Title: |F‘rc:pu:usa| 2021-1022 Design Data

Include Design Motes? | [

| logo_with_email-_FINALL).jpg ‘V|

Company Logo

[ Print Logo?
Save ta File Wault? | [
y
File Vault Name This text is the file description this
document will have in the file vault
Capture Title This text is the title on the PDF document
that is generated.
Include Design Notes Select this check box to include the design
notes from this proposal on this PDF
Company Logo Select this check box to include your
company logo on this PDF
Save to File Vault? Check this box to have this PDF saved to
the proposal File Vault

See an example of the generated PDF below.
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Printed by jen Pranted of 03252021 a1 11:44 arn

_ P.0. Box 21058
’ Catonsville, MD 21228

wiww. do-syshic.com i
I Qo <50 sy o Propnﬂsi?l%;: ﬁigz‘?zslgzt;?nsnata
DEALER CHOICE SYSTEMS

Business software for the contract furniture dealer

Designer: Test User Value Engineer: Yas Field Measure Rard: Yes
Inventory Rgrd: Yes Install Tagging: Yes
Drawidigs Due: 02/01/2021 Typicals/lsometrics: Yes Presentation Boards: Yes
BOM Due: 04/20/2021
Spec Tagging: Yes Bullding Shell Pred: Me

BID: Ne G54 He XPRESS: M

No. Wrkstns: 1 Product: Desk
Mao. Offices: 2 Product: Chairs
Anclilary: Yes Product: Srorage Cabinet
Design Notes:
SN NOIES | an (03/25/2021) : This is a design note example. ]

Proposal #OF1-1222 1 User Documentation
. s> R La
| Prajest into || Design | Install  leem Goiails || Burchase driders || Boceiwabdes || Payahies || File Voult || Seruice & Pusch |fLHuH |

Deronen | — | \mun Engnoor Fuodd Maasure Rgrd
Subrmit Desgn Ragquest? S ¥ e g
Drawngs Dug: [ | Trpkalslsomatres | Prasentsbion Boards
goMoue || W Spec Taggng auilding Shell Prvd
BID: S, WORESS

W Wiksins: [ 1 Procuct: |
Mo, Oftiees; [0 | Prodias; |
snditsry: [ froduce: [

Design Motes

[add & nove]
You can assign a Designer to this proposal by
typing the first few characters of the designers
Desi name. A list of matches will appear in a drop
esigner

down selection box, click on the name in the
list. This designer will get a message in their
message queue alerting them that this
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proposal has been assigned to them

Submit Design Request

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

Drawings Due

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

BOM Due

You can enter a date that you would like your
Bill OF materials completed on

Check Boxes

These fields allow you to convey design
information to your design team. Checking
any of these boxes means that you are
requesting this information to be included in
the design project portion of this project

Value Engineer

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

Inventory Rqgrd

Does a customer product inventory need to
be completed, checked mean YES

Typicals/Isometrics

Typical or Isometric drawings are required,
checked means YES

Spec Tagging

Do you have product tagging requirements,
checked means YES

Field Measure Rqrd

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

Install Tagging

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

Presentations Boards

Do you need presentation boards prepared,
checked means YES

Do you need a building shell drawing,

Building Shell checked means YES

BID Is this a bid situation, checked means YES

GSA Is this a GSA project, checked means YES
Does the project contain quick ship or express

XPRESS ship product, checked means YES

No Wrkstns If you know how many workstations are
required, you can enter that number here

Product If you enter a number of workstations, then
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you must enter a description of the
workstation product to be used

If you know how many offices are required,

No Offices
you can enter that number here
If you enter a number of offices, then you
Products must enter a description of the office product
to be used
Ancillary If ancillary (not your primary vendor lines)

products will be used, you can check this box

If you check the ancillary check box, then you
Product must enter a description of the ancillary
product to be used

This is a free text field that allows you to enter
information about the design requirements for
this proposal. You can enter any information
that you feel is necessary for others that may
be looking at this proposal to know.

Currently, Design Notes are internal notes
only, they do not appear on any customer
facing documents.

Design Notes

Install Tab

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

Install Tab Icon
[yproposats ]

Proposal 2021-12%2 1 User Documentation

* x &8

|’ﬂ:!]:l.'_1._‘|. I|1f|:r !.Ig_:.i_un Imstall Item I.Jl.j-ln'rl: _I-'nf_t_h_n_s_e Lilr\dr_r: - H-:_'lrlvg_hlﬂ. Payakles | File: ¥ ault I ".-wl'ir_.l_r [ i'u_m.il eru_l:r
&

ICapl‘urs Proposal Install Infermabion to the File Vault

This icon will create a PDF document of the install tab that can be saved to the proposal
file vault and sent as an email attachment. Clicking on the icon will open the below
window.
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Capture Settings & Preferences [ _ |} x|

Capture Proposal Install Data | Capture Install Data |

File Wault Mame: | F'ru:upu:usal_EDE1—1022_In5tall|.pdf

Capture Title: |F‘rc:pu:usa| 2021-1022 Installation Data

Include Install Motes? | [

| logo_with_email- FINAL{LY.jpg V|

Company Logo

[ Print Logo?
Save to File wault? | []
y
File Vault Name This text is the file description this
document will have in the file vault
Capture Title This text is the title on the PDF document
that is generated.
Include Install Notes Select this check box to include the install
notes from this proposal on this PDF
Company Logo Select this check box to include your
company logo on this PDF
Save to File Vault? Check this box to have this PDF saved to
the proposal File Vault

See an example of the generated PDF below.
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firmbed an 03342021 &% 11-58 am

Printed h;-jzn
P.O. Bax 21058
F‘ e ™
s:aww. c'hﬁyé][;:.:qm ealer Lhoice Sys EFTIIS
D-EA.LER_CHUICWE’O @SYH STEMS Proposal 2021-1022 Installation Data

fuminey softanre for the cantract fumitire doaier

Project Mngr: Test User Target installiDelivery Date: 05/01/2021
Delivery Orly: Ne Delvery & Instailtion: ‘Yes Scheduled u:rstalli.lﬂelwery Date: 05/05/2021
Installation Gnly: e Reconfig Only: Ne Scheduled install/Delivery End Date:  04/01/2021
Install Time Available: 20 Days
Install Location: Test Customer Ship To Location: Test Customer
100 Main Street 100 Main Street
Baltimore, AL 21228 Baltimore, AL 21228
Shipping Contact Mame: Bob Shipping Motes: Shipping nakes go hers.
Phome: 123-123-1234
Fax!
Bidg Mngmi POC: Phane: Fau:
im 123-123-1234
Site information Product Information
Mo Floors: 0 Diur Mrmi Hours: Yes Task Seating: 4 am: 4
Install Nrml Hours: Yes Bidg Restrictions: Yes Guest Seating:. 1 omv: 1
Loading Dock: Yes Freight Elevabor: Ma _ )
Stair Carry: No Move Product Price: Yes Drawings Provided: Yes ‘Wall Mntd Product: Yes
Occupied Space: M Permits: Yes Power Poles: ke ‘Wood Trim/Elements: da
Cert. of Insurance: M= Personnel Scriy Aeq: Me Multiple Trips: 4= Oersized: Me
Install Motes: i -
Jen (03/25/2021) : This is a sample of an inst2!l note.
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Cremmieed

Project Manager

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

Submit PM Request

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

Delivery Only

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

Installation Only

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

Delivery & Installation

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

Reconfig Only

If this project consists of reconfiguration only,
check this box

Target Install/Delivery Date

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

Scheduled Install/Delivery Date

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

Scheduled Install/Delivery End Date

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

Install Time Available

Enter the time available (in days) that you
have for installing this project

Submit Quote Request

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

Install Location

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

Ship To Location

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

necessary
Enter the name of the person to be contacted

Shipping Contact Name with any shipping questions. This information
appears on purchase orders

Phone Enter the Shipping Contacts phone number

Fax Enter the Shipping Contacts fax number

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

Shipping Notes

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

Bldg Mngmnt POC

Enter the Building Management contacts

Phone phone number

Enter the Building Management contacts fax

Fax number, if applicable

Email Free text file for the POC email address

If this field is displayed on the Install tab, then
this customer has contacts defined on its
Contacts tab. Clicking on the drop-down
POC From Existing Contact arrow will display those contact names and
they can be selected. The Bldg Mngmnt
fields will be populated with the details from
the selected contacts information.

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

Site Information Check Boxes

These check boxes allow you to note product

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

Install Notes

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

process.

Item Details Tab

The Item Details tab is where you create the line items of your proposal. Line items can
be entered manually, imported from a specification tool (CAP, Worksheet, Project
Matrix) and they can be copied from another proposal. After all the line items have been
created on your proposal, you must run the Proposal Finalization process by clicking on
the Finalization icon. The Finalization process performs several checks on your
proposal setup and line items and will alert you to any possible problems detected. This
process also is where your sales tax rules are applied, direct bill invoice settings are
defined and any vendor miscellaneous fees are applied. Once your proposal has
passed the Finalization process, the Print and Email/Fax terminal icons will be available.
If you edit a line item after the Finalization process, your proposal will automatically
return to an unfinalized state so the edits can be checked again. You can finalize and
unfinalize your proposal an unlimited number of times. If a line item has been ordered
(exists on a purchase order) that line item will not be considered in the finalization
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Broposal F0F1-1223 @ User Documerntation

B w @ LA

Praject IIJM_ Design || Indtall || Dtens Deraills | Pearchase lilrl1ur'|_ Faetwivables _Phnlal-ﬂ_ _Jllr 'l'mll-l_ _Srl‘rll:al- l*ul_l:_h l_l-lll:nr__

(IR T BEikid DEECF.

Shawaing: | =1 b
Imactive Lines: 0
Crdered Lines: 0
Tvwniced Lives: 0

Tewia LT Ikasn Cost It Sall

o favan life itdms Yo dsalay. Create 3 new ine Lem now

Impaort Work Orders
Import lbems nto this Proposal
Add a Mew Comment Line
Create & Edit Proposal Groups
Toggie the Selected ltems Between Active & |nactive
Celete Selected Line Items
Add Mew Line ltem

Item Details Tab Icons

Proposal ltem Details
Counts Display and Filker
Opbions

Add a line item

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

Delete selected line items

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

Toggle selected line items between Active &
Inactive

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

Create & edit proposal groups

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

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

Add a new comment line

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

Import items into this proposal

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

Use this feature to filter the line items on your
proposal. Line items can be filtered by: All,
Fully Ack’ed, Partially Ack’ed, No Ack Info,
Active Lines, Inactive Lines, Invoiced Lines,
By Discount ID, No Discount ID, Ordered
Lines, By PO Number, By Invoice Number,
Sorted by Vendor, With Ship-To Address, No
Ship-To Address, Non Taxed, Zero Sell, and
Proposal Item Details Filter Options Zero Cost.

This counter shows how many line items are
set as Inactive Lines, Ordered Lines, and
Proposal Iltem Details Counts Display Invoiced Lines.

Additional icons will be displayed after line items have been added to your proposal as
discussed below.
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Yendor:

Item Number:

Ship To:

Item Tagging:

Product/Service:
Select Vendor First...

Item Taagging (2):

Item Taagging (3):

Item Description:

Proposal Line Mo: Line
Quantity: |:| Discount ID:
Item ListPrice: || Description:
Expiratian:
Discounting: | | % | | % | | % | | % | | %
Tterm Cost: |:| Extended Cost:

GPMargin: | |% OR[__ | % Discount Off List

Item Sell Price: |:|

Extended Sell:

Profit Dollars:
GP Margin:

Vendor

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

Ship To

This field will be populated with the vendor
that was entered in the Ship To Location field
on the Install tab if it was completed. The
example above shows the Ship To as Test
Customer 3 because Test Customer 3 was
entered as the Ship To Location when the
proposal was created. If this field is empty,
enter the first few characters of the Ship To
vendor name, any matches in your vendor
database will be displayed in a drop down
selection box. Select the vendor by clicking
on the name in the selection box. This field
can be changed here if a particular line item
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needs to be shipped to a location other than
that defined in the Ship To Location on the
Install tab. We have added a feature to our
location drop down to help users determine if
a location is from the customer or vendor
database but added (customer) or (vendor)
after each name. This should make it easier
to determine which address you are selecting.

Product/Service

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

[tem Number

Enter the product part number or product
number. This is the item number from either
a paper or electronic catalog that identifies the
product you are ordering. Please see ltem
Library under System Configuration for more
information on this feature.

ltem Tagging

You are allowed to enter up to 3 item tags per
line item. Item tagging fields are used
differently by the various manufacturers. You
can enter up to 3 item tag fields.

Item Description

Enter your product description here. This is
where you enter your fabric and finish codes
(for manual line items)

Quantity

Enter the quantity to order

Iltem List Price

Enter the list price of the line item

Enter your buy discounting here, this is the

Discounting discount that you are purchasing the product.
If you entered a list price and a buy discount,
the Item Cost field will automatically be

Item Cost

calculated for you. Otherwise, you can enter
your item cost here.

GP Margin or % Discount Off List

Enter your GP percentage to be used to
calculate the sell price or enter a discount
percentage to be calculated off of the list
price.
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Iltem Sell Price

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

Save

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

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

below the Discount information.

Proposal Line Items

Proposal 2021-1223 | User Documentation
" B L8

|Project Ialn Desiga || Install | 1tew Detalls | Purchase Orders | Recuivabbes || Pavobias || File Voult || Seevice & Pusch | Ladger

Showlng 1 - 1 al 1 Lise ems Tor Propessl 2021-1223,

. .I-\.I £ * % l:': -Fr g "

Shavidng; | &l o
Inactive Lines: 0
Crdered Lines: 0
Inwniced Lines; 0

Lime I Fakrean | Trarsit (Ogn-ing-osg)

1 BFEATTZ arce

[acd Faed, 3-wirn malated

Finalize Fropozal
Summarize Line tems
Function Manu

Export lbems from this Proposal

et List

By Cnst

o024 Fa0.24 £T0.87 £m1.ar 15%

£70,87 15%n

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

your proposal.

Icons Available After Line Items Are Created

Export items from this proposal

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

Function Menu

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

Summarize line items

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

Finalize proposal

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

Function Menu Options

Propossl 20211223  User Dociamentation

" o T A

Praject tnfs || Design || tnstall || 1tem Details | Murchase Orders | Receivables || Paysbies || File Voult | Service 8 Punch || Ledger |

Showing 1 - 1 of 1 Line fkems for Propossl 2021-1223. Shovring: | &0 . el
B N Sriaredthee §

Inwniced Lines: 0

Fenctiom Mo

1tem Na

e 0aurmng T Lisd Mem Lol Exl Sell

Lot ¢ Takan ! Thisrt

T Spacia: £0,08

1 BFYETT2

hanga Discount 10
=0 Margires

=]
#oind Sal Pros Up $60.24 §60.34 {7087 £70.87 15 %
Found Sal Priva Down ‘
Update Items To Zoro Sel STLEY 15%h
Update Itoms Fo Zoro Cost |
Afpust List Fnong [
Change Shpping Locaban |
Add Taggng Informaticn [
Smart Grouping |
fdd Propozal Fee |

a0 |
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Function Menu Options

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

Discounting

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

Change Discount ID

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

GP Margins

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

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

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

Update Items to Zero Cost

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

Adjust List Pricing

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

Change Shipping Location

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

Add Tagging Information

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

Smart Grouping

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

Add Proposal Fee

Proposal Summary

The Proposal Summary tab displays a condensed view of your proposal details. Each
vendor and vendor product are displayed as a single line, showing the List, Cost, Sell,
Profit and GP% of each product line on your proposal.
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The Proposal Summary is viewed by clicking on the scale icon on the Item Details tab.

Proposal 22-1017 : Seating Options

Project Info | Design || Install || Ttem Details || Purchase Orders || Receivables || Payables || File Vaull || Service & Punch || Lec

Vendor / Product Line

EMI
instaiiation 50,00 $200,00 $300,00 $100.00 33.33%
50,00 $200,.00 S300.00 $100.00 33.33%
Sit On It
SitOnlt Seating 51,152.00 51,100.00 §1,300.00 F200,00 15.38%
$1,192.00 S1, 100,00 $1,300,00 S200.00 15.30%
Total List: $1,192.00
Overhead Factor: 552.00
Tolal Cost: $1,352.00
Total Sell: %1,600.00
Total Profit Dollars: $248.00
Blended GP Margin: 15.5%
Commission: $124.00
S0 %

The icons available differ slightly between unfinalized and finalized proposals.

The default set of icons available on an unfinalized proposal are:

Proposal Summary
<-- Back

RWEN G

Vendor / Product Line List Cost Sell Profit GP
[
Icon Description
2 Delete selected line items Will delete the selected lines
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i Toggle the selected items between Will toggle the selected lines to either

active & inactive inactive or active

# Export items from this proposal Allows you to export you items to a
spreadsheet

%4 Perform a function on the selected Allows several additional functions to be

items performed on your items

4 Finalize this proposal Runs the proposal finalization process or
reverses if finalized.

Once the proposal is finalized, two more icons appear.

Proposal Summary
<-- Back

A=
RBEWYTJa

Vendor / Product Line List Cost Sell Profit GP

Icon Description

3] Print this proposal Opens the proposal print options window

Opens the email terminal

=
€4 Open the mail & fax terminal

Proposal Summary Function Menu

The proposal summary Function menu differs only slightly from the Item Details tab
function menu options. You can review the information for the Item Details function
menu in the ltem Details section of this manual.

The major difference between the two function menus is the Change Vendor/Products
option.

Change Vendor/Products Function

This function allows you to change the vendor assigned to line items within the parameters
defined below.

This purpose of this function is to change an entire set of line items from one vendor to another,
where multiple entries of the same vendor exist.
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You may have two (or more) vendors in your Vendors table for the same manufacturer, one for
each location that you do business out of. If the correct vendor was not selected during the
import of these lines, you can use this function to change the selected vendors line(s) to the
correct vendor.

A If you are using the Change Vendor/Products option due to the “unknown vendor”
message appearing after importing from a SIF/XML, the first step is to verify that
the vendor of the lines being imported exists in your Vendors List. If so, then update
the vendor catalog codes via the Vendors - Vendor List - Import Catalog Codes
function, then import your lines again.

The most often seen cause of the “unknown vendor” message is typically caused by
that vendor not existing in your Vendors table, or, their catalog codes were not
updated by the Import Catalog Codes function. If the vendor and/or catalog codes
are not in the database, Dealer Choice cannot make the association and that is
denoted by the “unknown vendor” message.

This function will not change lines that are set as inactive, booked (on a purchase
order) or are invoiced.

If line items to be changed had been imported from a SIF/XML file and include catalog
codes, then the Vendor to be changed to must have matching catalog codes defined on their
Vendors - Products tab. You cannot change to a Vendor that has a different set of catalog
codes or to a vendor with no catalog codes. If that is the case you are attempting, those
lines must be updated manually via Item Details tab line item edit.

If an imported, copied or cloned line has no catalog code from an electronic catalog AND if the
vendor to be changed to has no catalog codes defined on their Vendors — Products tab, then the
Vendor name change is allowed.

No assigned vendor

If you import line items and then see the “No assigned vendor” message on those lines in your
proposal Item Details tab, typically this means that either the vendor does not exist in your
Vendors table and/or that the catalog codes on the lines imported do not exist on the Vendors —
Products tab for that vendor.

If the vendor doesn’t exist in your Vendor List, it must be added. Then use the Vendors — Vendor
List — Import Catalog Codes function to update the vendors catalog codes. Then use the Change
Vendor/Product function to update your line items.
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Once the vendor has been updated (either added to your Vendors List and/or their catalog codes

have been updated with the Vendor List — Import Catalog Codes function, The Change
Vendor/Products function can be used to update the vendor and product codes on your proposal.

This example shows a proposal line item that was imported and displays the “No assigned
vendor” message.

Proposal 22-103% : CLONE FOR TESTING - (1928}

* F A A

P kil ek Chmseall | | iei Dol | Dbt rers | | fucaivabies || Pables | |t va] S n tuni ok

Ehiring 1 - 50 of 50 Lise Ines for Propesst F1- B035. Shrwsesg | &0 ea
e B hoe o D@ @A S & Imactive Lines: 44

Anrdderesd Linos: §
Emvoimed Lines: §

Hwrm M. Hemn Diemor. Hem Last T Cowt Hem Sell

pirw 70 8 Ao arpeed vendoe

seinl cabinst, J-high, 37K, I1T
SInMS-JB6cRERE 8 LT, Sebvly meshern pdl .. $1.34000 3184500 3450 F1.280.00 240,

We have already verified that the vendor exists in our Vendors List. In this case, the line item
was specified as a Groupe Lacasse product. This line has a catalog code of SSF (Steel Storage
Furniture). We reviewed the Groupe Lacasse Vendor — Products tab and that catalog code does
not exist in the list. We used the Import Catalog Codes function (on the Vendors List view) to
update the catalog codes for the Groupe Lacasse vendor. Now we can use the Change
Vendor/Products function to update the line item.

On the Proposal Summary tab, we select our “No assigned vendor!” option.

Praject Info | | Design || Install || 1tem Details | Purchase Orders || Receivables | Payables || File Vault || Service & Punch

Proposal Summary
o~ Back

RS = E

Vendor / Product Line Profit &P

B & vo assigned vendort

£9,245.00 £9,245.00 £0,245,00 S0.00 09,
EMI
Instaliation 52,500.00 5£1,800.00 £2,250.00 545000 20%
52,5010.00 £1,800,00 §2,250.00 $450.00  20%
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Then go to the Function menu and select the Change Vendor/Products option.

stall [ 1tem Details | P ar

Proposal Summary

< ik
BB _
J‘:i No assig
LG Margine: £9,245.00 £09,245.00 59,245,00 $0.00 0%
. ) Round Seil Price Up
1 M . I
i | Round Sell Price Down
0 Instaftad () Update Ttems Ta Zero Sall $2,500.00 £1,800.00 §2,250.00 $450.00 0%
| Update ftems To Zero Cost £2,500.00 $1,800,00 §2,250.00  $450.00 20%
(L Adjust List Pricing '
Ll GROUPE Lﬂ‘-': . : o
O Paradigr CII m M Lmtbnﬂ S5 B50.00 S5 A50.00 £5 &50.00 £0.00 0%
O steef 51 Add Tagging Information §6,252.00 $6,252.00 $6,252.00 40,00 0%
| Goi [l
L=24 $12,102.00 $12,102.00  $12,102.00 $0.00 0%

The Change Vendor/Products function dialog window will open.

Change Vendor and'or Products and Services On Sebected Gralps

Change the vendorproduct lines on the selected growps by emtening the vendor and praduct infarmation below
Please he caunbous that you have sslected the correct groups in your proposal summary before cicking updage.

Wendar:

[GRoupE LACAsSE NC.
Product/ Service:

I.ﬁu'l.-:l Transter Product Codes 'FE

Updata |

Enter the vendor (Groupe Lacasse) that the selection is to be changed to. The Change
Vendor/Product function will automatically match the line item catalog code to the Vendors —
Products list catalog code, so just click on the Update button.
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Another dialog window will open asking you to confirm that you want to make this change.

Changa Vendor andior Products and Sarvices On Selected Groups

Aleit -~ Please Confirm Te Continme:

Changing vendors and auto- ransfering product codes may cause problens with your order and this process is PERMANENT and NOT REVERSIBLE.

By making this change youx all resp Vi
Please conlirm the correct vendor is selected and chick Ugdate again (o execute this o,

Conflrm Auto Transfer of Product Codes

Change the vendorforoduct limss on the selected groups by entenng the wendor and product information befiow,
Flaasn ha cautiaus that vou havs sehectad thir cormact groups i your proposal guemmany before cickeng update

e or

GROUPE LACASSE INC.
Prodoct / Service:

Auta Trensfer Product Codes +

l.-ur:l.utz i

Click the confirmation check box and then click the Update button. You will see another
warning option allowing you to abort the action if you want to, otherwise, click on the OK button
to continue the process.

If no conflicts are detected (as defined above) the function will update your selection and the
window will update. The “No assigned vendor” message will no longer appear and your
selection has been updated.

Project Info || Design || Install | Item Details | Purchase Orders | Receivables | Payables | File Vault | Service & Punch

Profit

L EmMI
) Instaliation $2,500.00 $1,B00.00 2, 250,00 £450.00 2006
523, 500.00 S 1, BOMb. 00 £3,250.00 S450.00 0%
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If the process fails, an error message is displayed noting the issue. In the example below, the
attempt was made to change from a vendor that has catalog codes on their Products tab to a
vendor that has no catalog codes.

Change Vendor andior Products and Serviips On Salected Groups

Error] = Aute Transfer Aborted

GROUME LACASSE THC.

SHUNNN-FILLBG06Y

L-Bhape laminate filker piece for cormer installation of 38 Interal files, 8%W x 650 x 40 31/16"H
[Miéssing Catalog Codo - New Vendor]

Charnge the vendar/ product lines an the seleoed groups by entering the vendor and produect iformation below.
Fepsa b caupous thas you have selected the correct groups in your proposal summary beforg clickng upsate,
Vandor:
fEmt
Prodict/ Service:
Autn Transfer Product Codes v

This failure is caused by the new vendor (the vendor to be changed to) not having the same
catalog code(s) as the vendor we are changing from.

The specific error is in the image above: [Missing Catalog Code — New Vendor].

This prevents a purchase order from being created to a vendor that contains options and finishes
that they don’t support.

1%

If the Import Catalog Codes function does not update your vendor with the catalog
code(s) you need, Dealer Choice may not have that code(s) in it’s software updates yet.

In this case, manually enter the catalog code(s) for that vendor via the Vendors —
Products tab — [Add New Product] option.
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Working with line items Right Mouse Click Options

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

Proposal 2018-1000 § User Docuimaentation

'I' +#

_Dg\giu_i:l_ Info || Dasign __lns.1.q|l || Bteen Datakls _I'u.n:hlw Qudders _hmlvubdu!. | muahlu_ _Fllr Wamlt  Servios & Punch ;idu.nr

Showiing 1 - 4 of 4 Line 1tems for Proposal 2018 D0k

Sheanlng | &3 w
Inactive Lines: 0

BB s e sl RMNBELT EE Chidered] Lines: 0

Dhms Dedor,

Inwoiced Lines: O

P LR Iein Cosl Atem Sall (A Tax Applied

e I Kol | Diacendd NonIon

‘worksurface, Rectangular
i CHIRGE TE PEW D, wth grommt

Stane 2

Lirw 2 1 Andll 1 Offoe Saatng
Lifa Chaer: bagh
Parfoimancs Syms,
Alcminum S5 & Levirs,

1] SEP3-4-A0K-GH [ RET P

dire 30 Fooll 1 Moo
My Bartols Barstoo], bar

gz, full covar, Black
L 4ZEC-140 frama

L 4 ¢ iveriional Ofoe Fumifure @ SEATING
ELOCATENCE END
TABLE L AMINATE
1 ErSNAIZEE ML T

Option

L
827,00 $102.32 §ia2.a2 $12.3 e Mk .00
Stage 1 Totad; S132.32 it
L3
Copy & & ik hne Bem
Miave 03 bS5
FETO.04 §2T0.04 o MOy &, 0%
Pave up
Maws domn £
Mg by batbom
Myve grous to top £305.76 305 76 Yy W & T
Move Grias w
Stage 2 Tolal; $£564,80 (1LY
Mave griws dawn
Mava gero to bottom 4
Fort ol groups at tep afcendng

Lovt wl grouss Al Bog deicnndng §£815.00 8 19 00 BT 6 D%

Toet il Qrouss at Dot
aidehifing

Sorn a8 grouss b Botteen
dasessdng

Copy as a new line item

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

Move to top

This option will move your line item to the top

180

Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems




P
C T M
DEALER CHOICE SYSTEMS, INC

of your proposal

Move up

This option will move your line item up one
line

Move down

This option will move your line item down one
line

Move to bottom

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

Move group to top

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

Move group up

This option will move your group up one
group

Move group down

This option will move your group down on
group

Move group to bottom

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

Sort all groups at top ascending

This option will move your groups ascending
starting at the top

Sort all groups at top descending

This option will move your groups descending
starting at the bottom

Sort all groups at bottom ascending

This option will move your groups ascending
starting at the bottom

Sort all groups at bottom descending

This option will move your groups descending
starting at the bottom

Moving line items via Save button

a2 Line items can be moved to any location in your proposal by editing the line item,
“  then selecting an option as to where the line item is to be saved. If this is your
first line item on the proposal, the 'Save and insert' option is not available. Only

the Save button is available.

The line item Save button options allow you to save your proposal line items anywhere
on your proposal.
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Yiew & Edit Line Item [_ x|
R %
Vendor: Item Numhber: Item Description:
[Herman Miller |[12345 | Manually entered product description, HM
Chai | .
Ship To: Item Tagging: Fin‘iE'I:':rH arms, 184s
|New Test Customer || |
Product/Service: Item Tagging {2):
General Furniture Sales [1v | |
Can't find 2 discount for the Item Tagging (3):
selected product! Defaulting to | |
Standard
Proposal Line Mo: Line 5
Quantity: Discount ID: ADO0OO
. ) Description: Standard
Item List Price: 1,200.00 s
[change]
Discounting: | 65 %] | o | | % | | o | | %% Expiration:
Item Cost: 420.00
Extended Cost: $2,100.00
GP Margin: | 25/ % OR | | % Discount Off List Extended Sell: £2,800.00
Item Sell Price; S60.00 Profit Dollars: $700.00
GP Margin: 25.00 %
and insert this iem | Back where it was v
At the beginning of your line items h
Back where it was A

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

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

Importing Items into a Proposal

combination of these methods can be used on any proposal.

Your proposal line items can be created by importing a specification file from CAP,

Worksheet or Project Matrix.
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-~ If you are using a specification tool not named here, please contact Dealer

& Choice Support (support@dc-syslic.com) and tell them what spec tool you are
using. You will be contacted for information regarding your spec tool and tests
will be run to verify the accuracy of importing spec files from your application.

Imported line items appear as proposal line items on the ltem Details window. [f
customer or vendor discounting has been defined in the customer or vendor database,
product discounting may be applied automatically to your line items during the import
process. Your proposal must be created and saved before you can import specification
files to create line items. The import process begins on the Item Details tab.

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

application.

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

Import Items Into Proposal ™ E3
Select Import File || Import Preview H Existing Line Items |
Import From:
OFD& ¥ML (version 2 or higher) ¥
OFD& ¥ML (version 2 or higher)
SIF
ProjectMatriz SIF (Custom SIF)
| Another Proposal
A

Option

OFDA XML (version 2.0 or higher)

Use this option to import spec files that were
exported using the OFDA XML option

SIF

Use this option for most SIF file exports

ProjectMatrix SIF (Customer SIF)

Use this option if you exported your project
using the ProjectMatrix Custom SIF option

Another Proposal

Use this option to copy lines from an existing
proposal

Copyright by Dealer Choice Systems.

183

This document is proprietary and confidential. No part of this

document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems



F .<_
i
DEALER CHOICE SYSTEMS, INC

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

want to import before you complete the import process.
Import Items Inte Proposal _ | x|

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

The below list represents items found in your import file, &ll itmes are checked by default. To import
only selected items into your proposal, check those tems. Unchecked items WILL NOT be imported.

To prevent items from being grouped as shown, simply uncheck the group and that group will not be
imported.

Vendor & Item Item Descr.

Knoll, Inc, @ Dividends

Horizon worksurface, Rectangular,
# 1 D1R9636G 96W =360, with grommet

Knodl, Tnc, o Office

Seating Life Chair, High Performance Arms,
* 1 S5P3-4-A5K-GH Aluminum Base & Levers, Mo Lum...

. Harry Bertoia Barstool, bar
noll, Inc. | KnollStudio height, full cover, black

# 1 428C-1-1 frame

[ Complete Imr:u:ur‘t]

1

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

The Existing Line Items tab displays the line items that are on your proposal before you
import the current spec file. If you select any of the existing line items on this tab, they
will be overwritten by the lines that you are about to import on the Import Preview
window.
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Proposal 5630 @ Lser Documentathor
. *
Praject Im’n__ Design __Im.l!u]__ Item Detalls _I'u.n:hnn orders J _Fturllablq:. J _Il.uwhlu'! J Flie Wault || Garubon & Fum:_h_- | __L_:_ql:l;_u!__

| Showing L - 5of 5 Line Items Tor Proposal 56360 Shanubngs | 24 s
B B T - a ‘I-::jul-r; I{nrs: g

* ] - seried] Lines:

caibinfice, - Inwniced Lines 0

Tteim B, It Desor, I List TtEem Cast Them Sl Ext Sell

Lirmp 1 1 Harrnger Mler ¢ Ganeral Rarrclure Sakeg

ity #rterad produ
fderpitann, Hb Char, armg,
] 12345 ¥ Frush $1.200.00 420,00 E550.00 $2,600.00 5%
iy = 0 Mol frec, - Duwidondls Horizon

Woirksur aca, Rectangular,
1 DARBEHG FEW IS0, with grommat FE2Y OU Fraz.az S155 A0 $165.40 20
Lirsk 3 1 el fne, ¢ Offce Saatng

) Lif Chair, High Performanon dams,

1 SEPI-A-A8E -GN dilumrsrum Bass B Levers, NS Lum §1, 74400 §275.04 fasp 80 § 34880 20%
L o 1 A, I ¢ RPORS R

Harry Bartai Barstool, bar

mgaght, full cover, Elack
1 42014 frams $1,911.00 E305.76 §3az.20 $3T 20 20 %
Lirsg 5 ARG Office Furniture  Gorsral Rarriure Salkes

Dask, gguane, with lags and a
44 Ewesh §1.50000 FAZ0.00 FE&0.00 §1. 120000 25%

i)

#4,816.40 24.07%

Your line items have been imported into your proposal. If customer or vendor discounts
have been defined and match the product being imported, the discount will be applied to
your proposal during the import process. You can now make any necessary
adjustments or modifications to your proposal via the Function menu or line item editing.

#  There is no limit to the number of spec files that you can import into a single
o proposal. You can also manually add lines to your proposal and/or copy lines
from other proposals either before or after importing specification files.

After a line item has been imported, there are two ways to see the finishes and options
on each line. You can click on the View ltem Details from Original Import icon or you
can scroll down in the View ltem Details window to see them. See photo below.
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View Item Details [ |
R |

Yendor: Item Number: Item Description:

I'I'eknicm ||TCCRE|I51EI S | Three-\ay 180 deqg., Square Edge, 66"h,

. . . Grade 5 Luna Impression Movoso 4-22LF

Ship To: Item Tagging: Fabric, MPW real wood top cap,

Test Customer |Phase 14 |

ProductfService: Item Tagging {2):

Transit {Cdn-Int-US ) [TST ¥ kiosk |

Item Tagging (3):

| | y

Proposal Line Mo Line 1

Quantity: Discount ID: No Discount
Used
Itemn List Price: 119.23 Description:
Discounting: | | Yo | | Yo | | kS | | %o | | %o Expiration:
: 119.23

Item Cost: Exteggstq £119.23

5P Margin: | | oR | 0| % Discount Off List Extended Sell: $119.23
Item Sell Price: 119.23 Profit Dollars:

GP Margin: 0.00 %

and insert this item  Back where it was v

Item Details From Original Import:

r— Electronic Catalog Details

Catalog Code: TST

File Mame: Teknion_large_import_file.sif

r— Item Motes

Report: [CR 235072

r— Finishes & Options

Finish/Option: 1

Level: [0 |

Group descr: [Finish Colors (For Corner]

Name: |-Fahric |

Descr: [Fabric |

Price: [0.00 |

FinishfOption: 2 -
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Before you can print, email or fax a copy of your proposal, you must run the proposal
finalization process. You cannot generate purchase orders if your proposal has not
been finalized.

Proposal Finalization

The proposal finalization process is your last step in preparing your proposals before
presenting them to your customers. The finalization process checks your proposals for
discounting conflicts, missing Ship To information, incomplete item specification,
missing Install Location information as well as presenting vendor miscellaneous charges
such as freight and small order charges. If finalization identifies a problem it will be
presented in the finalization window and you will be allowed to edit or add the missing
data.

~  Conflicts or missing data do not prevent you from completing the finalization

~  process. The warnings are presented to be sure that you are aware that
potential problems exist on your proposal. There are cases where the warnings
may not apply or may be ignored such as budgetary pricing estimates.

Applying Sales Tax

& Sales tax rules are also applied to your proposal during the finalization process.
Sales tax is based on the Install Location information entered on the Install tab.
If you do not have an Install Location defined for your proposal, you will not be
presented with the sales tax rules selection option and your proposal will not
include sales tax.

To start the proposal finalization process, click on the proposal finalization icon on the
Item Details tab.

The finalization process will review your proposal checking for missing data such as the
Ship To location and the Install Location and will notify you of such omissions. You have
the option of continuing with the finalization process by completing the missing
information or cancelling the process and reviewing your proposal again.
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Proposal 2010-1164 : Proposal Import Spec File Example
*| Bk @
| Project Info || Desian || Install || Ttem Details || Purchose Orders | Receivables | Paables || file Voult | Service & Punch || Ledger |

Finalize Proposal

SonBmck

Before printing, emailing, or faxing your proposal yvou must mark it as finak The fnalization functions shown below will be
perforrmed and added to the proposal.

To prevent any changes below from being executed, simply uncheck that ttem.

Finalization : Discounting Conflicks (1)

Mustaoii Mitlors Sisty 4y Discounting Conflict:
Ibem: CI1238A5F

Deger: +wWie Chr Calle Std-HE TIE Limdang adj
Arms/Sea... Disc Eipedted: 7] sample Discount (21558)
Qty 1.00

Ligk: $1,033.20

Cogh: 2413.25

Discount Usad,  None

Finalization : Assign Your Sales Tax Rules

Bon't apply any tax rules

There ars tax rules establishad within the state of
MARYLAND: Please determne which tax nges should
be applied to this proposal.

-~ Baltimore City (1%

[Fnalize |

In this example, a purchase discount was manually entered on the line item displayed
and the system found a Customer or Vendor discount that may apply to this line item.
This does not mean that the discounting entered manually is wrong, this is simply a
warning that another discount exists and may be applicable. After reviewing the line
item for accuracy, you may choose to ignore the warning or you may have to update the
discounting on the line item. The warning can be ignored by un-checking the Discount
Expected check box. If left checked, Dealer Choice will change the discount to the
"expected" discount for this line item.

¢ Note that in the Discount Conflicts title bar there is an [uncheck all] link that will

= remove the check marks from all discounting conflicts presented. If you have
received special pricing and you know that you have used the correct discounting
you can over-ride the systems recommendation by leaving your discounting in
place.

This example also shows the sales tax rules options. Again, the sales tax rules are
based on the Install Location as defined on the Install tab of your proposal.

You can click on the '<-- Back' link to discontinue the finalization process and return to
the Item Details tab or you can click on the Finalize button to proceed.
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My Proposals

Proposal 5630 : User Documentation

SR

Project Info || Design || Install || Item Details || Purchase Orders || Receivables

Payables || File Yault || Service & Punch || Ledger

Finalize Proposal

=-- Back

Before printing, emailing, or faxing your proposal you must mark it as final, The finalization functions shown below will be
performed and added to the proposal.

To prevent any changes below from being executed, simply uncheck that item.

Finalization : Yendor Charges & Fees (2)

ABCO Office Furniture

Total List; $3,000.00
Total Cost: £840.00

¥ Small Order Fee:

If under $5,000.00 List
Then add $£80.00

Description: l-’-‘«E\CO Office Furniture Small Order Fee |

Cost: $20.00  Sell: 20.00] [ap margin]

¥ Freight Charge:

If under $£100,000,000,000,000,000.00 Net
Then add 15% of Met

Description: [ABCO Office Furniture Freight Charge |

Cost: $126.00  Sell: 126.00/ [ap marain]

Finalization : Assign Your Sales Tax Rules

There are tax rules established within the state of aggﬁi?\%y gr;y s U9
MARYLAND. Please determine which tax rules should : (6% a
be applied to this proposal. -- Baltimore (2%)
-- Catonsville {1%)

This example shows two vendor charges that are defined in the vendor database for
this vendor. The rule being applied is detailed under the rule type and the amount of
the fee is presented to you. You can edit the Sell amount with a specific dollar amount
or you can use the [GP margin] calculator to add a GP percentage to the fee. If these
fees are left checked in the finalization window, these fees will be automatically added
to your proposal as additional line items. These line items can be edited from the Item
Details tab if you do not change the sell pricing in the finalization window.

¢« If you edit a line item on your proposal that was not added by the finalization
process, your proposal will revert back to an un-finalized status and the line items
that may have been added by the finalization process will be automatically
removed. Since you have edited a line item, the proposal must be evaluated
again to see if the vendor charges and fees are applicable or not. For example if
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you changed a quantity on a line item from 100 to 10 because of a typing
mistake, a small order fee that was not applicable before may apply now. The
finalization process will capture this extra cost and allow you to include it on your
proposal.

My Proposals

Proposal 5630 : User Documentation

£ sk B

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

Finalize Proposal

“-- Back

Before printing, emailing, or faxing your proposal you must mark it as final. The finalization functions shown below will be
performed and added to the proposal.

To prevent any changes below from being executed, simply uncheck that item.

Finalization : Assign Your Sales Tax Rules

There are tax rules established within the state of
MARYLAND. Please determine which tax rules should
be applied to this proposal,

i

-- Catonsville (1%)

If no issues are identified with your proposal you will see a clean finalization window as
shown above. You can select the applicable tax rules and click on the Finalize button to
complete the process and you will be returned to the Item Details tab.

After finalization you have additional icons available on the Iltem Details tab.

Proposal Z20621-1223 1 User Docementation

. w B OB
| raject info || Oesign || Bastall | e Details | Burchase Ordercs || Receivables || Paysbies || File Voull || Seevice & Panch || Ledges |

Showing 1 - 1 of 1L Line teims for Proposal 2021-1223, Shawiag: |2l -
] .. q = e :.
+ B R aDH RN LY 4 Ovdared Lines: 0

Imvoiced Limes: 0

] Oty Ikem Mo Ibean D 15w, Ptmim List IEem Cost I Sell Ext Sell LGP Tax Applied

Cpen the Mail and Fax Terminal
Print the Proposal
Remove Fmalization Flags from this Proposal

The Finalization icon has changed to the 'Un-finalize this proposal' and you now have a
new icon to print the proposal and one for the email and fax terminal.
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After a proposal has been finalized with tax you will see a new column appear called

Tax Applied. The tax percentage that was applied will appear for each line item where
applicable. See example below.

*iy Proposals

Froposal 20181000 @ User Documentation

. L
| Project Ende || Daoslgn || Imstall || Dteen Detadls || Purchase Orders || Becmivables || Payables | File Vault | Service & Punch | Ledger
Shoveimg | - 4 ol 4 Ling ltems for Prepasal 20 16- 1000, Shawing: &1 W
- . b Amactive Lines: 0
el B w0 EHRPUELTY Ja dinrtered Lines: 2
Imwolced Lines: 2
B gy Item Mo Item Descr, Ttem List Itemn Cost Ttem Sl Ext Sell - Taw Applied
Stoge 1
Linee ¥ 7 Kool 1 Devideinds Moo o
werksusrface, Pactangular,
1 DIRSEIEG DEWIED, with prommat EBR7.00 f13z.32 $13232 $132.32 P L
Stage 1 Totak $132.92 L
Stoue 2
Line 2 ; Kol | Giffce Seating &
Life Chaer, bagh
Paromandgs Arms,
Aduminuen Bage & Lavers;
1 BPE A ARKGH P Lurs.., §1,744.00 §270.04 F2T9.04 §i79.04 0% | MD:G0T%
Line 3 7 Kol @ KnoliStoasia L3
Harmy Bartois Sarstoal, bar
Bk, full caver, Black
1 A2C-1-F feama $1,5911.00 £305.76 £305.76 £305.76 0% MD: &00%
Stage 2 Totak: S584.80 A%
Lirwr & 7 Ngtongd OWos Rurriaee | SEATIMG o
ELCAILIENCE END
Ta K| AMENATE
1 BSNIDIHENLIY TOR 81500 §H19.00 FH19.00 §819.00 o MO 800

Proposal Printing

To select your proposal print options and to preview your proposal, click on the Printer
icon in the Item Details tab.

Proposal 227102320 | lest

L = 'l'f 4 B
| Pndoct fndo | Desan || Dnstall || Pheo Dataits | Parchade Onbers | Receivaldos || Pavables | Fille Woult | Service & Punch || Ledges -
Showvdng 1 - Z of 2 Line Items for Proposal 8231030, Shoviing: | Al w|
:] - ¢ = Imactive Linas: 0
s+ R e € =5 &- 0 Ordered Lines: 0

Inwsiced Lines: 0

Iwin fda, T Disir, Vigan Lk Hem Casi Thein Sedl [y Tax Applied

Print the Proposal

This will open the Proposal Print options window.
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Print Proposal

B
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SYSTEMS, INC

_ | x

Proposal Print Options

| Print Propaosal

Print Prefs: |[Select my print options below v |

Company Logo:

| DC_logo_with_email_-_FINAL jpg v |

Print Logo?

General Print Fields:

Print Logo on First Page Cnly

hold cntel key for multiple Froposal Description

Proposal Totals

Group Totals

Page Break After Groups
Group Summary

Line Item Print Fields:
hold cntel key for multipls

Line Numbers
wendor Mame
Product Marme
Itermn Number
Item Description
Itermn Cuantity

Proposal Details:

[Print Line Ttem Details v

Proposal Date:

Mar v |26 v|[zozz  |TE]

Proposal Footer Message:

Thank you for your business!

Message?

Include Proposal Trailer | —

[ Test.pdf

[l Testl.pdf

Append Proposal Trailer Docurments to Proposal (from file vault):

Append Proposal Trailer Documents to Proposal {from system config):

[ Test2.pdf

Document Title:

|F‘r0posal

Save These Print
Preferences?

A

Proposal Print Options

Print Prefs

If print preferences have been saved, the title
of your saved print preferences will appear in
this list. Selecting a saved print preference
eliminates having to select specific print
options. You can select a set of print options
and save the settings (see Save Print
Preferences). Then you can use the saved
print preferences to print your document by
selecting a saved print preferences option
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instead of have to modify your default set of
print options.

Company Logo

If you have uploaded multiple company logos,
you will be able to select which logo is to
appear on your document. To change logos,
select the appropriate logo from the drop
down selection list. Company’s logos are
uploaded in System Configuration. There is
no limit on the number of logos you can
upload.

Print Logo?

Even if you have a logo selected, you can
choose to have the logo print (or not) by
selecting this check box. If the box is
checked, your logo will print, if not checked,
your logo will not print.

General Print Fields

Print Logo on First page Only

If selected, your company logo will appear on
the first page only of your proposal

Proposal Description

If selected, the proposal description will
appear on your proposal

Proposal Totals

If selected, sell pricing totals will appear on
your proposal

Group Totals

If selected and if you have groups defined on
your proposal, each group will appear with a
subtotal amount

Page Break After Groups

If selected, a page break (new page) will be
inserted after a proposal group has printed

Group Summary

If selected, a subtotal amount for each group
will appear at the end of your proposal

Tax Detail

If selected, this option will display all tax rules
selected in the totals section. The rule name, tax
percentage and dollar amount will be displayed.

Tax Amount Due

If selected, the sales tax amount will appear
on your proposal in the Totals section

Deposit Requirements

If selected, the deposit request text will
appear at the bottom of your proposal

Deposit Requirements Incl. Sales Tax

If selected, the deposit requested text will
appear at the bottom of your proposal and will
show any included sales tax

Propose To

If selected, the Propose To information from
the Project Info tab will appear on your
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proposal

Customer Contact

If selected, the Customer Contact from the
Project Info tab will appear on your proposal

Shipping Location

If selected, the Shipping Location from the
Install tab will appear in your proposal

Installation Location

If selected, the Installation Location from the
Install tab will appear on your proposal

Proposal valid Thru Date

If selected, the Expiration date from the
Project Info tab will appear on your proposal

Panel Attribute Details

If selected, Teknion panel attributes will be
displayed in detail on your proposal

Company Contact Details in Footer

If selected, your company address information
from System Configuration will appear in the
footer of your proposal

Sales Rep Contact Phone

If selected and if this information has been
added to the User's definition in System
Configuration, this information will appear in
the header of your proposal

Sales Rep Contact Fax

If selected and if this information has been
added to the User's definition in System
Configuration, this information will appear in
the header of your proposal

Sales Rep Contact Email

If selected and if this information has been
added to the User's definition in System
Configuration, this information will appear in
the header of your proposal

Hide PO Instructions

If Selected and if the proposal is set as a
Direct order type on the Project Info tab, the
purchase order instructions to your customer
will not be displayed

If selected and if the Customer PO field on the
Project Info tab has been completed, the

Customer PO Customers PO number will appear on your
proposal
Display Sub Totals If selected, the proposal sub totals will appear

on your proposal

Print Name Line

When selected, a line titled “Print Name” will
appear below the “Accepted By” line item, for
the signer to actually print their name.
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Line Item Print Fields

Line Numbers

If selected, the proposal line items will be
numbered

Vendor Name

If selected, the Vendor Name will appear for
each line item

Product Name

If selected, the Product Name will appear for
each line item

ltem Number

If selected, the item number (product code,
part number) will appear for each line item

Item Description

If selected, the item description will appear for
each line item

ltem Quantity

If selected, the item quantity will appear for
each line item

Item List Pricing

If selected, the item list price will appear for
each line item

Extended List Pricing

If selected, the extended list price for each
line item will appear

ltem Sell

If selected, the item sell price will appear for
each line item

Extended Sell

If selected, the extended sell price will appear
for each line item

ltem Tagging

If selected and if item tags are in use, the
tagging information will appear for tagged line
items

Item Finishes & Options

If selected, the finishes and options for line
items that have been imported via a
specification file will appear

Zero Sell ltems

If selected, line items with a zero sell price will
appear

Negative Sell ltems

If selected, line items with a negative sell
price will appear

Buy Discounting

If selected, the buy discounting will appear for
each line item

GP Margin

If selected, the GP margin will appear for
each line item

Customer Discounting

If selected, the discounting used to calculate
the sell price will appear

If selected and if the item special flag exists

Item Special for an imported line item, the item special
code will appear
ltem Cost If selected, the item cost will appear for each
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line item

Extended Cost

If selected, the extended item cost will appear
for each line item

Print lines that are Not Booked

If selected, only the line items that are not on
a purchase order will appear

Print lines that are Booked But Not Invoiced

If selected, line items that are on a purchase
order and not on an invoice will appear

Print lines that are Invoiced

If selected, only line items that have been
invoiced will appear

Proposal Details

Print Line Item Details

If selected, the line item details will appear

Print Summarized by Group

If selected, line item details will not appear on
your proposal. If no groups are defined, only
the proposal totals will appear

Display Pricing in Currency

Current Selection

If multiple currencies have been defined in
your site, you can select the default currency
for your site. To define multiple currencies in
your site, see the system configurations
section.

Proposal Print Options

Proposal Date

You can change the date to appear in the
proposal header by changing the date in this
field

Proposal Footer Message

The default proposal footer message is
defined in System Configuration and will
appear here. You can add information to the
proposal footer message by adding your text
here.

Include Proposal Trailer?

The proposal trailer pages will be added to
the proposal PDF document as the last
page(s). See more information below.

Append proposal trailer documents to
proposals (from proposal file vault)

Select any of the proposal trailer documents
that you would like to print from your proposal.
These are a list of PDF documents that have
been set as proposal trailer documents in
your proposal’s file vault.

Append proposal trailer documents to

Select any of the proposal trailer documents
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proposals (from system config)

that you would like to print from your proposal.
These are a list of PDF documents that have
been set as proposal trailer documents in
your site’s system configuration.

Document title

If you would like your document to print with a
name other than the standard name
“Proposal’, enter it in this box.

Save These Print Preferences

This option allows you to save your selected
print preferences.

Proposal Trailer Pages

The proposal trailer pages will be added to the proposal PDF document as the last
page(s). Files uploaded here will be available to be included as the last page(s) of your

proposals.

There are two ways to include a proposal trailer page. The first option is to
upload them via System Configuration — Company & System Settings — System
Settings — “Your Company Proposal Trailer Docs:” function. See the System
Configuration section of this user document for more details. The second option is
through each proposal’s File Vault. When uploading a file to the proposal File Vault,
there is a new check box asking if this file is to be used as a Proposal Trailer Document.
If the box is checked, then this file will be available to be appended to your proposal
when you are emailing, faxing, or printing it. See image below.

Upload & Save a File

] x|

Use this window to save files and documents to your proposal, Maximum file size is 32MB. Larger
files may take longer to save. Feel free to minimize this window and continue working while your

file is being saved.

File Description:

Make this file public?
[

File:

Proposal Trailer document?
{must be PDF format)

| Choose File | No file chosen
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& For files to be eligible for proposal trailer pages, they must be uploaded as
PDF files only and you must select the proposal when email/faxing.

Saving Proposal Print Preferences

The Saving Proposal Print Preferences function was created to allow you to save a set
of proposal print options that may be different from your normal proposal print option
needs. Proposal Print Preferences can be shared so everyone in your company can
use it.
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Print Proposal M ES

Proposal Print Options

| Print Proposal

Print Prefs: |[ Select my print options below v |

Company Logo: | [DC_laga_with_email_-_FINAL.jpg ¥ |

Print Logo?

General Print Fields: | |Print Logo on First Page Only -
hold cutr! key for multiple Proposal Description
Proposal Totals
Group Totals
Page Break After Groups
Group Summary

Line Item Print Fields: | |Line Humbers
Fold crtel key For multiple viendar Mame
Product Mame
Item Number
Item Description
Itern Quantity

Propaosal Details: | | print Line Item Details v]

Proposal Date: | [fiar v][26 v][z022 |

Proposal Footer Message: | |Thank you for your business!

Include Proposal Trailer | —
Message? | —

Append Proposal Trailer Documents to Proposal (from file vault):
[ Test.pdf

Append Proposal Trailer Documents to Proposal (from systemn config):
[ Test1.pdf [l Test2 pdf

Document: Title: | [Proposal |

Save These Print
Preferences? . -
What should this set of print preferences be called?

Optional description:

Make these public?

To save a set of proposal print preferences, click on the 'Save These Print
Preferences?' check box and you will be presented with a text input box to enter a name
for your print preferences. This may be customer specific so you could name it using
the customer’s name. Any future proposals for that customer will be printed using this
set of saved print preferences. If you want your print preferences to be available to
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everyone, check the 'Make these public?' check box. When this box is checked,
everyone in your company will be able to select this saved print preference option.

Print Proposal [_J x|

Proposal Print Options

Print Proposal

Print Prefs: |[Select my print options below v |

company Logo: | [DC_logo_with_smail_-_FINAL.jpg ¥ |

Print Logo?

General Print Fields: | |Print Logo on First Page Only
hold cntrl key for multiple Proposal Description
Proposal Totals
Group Totals
Page Break After Groups
Group Summary

Line Item Print Fields: | [Line Mumbers
hold entrl kay for mulkipla Vendor Name
Product Name
Item Number
Item Description
Item Quantity

Proposal Details: | [ Print Line Item Details v]

Proposal Date: | [mar w|[26 v |[zozz  |0d

Proposal Footer Message: | |Thank you for yaur business!

Include Proposal Trailer
Message?

Append Proposal Trailer Documents to Proposal (from file vault):
[ Test.pdf

Append Proposal Trailer Documents to Proposal (from system config):
[ Test1.pdf [ Test2 pdf

Document Title: | [Proposal |

Save These Print
Preferences?
What should this set of print preferences be called?

[Custormer Proposals |

Optional description:

Make these public?

The example above shows a set of print options being saved as Customers Proposal
and it has been set as a public (shared) print option.
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Proposal Print Options

Print Proposal

Print Prefs: | | select my print optians below ¥ | [

Select my print options below

Company Logo: | MRS = e 2l aimk=2=]

Print Logo?

General Print Fields: | |Print Logo on First Page Only
hold cntel ey for muttiple Proposal Description

Proposal Totals

Group Totals

Page Break after Groups
Group Summmary

T Pl

Line Item Print Fields: | Line Mumbers
hold cnbrl kay for multiola Wendor Name

Product Mame
Iter Mumber
Item Description
Iterm Quantity

After printing then proposal you will now have a new Print Preference to choose from
when you print proposals. As you can see in the example above, the proposal print
option called 'Customers Proposal' is available to be used for printing proposals. Once
a saved print preference is selected, the Proposal Print Options window changes so
other options cannot be selected. If you wish to select your own print preferences,
simply choose the 'Select my print options below' option and you can continue to select
the options you want n your proposal.

Also notice the red x icon appears to the right of the saved print preference. This
= is the delete icon and it is only presented to the user that created it so only that

user can delete their own print preferences. The ability to edit/save print
preferences is managed by permissions so only the users that have permission
can create and edit saved print preferences. To delete a saved print preference
you must select it from the list first, and then click on the delete icon and your
saved print preference will be deleted.
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Print Proposal [} %}

Proposal Print Options [ Print Proposal |

Print Prefs: | [cystomer Proposals ~| ]

Proposal Date! | [mar w|[ 26 v |[z022

Proposal Footer Message! | [Thank you for your business!

Include Proposal Trailer -
Message? | —

Append Proposal Trailer Documents to Proposal (from file vault):
| Test.pdf

Append Proposal Trailer Documents to Proposal (from system config):
) Test1.pdf [ Testz.pdf

Document Title: ‘|Proposa| |

Marking the saved print preference as public allows the print preference to be used by
others. It will appear in every user's Saved Print Prefs drop down selection box.

Email and Fax Terminal

The Email and Fax terminal allows you to transmit documents to your customers and
vendors. You must have completed the proposal finalization process before you can
use the email and fax terminal. The email and fax terminal icon does not appear on the
Item Details tab until you have completed the finalization process. To open the email
and fax terminal, click on the Email and Fax icon on the Item Details tab.

Proposal 20021-1223 : User Dodimentation
* kE L&

I_l-"r_n_je:lhﬂn__ﬂlﬂml_ﬂili Iem .I'.H‘!niI:- _P_u_rﬂ:sr Dirihiry _l-l;el.'-ri“hlua_ P“lIﬂ_EL File Waull '&Lﬂﬁghﬂun:y__uiur

Showing 1 - 1 of 1 Line Items for Proposal 2021-1223. Shoveing: 2 e
x . " ¥ =¥ g e Inactive Lines: 0
¢ o Th O B ¥ L -'.‘re & = W gl W Ordered Lines: O

Invaiced Limes: 0

ftem M ey (oser, Fiem Lisk limem Cosi from Sell Ext G|l GF Tox Appled

Open the Mail & Fax Terminal

If your message fails to send and Dealer Choice can determine that your
message failed, you will get a message in your Dealer Choice message queue
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alerting you that the message was not sent. Some mail servers and fax
machines do not report failures. It is highly recommended that when emailing a
document, you include your own email address in the Recipient list so if you do
not receive it, there is a very good chance that the intended recipient did not
receive it either. If you are faxing a document, it is highly recommended that you
follow up with the recipient to be sure that they have received your fax message.

When you "Send" your message by clicking on the Send button, your message is
placed in the message queue. You can check on the status of your message by
clicking on the Message Log tab. The message queue is processed approximately
every 10 minutes by Dealer Choice. You have the option of removing your message
from the message queue up to the time that the system starts to process your message.

Message Terminal
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Email & Fax Communications Window = E

Message Terminal || Message Log |

Message Type: | Email Message V|

Proposal Docs | Proposal File Yault | Customer File Vault

Proposal_2021-1077.pdf &j [ customer_Inwoice 2021-1089.pdf

[l Purchase_oOrder_2021-1170.pdf /5 [ Delivery_Ticket_2021-1170.pdf 5]

Recipient Email: [search] Auto CCis on, you do not have to include yourself

Muatkinla racipients separated by line break

AfR Invoice Contact - (ARperson@abc.com)

Subject:

Message Body
Opianal

Email Options

You can choose to send an email or fax
Message Type message. The email input windows options
are defined here

As you create documents (proposals,
purchase orders, invoices, etc) they will
appear under the Proposal Docs tab of the
Message Type selection field. Any document

Document selection: Proposal Docs tab
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that is selected will be transmitted to the
recipient.

Document selection: Proposal File Vault tab

Any documents saved to the proposal file
vault will appear under the Proposal File Vault
tab of the Message Type selection field. Any
document that is selected will be transmitted
to the recipient.

Document selection: Customer File Vault tab

Any documents saved to the customer file
vault will appear under the Customer File
Vault tab of the Message Type selection field.
Any document that is selected will be
transmitted to the recipient.

Recipient Email

Enter the email address of the person or
persons you wish to send the document to.
You can enter multiple email addresses just
be sure to enter each address on a separate
line. In the gray box is a list of emails
addresses associated with the customer the
proposal is created for. You can selected
multiple email addresses by holding down
your CTRL key and clicking.

[search]

The search option allows you to search
through all the contacts you have entered
email addresses for into Dealer Choice. Type
the first few letters of the persons first name
and any matches found in the contacts
database will be displayed, click on an entry
in the list to select that person

Auto CC is on

This means that Auto CC has been turned on
in system configurations. You will
automatically be sent a copy of your email
and you do not need to put your email
address in the recipient bar.

Subject

Enter the subject line for your email

Message Body

Enter the message text for your email

Attachments From File Vault

If you have uploaded any documents into this
proposal’s File Vault, they will be displayed
here for selection as attachments to your
email message. To include multiple
documents, hold the CTRL key and click on
the documents.

Send

Click on the Send button to place your email

205

Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems




e

<

DEALER CHOICE SYSTEMS, INC

in the message queue to be processed by the
message processor

Email & Fax Communications Window [_ I x|
Message Terminal || Message Log |
Message Type: |Fax Message ¥
#| Proposal_5630.pdf
To: [search] Faux:
| | |
Fram: Date:
Mest User lng/z9/2016 |
Re: File “ault:
Oetional Usa cntrl kap For multipla salack
File vault is empty
:
|
Fax Options
You can choose to send an email or fax
Message Type message. The fax input windows options are

defined here

Document selection

As you create documents (proposals,
purchase orders, invoices, etc) they will
appear under the Message Type selection
field. Any document that is selected will be
transmitted to the recipient

Enter the name of the person you wish to

To send the document to.
The search option allows you to search
through all the contacts you have entered fax
[search] numbers for into Dealer Choice. Type the first

few letters of the persons first name and any
matches found in the contacts database will
be displayed, click on an entry in the list to

Choice Systems
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select that person

If you have selected a name from the search
option, the fax number will be populated for

Fax you, otherwise you can enter the fax number
to send the fax to
E Your name will be populated in this field for
rom you.
Date Today's date will be populated in this field.
Re: Enter the reason for your fax

If you have uploaded any documents into this
proposal’s File Vault, they will be displayed
here for selection as attachments to your fax
message. To include multiple documents,
hold the CTRL key and click on the
documents.

Attachments From File Vault

Click on the Send button to place your fax in
Send the message queue to be processed by the
message processor

Message Log Tab

The message log tab will display all messages that have been sent on this proposal.
The messages appear in datestamp order and the most recent message will appear at
the top of the list. All messages queued will have a status of 'Pending' until they begin
to be processed by the message processor. The status will change to 'Processing'.
After the message has been processed, the status will change to 'Sent' or 'Failed'.
Messages can be removed from the queue up until they begin being processed by the
message queue.

Email & Fax Communications Window M E

Message Terminal || Message Log |

Showing 1 - 1 of 1 Messages.

Type Timestamp Recipient Subject Status

Email 09/29/2016 1:25 pm support@dc-sysl... Test Proposal ... Pending [k

4

Message Log Fields

Tvpe The Type field notes whether the message
yp was emailed or faxed
TimeStamp This field notes the date and time the
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message was sent to the message queue

This field displays either the email address or

Recipient fax number of the recipient of the message
Subject This field displays the subject of your
message
As noted above, the status can be 'Pending’,
Status

'Processing', 'Sent' or 'Failed'

Remove from queue icon

This icon allows you to remove a message
that is still in the 'Pending' status from the
message queue. Once processing of the
message begins, the message cannot be
removed from the queue

Purchase Orders Tab

To create purchase orders click on the Purchase Orders tab of your proposal. If no
purchase orders have been created yet, you will only see the 'Create purchase orders'
icon. Click on this icon to start the Purchase Order process. Your proposal must be
finalized before you can create purchase orders. If your proposal has not been finalized
and you try to create purchase orders, you will see a message noting that you must first

run the finalization process.

My Fropus als

Proposal 2021-1722 & User Dodiamentathon

- x W L&A

| Brudect Infa || Desion | Instal || item Betails | Purchase Orders || Ressivables | Payabies || File Vault || Seevice & Paoch || Ledger

4 have no purchase orders o desplay under thes progcesal

Create Purchase Orders

After clicking on the 'Create purchase orders' icon, your proposal line items will be
displayed in the Select Line Items window. You can choose all line items, specific line
items or select line items by group, if groups were used on your proposal in the Item
Details tab. If you click on the check box to the left of a Group name, all line items in

that group will be selected.

Choice Systems
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Create Purchase Orders [ _ I |

Select Line Items

| Item No. Item Descr. Item Cost Ext Cost

¥ Group: Section 1

Line: 1 &nall, Inc, | Dividends Horizon

Waorksurface, Rectangular,
L4 D1R9636G Qe'WR3GD, with grommet £132.32 £132.32

Line: 2 &nall, Inc, | Office Seating

Life Chair, High Performance
Arms,
Aluminum Base & Levers, Mo
L4 S55P3-4-A5K-GH Lum... £279.04 £279.04

Line: 3 &nall, Inc, | KnollStudio

Harry Bertoia Barstool,
bar height, full cover,
L4 4280C-1-1 black frame £305.76 £305.76

Group Section 1 Total: $717.12

Group: Section 2

Line: 4 Teknion Inc : General Furniiure Sales

Desk, square, with legs and a
44 twist £420.00 £840.00

Group Section 2 Total: $840.00

Line: 5 Herman Miller | General Furniture Sales

Manually entered product
description, HM Chair,
12345 arms, legs. Finish £420.00 £2,100.00

-

A

If any of your line items do not have a ship to address, there will be an error message at
the top of this window “Some lines below cannot be ordered. Place mouse on
highlighted line for details.” and the lines will be highlighted in yellow. See example
below.
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Create Purchase Orders

Select Line Items

| Item Mo. Item Descr. Item Cost Ext Cost

Line: 4 Mational Office Furniture | SEATING

ELOQUENCE,END TABLE,LAMINATE
BSMZ0Z24EMNLW TQp £819.00 £819.00

Line: 5 Mational Office Furniture | CASEGOODS

ACCESSORIES, 494, TASEK
MAC49TLE LIGHT,BLACK,28 WATTS £255.00 £255.00

Some lines below cannot be ordered, Place mouse on highlighted line for details,

L |

Once you have the line items that are to be ordered selected, click on the Next button to

Review your items to be ordered.
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Review Your Purchase Orders

<-- Back [View Proposal Details]

;(T_\, A minimum customer deposit of $400.00 is required in order to proceed.

Flace Qrders

Flease review your purchase orders before completing this step. The following purchase orders will be created and are summarized below:

—#1 - Sit On It

Purchase Amt: 5700.00

In House PO?: D

Attach Files:
PO Comment:

Ship To:

Shipping Contact:

Contact Phone:

Purchase Order Footer
Message:

Items To Be Purchased (1):
Product
SitOnlIt Seating

Submit Via: |Don't send, just let me print it % |
Choose Purchase lljl.'der Net & List Price v
Pricing:
Company Logo: [DC_logo_with_email_-_FINAL.jpg bl

Contact Fax: | |
Req Ship Date:
Req Arrive Date:
Deliver Betwean: (mm/dd/yyyy 0O
mm/ dd/ [m]

Print Loga?

The file vault is empty

EMI
12345 Lorton Parkway
Lorton, VA 20159

Oty Iitem No. Item Cost

1 2723Y.A142.B3 5700.00

The <-- Back button allows you to exit the Review window and returns you to the

Purchase Order select lines window.

The [View Proposal Details] option will open a new dialog box displaying the Proposal
Project Info, Design and Install tabs, if you have access to view those.
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In the example above, notice that a warning message appears noting that a customer
deposit is required to proceed. This message is telling you that you have set a
Customer Deposit Required amount in the customer database and is alerting you that
you have not yet received or entered a deposit from this customer. This is a warning
only, it will not prevent you from creating purchase orders for this customer.

The Place Orders button will complete the purchase order creation process and your
purchase orders will be generated.

Purchase Order Review Fields

This is the total amount of your purchase

Purchase Amt order for this vendor product

Any purchase order that will not generate a
vendor invoice should be flagged as an in
house purchase order. In house purchase
orders with no associated payable will allow
the proposal to appear on the commission
report when the "Proposal payables must be
received in full" filter is used on the
commission report.

In house PO?

The default options for the Submit Via field
are 'Fax’, 'Email' and "Don't send just let me
print it". If an electronic order template exists
Submit Via for this vendor you will have two more
options: 'Generate electronic order and send
it' and 'Generate electronic order and let me
save it'.

This prompt will appear if you choose to email
your purchase order from the Submit Via
options noted above. Enter either the email
address or fax number to send the purchase
order to. If this information has been defined
in the vendor database for this vendor, the
information from the vendor database will be
populated here for you

Submit To

This prompt will appear if you choose to email
your purchase order from the Submit Via
options noted above. The CC field allows you
CcC to add recipients to receive this purchase
order. You cannot add multiple recipients for
faxed orders, only a single fax number may
be entered.
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Company Logo

You can select which company logo you want
included on your purchase order if you have
uploaded multiple logos

Print Logo?

You can select whether or not you want your
company logo to print on your purchase order

Attach Files

If files have been uploaded to the File Vault,
they will appear here and are available to be
selected and will be sent with your purchase
order as attachments. To select multiple files,
hold the CTRL key down and click on files

PO Comment

Enter any specific text you want included on
your purchase order. If this text will be the
same all the time for this vendor, you can
define the PO Comment text in the vendor
database.

Ship To

This is the Ship To address from the Install
Info tab or from the specific line item Ship To
address if it was changed on the Item Details
tab

Shipping Contact

This is a text field that you can enter a
shipping contact name. If the Shipping
Contact information was completed on the
Install Tab, that information will appear here.

Contact Phone

This is a text field that you can enter a
shipping contact phone. If the Shipping
Contact information was completed on the
Install Tab, that information will appear here.

Contact Fax

This is a text field that you can enter a
shipping contact fax. If the Shipping Contact
information was completed on the Install Tab,
that information will appear here.

Req Ship Date

You can select a Required Ship Date by
entering that date here

Req Arrive Date

You can select a Required Arrival Date by
entering that date here

Deliver Between

If dates are entered in the two input fields,
they will appear on the purchase order
comments frame as "Please deliver between"
and the two dates will be displayed. Both
dates must be entered to use this feature.

Iltems to be Purchased

This section displays the line items that are to
be purchased from this vendor on this
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| purchase order

After your Purchase Orders are created, they will be listed in the Purchase Order tab.
Dealer Choice will display a Purchase Order Summary at the bottom of your PO list.
The Purchase Order Summary is broken down by vendor and also by all PO total.

My Propisals

Froposal 2018-1006 @ fest

r % La
;_Prﬂj!u lafo | Chesign || InsBall || Tiem Details  Perchase Orders || Beceivables . Payables  File Vaill || Service & Punch || Ledgar
Shavring 1 - 2 of 2 Purchase Orders far Proposal 2016 1006, Pagelafl 1
B oo & &
PO Mo, Crention [Fate ¥endar Produdt Sent By Order Amnunt
&  H18-1011 Wyr 25th 2008 9:20am  Oealer Chaice Systems, [nc Germral Sales M 13222
& 20i8-1013 Rigr JEah 2008 2:22am  Knoll Eraiftuds Ry FI05.TH
Daalar Chioios Systems, Inc f13232
Eral §305.76
Grand Tatal HA3000

Vendor Deposit Required Example

The example below shows a case where a vendor deposit is required. If this vendor
requires a deposit with orders and you have set the Required Deposit Percentage
amount in your vendor database for this vendor, you will see the Vendor Deposit
Required field in the Review Your Purchase Orders window. The amount displayed is
the amount calculated per the percentage amount that exists in your vendor database
for this vendor. If you create the purchase order with this box checked, a deposit
payable will be created and will appear in your Vendor Bills window. If you un-check
this box, the deposit payable will not be created.
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Create Purchase Orders X
. |
Review Your Purchase Orders
<~ Batk [\ Proposal Detais! .

L\ Aminimum customer deposit of $400.00 is required in order to proceed.
Piace Orders |

Please review your purchase orders before complesing this step. The following purchase onders will be created and are summanzed below:

~#1-SitOn It

Purchase Amt: $700.00

Verdor 8 $35000
Degost Required: 7y denosit will be created automatically

In House POZ: [

Submit Via: | Don't send, just let me print i v

Choose Purchase {Fﬂer PETYPTT
Piong; —

Company Loge: | DC_logo_with_email_-_FINALjpg v

Print Loge?

Artach Files: The file vault is empty

PO Comment:

Ship To: EMI
12345 Lorton Parkway
Lorton, VA 20199

Shipping Contact: | il
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Once you click on the Place Orders button, your purchase order(s) will be created.
Depending on your Submit Via option selection, your purchase order(s) may be emailed
and/or faxed as well. The Print Purchase Orders window will open displaying the
purchase orders you have just created, and the purchase orders will be listed in the
Purchase Orders tab. You can print copies of your purchase order(s) if you wish.

Proposal 5630 @ User Documsentathon
" = B8
_F_rgnj:lnl. Inl'n__ | Dgginn_ 1 _Jnsi.u_ll__ | 1tmm !:Irwlbs_ Purchase Orders _H.vu:ul.vuhlm. J _Furnl:ln:.__ File Wault J _Serﬂl:,u & Ponch ) _L:l:bnlr

Showing 1 - 1 af 1 Parchase Orders for Proposal 5630 Pagaioll L

Creation Date Wendor Produck Lwat By Oirder Lmaust

TST-E300 Sop Z#th 2016 20%pm  EKnod, Inc Dhvidands Honzon, Ofice Seatang, ¥n. HaA, §717.12

After creating purchase orders, you will see three additional icons on the Purchase
Orders Tab.

Proposal 2018-1000 ; User Documentation
r i

Faga lofl 1

1 =
L = a3

Praduck Sont By Crdor Amaount

Print Multiple Purchase Orders

Print Delivery Tickets for all Purchase Orders
Print a Summary of all Purchase Orders

New Purchase Order Tab Icons

Icon

Clicking on this icon will generate the
Purchase Order Summary report. This report
lists all purchase orders that exist on this
Print a Summary of all Purchase Orders proposal and allows you to print the report if
required. The Purchase Order Summary
report includes order acknowledgement
information if it has been entered as well.

Clicking on this icon opens the Delivery Ticket
Print Delivery Tickets for all Purchase Orders | Print Options window allowing you to select
fields to appear on your Delivery Ticket.

Clicking this icon will allow you to print

Print Multiple Purchase Orders multiple Purchase Orders at one time.
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Purchase Order Summary Report

The Purchase Order Summary report will list each purchase order that has been
created on this proposal. It displays key elements of each purchase order.

Purchase Order Summary
Proposal: #22-1030
Date: 3/26/2022
PO No. Vendor Order Amount | Shipping Location
22-1037 | Teknion $60.24 Limited Customer
3/26/2022 Various Products 100 Main Street
Baltimore, MD
Ack No. Ship Date Receive Date Deliver Date
123456 4/01/2022 4102/2022 4/03/2022

PO Summary Column Titles

PO No. The purchase order number

The vendor that the purchase order is made

Vendor out to will be displayed here

The total cost amount of the purchase order

Order Amount will be displayed here

The shipping location of the purchase order

Shipping Location will be displayed here

If the acknowledgment number has been
Ack No entered for the purchase order it will be
displayed here

If the Ship Date has been entered it will be

Ship Date displayed here

If the Receive Date has been entered it will be

Receive Date displayed here

If the Deliver Date has been entered it will be

Deliver Date displayed here

Print Multiple Purchase Orders

This icon will allow you to print multiple Purchase Orders at one time. After clicking on
this icon, a window will pop up to allow you to make your print selections. See image
below.
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Print Purchase Orders _ | x|
Purchase Order Print Options [ Print Purchace Ordars ]

Choose Purchase Orders To Print! || choniin01 @ Teknion £60.24

2020-1002 ; Teknion : $94.20
Choase Purchase Order Pricing: | [ Net & List Price v |
Company Logo: || logo_with_email-_FINAL(1).ipg +|
Print Logo?
Include “Wendar Net Terms: | [
Purchase Order Footer Message:
,4
A

Choose Purchase Order to Print

Select any Purchase Orders you would
like to print. You can hold down the CTRL
key on your key board to select multiple
POs.

Choose Purchase Order Pricing

Here you can choose what type of pricing
you would like printed on your POs such
as: Net & List Price, Net Price, List Price or
Sell Price.

Company Logo

Check the Print Logo box to have your
logo printed on your POs. Here you can
also select different logos that have been
uploaded to your site (in system
configurations)

Include Vendor Net Terms

Check this box to have the vendor net
terms printed on your PO. Vendor
payment terms must be defined for the
vendor. For more information on this field,
see Vendors > Payment tab of this user
documentation.

Choice Systems
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Purchase Order Footer Message A PO footer can be added in system
configurations to print on all POs.

Delivery Ticket Report

The Delivery Ticket Print Options window allows you to specify what data is to be
included on your Delivery Ticket. This report allows you to use the Delivery Ticket for
multiple uses although it was originally intended as a form to accompany your installers
to the job site to record what product has been delivered to your customer. The
document title can be changed to any text you want so the form can be tailored to meet
your needs.
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Print Delivery Tickets

Delivery Ticket Print Options

Generate Ticket

Print Prefs:

Select my print options below [

Company Logo:

DCS_Addr_3 ipg.jpg v
¥ Print Logo?

General Print Fields:
hold crirl key for multicle

Customer -
Customer Contact

Shipping Location

Installation Location

Wendor Address

Dealer PO -

F U Y

Line Item Print Fields:
hold cntrl kay for multisla

Line Mumbers “
wendor Mame

Product Mame

Itern Mumber

Itemn Description

Ttern Quantity -

LTINS -

Line Items:
[toqale all]

¥ Line Iterm 1/ Qty: 1.00
knaoll : Dividends Horizon
worksurface, Rectangular, 96W«360, with grommet
¥ Line Item 2 / Qty: 1.00
knaoll @ Office Seating
changing test
¥ Line Iterm 3 / Qty: 1.00
_Knoll : KnollStudio

Install Motes:
[toqale all]

“ Jen (2/17/2020 10:13 am) Install note example.

Print Install Motes Below
Line Items:

Consolidate POs:

Include Punch:

Punch Only:

Document Title:

[pelivery Ticket |

Shipping Location Title:

|Shir3r3ing Location |

Dealer Contact:

|dea|er contact goes here |

Ticket Comments:

Print Ticket Comments Below
Line Items:

Save These Print
Preferences?
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Delivery Ticket Print Option

Print Prefs

If print preferences have been saved, the title
of your save print preferences will appear in
this list. Selecting a saved print preference
eliminates having to select specific print
options. You can select a set of print options
and save the settings (see Save Print
Preferences). Then you can use the saved
print preferences to print your document by
selecting a saved print preferences option
instead of having to modify your default set of
print options.

Company Logo

If you have uploaded multiple company log's,
you will be able to select which logo is to
appear on your document. To change logos,
select the appropriate logo from the drop
down selection list. Company’s logos are
uploaded in System Configuration. There is
no limit on the number of logos you can
upload.

Print Logo?

Even if you have a logo selected, you can
choose to have the logo print (or not) by
selecting this check box. If the box is
checked, your logo will print, if not checked,
your logo will not print.

General Print Fields

Select the fields that you want to appear on
your document

Line Item Print Fields

Select the fields for displaying your line items

Line ltems

Select the line items you would like to print

Install Notes

Select any install notes you would like printed
on the delivery ticket

Print Install Notes Below Line Items

Select this to have the install notes print
below the line items

Consolidate POs

Check this box if you would like all Delivery
Tickets to print together

Include Punch

Check this box if you would like to include
Punch lines

Punch Only

Check this box if you would like to have only
punch items print

Document Title

The default title is Delivery Ticket. Depending
on how you plan to use this document, you
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can change the title to whatever text you
want, some examples are Customer Pickup,
Will Call and Drop Ship

Shipping Location Title

The default is Shipping Location. You can
change this field to whatever text you want

Dealer Contact

You can enter the name of a person that is to
be contacted regarding this document if
desired

Ticket Comments

You can enter text in this field to relay
instructions or any other information you want
to appear on this document

Print Ticket Comments Below Line ltems

This allows you to print your ticket comments
below the line items

Save These Print Preferences?

This option allows you to save your selected
print preferences.

General Print Field Options

Customer

If selected the customer name will appear

Customer Contact

If selected the customer contact from the
Project Info tab will appear

Shipping Location

If selected the shipping location from the
Install tab will appear

Install Location

If selected the install location from the
Install tab will appear

Vendor Address If selected the vendor address will appear
If selected the purchase order number will
Dealer PO
appear
Customer PO If selected. the customer purchase order
number will appear
Proposal No If selected the proposal number will appear
PO Date If selected the purchase order date will

appear

Bldg Mngmt POC

If selected the building management point
of contact from the Install tab will appear

Bldg Mngmt Phone

If selected the building management
phone number from the Install tab will
appear

Bldg Mngmt Fax

If selected the building management fax
number from the Install tab will appear

Bldg Mngmt Fax

If selected and if populated, the building
management email address from the
Install tab will appear
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Purchase Order Comments

If selected the purchase order comments
will appear

Company Contact Details in Footer

If selected your company contact details
will print in the footer

Proposal Description

If selected your proposal description (on
the project info tab) will appear

Line Item Print Field Options

Line Numbers

If selected your line items will be
numbered

Vendor Name

If selected the Vendor Name will appear
on each line item

Product Name

If selected the Product Name will appear
on each line item

ltem Number

If selected the Item Number will appear for
each line item

Item Description

If selected the Item Description will appear
for each line item

Item Quantity

If selected the Quantity for each line item
will be displayed

Item Tagging

If selected the Item Tagging will appear for
each line item

Item Finishes & Options

If selected the Item Finishes and Options
will appear for each line item

Acknowledgement Number

If selected the ACK Number will appear
for each line item

Ship Date

If selected the Ship Date will appear for
each line item

Receive Date

If selected the Receive Date will appear
for each line item

Quantity Received

If selected the Quantity Received field will
appear for each line item

A sample Delivery Ticket appears below
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Delivery Ticket
Purchase Culer, TST-8300
Prapesal 5630

PO Date: 22016

T Enallation Loeatan

Test Cusiomer Py Test Customes
123 Main Stresl 111 Firet Strenl
Baltimone. MO 21228 Catonsyille MD 21228

Tkt Cammenis: Tickel comments hare. Example o licksl somment.

Productien b e Desription liem Tagging | ity | Dby Rowd

Dreidands Horzon Workserface, Rectanguiar: SEVIED, wilh gromimii
Hesm Mo D RBEISG

D Saating Lifa Chair, Hgh Performarcn Amve, Aluminom Base &
Hem Mec BEP3-4-AGK-GH  Levors, NS Lumbar, Geey Hard Caster, i
| ity Cylaruliad

KraliS hudis Hamy Barioia Barsioal. bar hasght ful oower, bleck frama
Il Mec 428011

Purchase Order Summary Window

After you create your purchase orders, you can review them and make adjustments via
the Purchase Order Summary window. To view the Purchase Order Summary window,
click on any purchase order that exists in the Purchase Orders tab of any proposal.

224
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems



DEALER CHOICE SYSTEMS, INC

Purchase Order Summary _ | %}
Purchase Order : 17-1129
KnollStudio
Sk ® 4
Customer: Test Customer
Sales Rep: Test User
Yendor: Knoll
Purchased On: 35/24/2017
In House PO?: Mo [change]
Order Amount: §$305.76
Total sell: $305.76
Total List: $1,911.00
Shipping To: Test Customer
100 Frederick Road
Catonsyille, MD 21228 [change]
Internal Purchase Order Notes:
[add a note]
External Purchase Order Motes:
[add a note]
Item Summary:
ar @ [chedk all]
/" Harry Bertoia Barstool, bar height, full cover, black frame [zadit] .
' 4
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Purchase Order Summary

Purchase Order : TST-8300

5 BB &

Cystomper: Test Custormer

Sqles Rep: Test User

Venflor: Knaoll, Inc.

Print this Purchase Order

Dividends Horizon, Office Seating, KnoliStudio

Open the Communication Terminal
Print Delivery Tickets for this Purchase Order
Kill & Delete this Purchase Order

Purchase Order Summary Window Icons

Print this Purchase Order

This icon allows you to print a copy (or save a
PDF copy) of your purchase order. You can
also select If you would like to print the Net
Price & List Price, Net Price, List Price or Sell
Price.

Kill & Delete this Purchase Order

This icon allows you to delete the purchase
order. If the product has been invoiced to
your customer or if you have received a
vendor invoice against this purchase order,
you cannot delete it without removing the
customer invoice or vendor invoice first

Print Delivery Tickets for this Purchase Order

This icon allow you to print a Delivery Ticket
for this purchase order

Open the Communication Terminal

This icon allow you to email or fax this
purchase order

Purchase Order Summary Fields

Customer The Customer Name from your proposal
Sales Rep The Sales Rep Name on this proposal
Vendor The Vendor Name that the purchase order is

made out to

Purchased On

The Creation Date of the purchase order

Order Amount The Total Cost amount of the purchase order
The Total Sell amount of the product on this
Total Sell
purchase order
. The Total List amount of the product on this
Total List
purchase order
Shipping To The Ship To address for the product on this
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purchase order

Allows you to change the Shipping To

[change] address on this purchase order

Add internal notes about this purchase order

Internal Purchase Order Notes [add a note] here. This will not print on the purchase order.

Add text here that will be displayed on the
purchase order.

External Purchase Order Notes [add a note]

Entering Purchase Order Acknowledgement Information

There are two methods for entering your purchase order acknowledgement data. The
first method is to enter the information directly on the Purchase Order Summary window
(Purchase Orders tab on Proposal) and the second is to enter the information via the
Project Status Report (under Reports - Proposals & Sales - Project Status)

To enter acknowledgment information from the Purchase Order Summary window, open
your proposal and click on the Purchase Orders tab. Click on the purchase order that
the information is to be entered on to open the Purchase Order Summary window.

In the ltem Summary section of this window you will see your purchase order line items
displayed. There are several icons

Item Summary:

L B Ld’ [check all]

ofksurface, Rectangular, 96Wx36D, with grommet  [=dit]

line]l 1 Pividends Harizon

L Rl Tram klas M1 ROAR2AMS Arle BlAce

Update Acknowledgement Numbers, Shipping and Receiving Dates on Selected Items
Delete Selected Line ltems
Add a Line Item to this Purchase Order

Item Summary Icons

Click on this icon to add line items to this
purchase order. The line item(s) to be added,
Add a Line Item to this Purchase Order must be entered on the Item Details tab, must
have the same vendor and must have the
same ship to address.

Click on this icon to delete any lines that have
been selected (check box to left on line item).
Delete Selected Line Items This will remove the selected line items from
this purchase order and they will revert back
to a 'not ordered' status on your Item Details
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tab.

Clicking on this icon open the Enter Ack Info
Update Acknowledgement Numbers, Shipping | window and allows you to enter your

and Receiving Dates on Selected ltems acknowledgement information on the selected
line items.
[check all] Clicking on this icon will select all the line

items on this purchase order.

Item Summary:

a @ !é’l, [check all]
Base Feed, B-wire isolated ground  [=dit] -

Linge: 1 Transit {Can-Int-Us )

Qty: 1.00 Item Mo: BFKBTZZ Ack Na: Grand Tc
Enter PO Information Below: E.
Ack Mo | |
Base Feed, 8-wire isolated ground
Gty .00 Ttern No: BEKETF2 Ship Date: ~|
Cost; $60,24 Sall: $56:24
Receive Date:
Deliver Date: A
cear all acknowledgerment info | Save

In the example above, the [check all] button was clicked to select all the line items on
this purchase order, then the Enter Acknowledgement Info icon was clicked.

Enter the acknowledgement information into the appropriate input box and click on the
Save button to save your data. The selected line items will be updated to display the
ack info you entered as shown below.
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Purchase Order Summary = E3
ladd a note |

External Purchase Order Notes:
[add a note]

Item Summary:

L] Iﬁ [check aII]

[ pase Feed, 8-wire isolated ground [edit]
Line: 1 Transit (Cdn-Int-Us )

Oty 1.00 Item Mo: BFKETY2 Ack No: 123456
Item Cost: $60.24 Iterm Sell: $60.24 Ship Date: 4/01/2022
Ext Cost: $60.24 Ext Sell: £60.24 Receive Date: 4/02/2022

Deliver Date: 4/03/2022

|
7

When you close the Purchase Order Summary window your acknowledgement number
will also be displayed in parenthesis next to the vendor name in the Purchase Order tab
window as shown below.

Purchase Order Summary ™ E2

Purchase Order : 22-1037 Fully Acknowledged (123456)
Transit (Cdn-Int-48 )

§ A S @

Customer: Test Customer

Acknowledgement information that has been entered on Purchase Orders will be
displayed on the Purchase Order Tab display of your proposal. If entered,
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the Ack Number, Ship Date(s) and Receive Date(s) will be displayed.

My Propasals

Proposal F0FE-1046 1 PO Tab Enhancement exmmgpls

" F A
| Praject tnfo || Design || Install | e Detils || Purchase Oders || Becelvabies || Payahbes || File Voult | Secubcs & Pusch || Ledgsr |

Shoveing 1 - 3 of 3 Purchase Orders for Proposal 202 1- 0046 Paga 1 of & 1

Crpatinn Date Veandar Prodeit Sent By Orider ol

2Z1-1146 Fab 12th 2021 4:0lpm  Tekmon Aty | Cdr-nk-UE § Hia 47.000.00
fck ru Ship Dale  Beoeive Dabe
v (1000234581 itk coalg] O2fL0/2021
{150023323) 0z/11/2021 O1fE2/2021
{3244390] O0Zi28/20Z1
HZ1-1147  Fab 12th 2021 4.02pm  Teknion Cormalements [Cdn-Ine-Us ) Nk §1,500.00
ik Mo Ship Date  Resive [ate
(324467 E5635) femiraz a2rin2oe
o pOz1-1148 Feb 13th 2021 4:020m  Teknion Comglaments [LAn-1re-LIS ) Emal £750.00
) Ack o ShinDate  Recelye Dote
(221312321321} OHDL20E] [ REAn =] end]

Tesran $9,290.00

Grand Total 9,2 5000

Editing Purchase Orders

To edit the data on a purchase, click on the purchase order containing the line item(s)
you wish to modify to open the Purchase Order Summary Window.

Each line item on the purchase order is displayed with the [edit] button to the right on
the product description. Click on the [edit] button to open the View & Edit a Booked

Line ltem window.
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View & Edit 2 Booked Line Item M

E‘g T e | & Edit|
Yendor: Item Number: Item Description:
knall, Inc. |b1iross36Es | worksurface, Rectangular, 9EW S 360,
. . with grommet
Ship To: Item Taagging:

[Mew Test Customer i |

Product/Service: Item Tagging (2):
Dividends Horizon  [KDH] ¥ | |

Item Tagging (3):

| | p

Proposal Line Mo: Line 1

Quantity: Discount ID: Sample Discount
. . _ Description: For user
Item List Price: g27.00 AT RrE e
Discounting: | 5D| O | E\Dl %o | | O | | %o | | O Expiration:

: 132,32
ftem Cost: Extended Cost: $132,32
GP Margin: % OR[__ | % Discount Off List Extended Sell: $165.40

Item Sell Price: 165.40 Profit Dollars: $33.08
GP Margin: 20.00 %

Item Status: Ordered

Purchase Order: Est. Ship Date: Receive Date: Delivery Date: Invoice Date:

T5T-8200
09/29/2016 2:05 pm

and insert this item | Back where It was v

L |

The edit window displays the line item details and all fields are locked. This is to allow
you to view the line item details without making any changes unintentionally. To unlock
the data fields, click on the Edit button in the upper right hand corner of this window and
all eligible fields will be unlocked.

¢ When editing purchase order data, certain fields will remain locked if the line item
~  has been invoiced. Once the line item has been invoiced, you can only change
the cost of the line item.

After making changes to the line item you must click on the Save button and your
changes will be saved.

Receivables Tab
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The Receivables tab is where you create your customer invoices, create pro forma
invoices, receive customer deposits and credit customer credits.

The Customer Invoices tab displays all customer invoices that were created on this
proposals and the Customer Credits tab displays all customer credits that were created
for this proposal

Customer Invoices Tab
swyproposals ]

Projros al 5630 1 User Documentabion

-

L i ¥

“Customer Inwoices || Customer Cradits |

B o H

Dok Mo, Date Sent By Armmint Ralanca

v hade no fustomer invosces bo display undsr thes propasal

Receive Customer Deposits
Create Pro Forma Invoice
Create New Invoice

Receivables Tab Icons

) Click on this icon to start the invoice creation
Create New Invoice
process
. Click on this icon to start the proforma invoice
Create Pro Forma Invoice
process
. . Click on this icon to receive a customer
Receive Customer Deposits :
deposit

Create Customer Invoices

Proposal 5630 @ User Dooumantation
L] I'}’
Praject Infu || Design | Insiall || item Oetalls | Perdhase Orders | Beceivahies F‘l;'rlh-‘l: File Vamlt || Service & Ponch || Ledger |

Customer Involoes || Castemer Crodits

8 @ B

Inwodce Mo, Date Sent By Al Boalance

vifu have no customear myaices o diepay wader this propodsl,

Create New Invoice
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After clicking on the Create New Invoice icon the Select Line Items window will open.
This allows you to select the line items that you want to include on your customer
invoice. You can also select lines by Group. If you check the selection box to the left of
any Group name, all the line items contained in that group will be selected. Click on the
Next button to continue the invoice creation process.

Create a New Customer Invoice

Select Line Trems

MHest —=

] Ttedn M, itemm Descr [tem Sell Ext Sell

Group: Section 1

Lna; 1 wnol, o, | Dividands Horzon

warksurfsts, Rectanguler, S6Wx 360,
DARISISG Wil grommet £165.40 165,40

Lingl 2 mmol, fnc, | Ofice Seating

Life Chair, High Performance &qms,
Adminum Base & Levers, No Luminar,
Gray Hard Caster, medium (standzed)
S5P3=d=A51ICGH oy imdhar §348 80 F348.80

Lima: 3 wnoll, frc, ¢ KeailiS o

Harry Bartoia Barstool, bar height,
42BC-1-1 full cover, black frame £382 20 $2B2.80

Group Total: $096.30

The Review Your Invoice window will open.
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Craate a New Customer Invaice

Review Your Tnvoloe
== Back

(.
<-“r.-- 1
DEALER CHOICE

SYSTEMS, INC

ME

Craats [rnvaics

Your imvoice prevaw is shown below, Pease revigw and make sure thare are no errors, When you are resdy b contms click 'Create

Irvcrics” .

Inwaice Previesw - Test Customer
Irwvoice Ta! | Test Cushbarmar
$A06.40 Toal Sell [update Sax]
$0.00 Tas
1‘.9'Jn:n 40 Irwoice Total
Involee Date: | ook # |[10 * |Fme |9

Cotwmdl Via: | Mail v

SUbMETE! | Tast Cushamer

1E2Z Main Strest
Balbmore, MO 21238

Remet To; | Dealar Choice Systams ¥

Company | S Address LogoJeG v
Logo:
* Pt Loga?

Prink Prefs: | Select my prnt opdons - ¥

TeErms To Ba [nvsacad | 2)

ItEm Descr Ext Sall
Werksurface, Radt,, Fiss 40
L Chair, High .. $348 20
Harry Bertois Bar, $iE2.20

The Review You Invoice window displays the invoice information for you before the
invoice is created. Several of the fields in this window can be edited.

Review Your Invoice Fields

[update tax]

This link allows you to update or modify the
tax rules that have been applied to the
proposal. Clicking on this icon will open the
Change Tax Rules window and allows you to
either apply sales tax or modify the tax rules
that were applied. *Image Shown Below*

Invoice Date

You can pre or postdate your invoice created
date by adjusting the date here. The default
is the date you are running this process

Submit Via

The Submit Via options allow you to choose
how your invoice is to be submitted to your
customer. You can select Email, Fax or Mail.
If you select the Mail option, then the invoice
will be created and the invoice PDF preview
window will open displaying your final invoice.
You can then print a copy of the invoice to
mail to your customer. If you select the Fax

Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
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option, you must enter the customers fax
number. If you select Email, you will see a
selection option list of any customer or vendor
contacts that exist in Dealer Choice from the
customer or vendors Contacts tab. You can
select an existing email address or enter an
address in the open text field below the
displayed contacts.

The invoice will be created and submitted to
the message queue to be processed as an
email or fax to your customer.

Submit To

The Submit To field allows you to choose
where your invoice is being sent. Here you
can input a mailing address, email address or
fax number depending on what you selected
in the “Submit Via” option (in the previous
field)

Remit To

If you have defined remit to addresses in your
System Configuration, you will have the
option of which remit to address is to be
printed on your invoice.

Company Logo

If you have multiple company logos uploaded
in your System Configuration, you can select
which logo is to appear on this invoice.

Print Prefs

If customer invoice print preferences has
been saved, then the print preferences
options will be available for selection here

Create Invoice

Clicking on this button will complete the
invoice creation process and your invoice will
be created. You invoice will appear as in your
Receivables tab.

[update tax]
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Change Tax Rules M E

Change Proposal Tax

There are tax rules established within the state of MARYLAMD,
Please determine which tax rules should be applied to this proposal. Use the CTRL key to select
multiple.
Don't apply any tax rules
MARYLAND (6%
-- Baltimore (2%
-- Catansville (1%)

-

A

The [update tax] link allows you to add or modify the tax rules that were applied to your
proposal during finalization. Select the tax rules to be applied to your customer invoice
and click on the Save Tax button. You invoice Preview window will update to display
the new tax rules applied.

Pro Forma Invoice

The pro forma invoice option allows you to generate a document that can be used for
many purposes. The document can be used to create what looks like an invoice,
proposal, or a receipt/invoice for a customer deposit.

, The pro forma invoice has absolutely no accounting impact at all. It is simply a
o document that you can use to create an "invoice" for a customer deposit, or to
request a payment from your customer without having to create a customer
invoice. If you receive a payment that is the result of sending a pro forma
invoice, you will receive that payment as a deposit on the proposal. When you
do create the customer invoice, the deposit amount obtained from the pro forma
invoice can be applied to that invoice. There is no limit to the number of pro
forma invoices you can generate.
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My Proposals

Proposal 5630 § User Docunventation

SR

| Projact Infa | Design | Install | | Item Dstalls || Purchase Srders || Receivables || Payabies , Flle Wault || Service & Punch || Ledger |

“Customer [nvolces | Customer Credits
|,;_-f. m 5]

I phokce Mo, Sent By Amaunt Balance

wou hade no customer iInvokes t0 dsplay under this propasal

Create Pro Forma Invoice

Click on the Pro Forma invoice icon and the Pro Forma Invoice Print Options window
will open
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Print Pro Forma Invoice ™ E
Pro Forma Invoice Print Options :Print Invaice |
Print Prefs: | Select my print options below V|
Cornpany Loga: | [DC_logo_with_email_- FINZ |
Print Logao?
General Print Fields: | |Print Logo on First Fage Only
hold crirl key for multiole II‘WD!CB Description
Inwaice Totals
Total Due
Group Totals :
Page Break After Groups
Line Item Print Fields: | [Line Mumbers
hold critrl kep for multiple \."B If'LdCII'_N.EIITﬂE_
Froduct Mame
Ttem Mumber
Ttem Description
Item Quantity
Line Itermns: | — ; ; a
Pt [l Teknion ; Transit (Cdn-Int-Us )
toggle a o
Base Feed, 8-wire isolated gro...
[l Teknion ; Transit {Cdn-Int-US )
Raceway Box, Single Sided, Cir... het
Invoice Message:
A
£4 Percentage: %o of proposal or selected line items
oR* |
| illing?
e AT I progress Billing?
Invoice Details: | Print Line Item Details v]
Include Deposits:
Document Date: |03;25;2022 D|
Docurment Title:* | [Pro Forma Invoice |
Proforma Invoice Mo* |PF—#22—1DSD |
Invoice Description: | [test |
Remit To: | | One Remit To v
&ddress: | |one Remit To
100 Main Street
Baltimore, MO 21228
A
Footer Message: | |Thank you for your business!
]
Save ta File Vault?
Save These Print O
Preferences? | —
4
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Pro Forma Print Options Fields

Print Prefs

If print preferences have been saved, you can
select from the available options here

Company Logo

If multiple company logos have been
uploaded in your System Configuration, you
can select which logo is to be applied to your
document

General Print Fields

These fields affect the overall appearance
and header information on your document
*See Chart Below for More Details*

Line Item Print Fields

These fields affect the appearance of each
line item on your document *See Chart Below
for More Details*

Line Items [toggle all]

Select the Line Iltems to appear on your
document, the [toggle all] button will select all
line items. You must select at least one line
item to appear on your document.

Invoice Message

You can type a specific message to appear
on your document by entering that text here

$$ Percentage

You can enter a percentage amount of the
total of the selected line items to appear as
the amount due on your document

$$ Amount

You can enter a specific dollar amount to
appear as the amount due on your document

Progressive Billing?

When this check box is selected, the pro
forma document will calculate the percentage
requested of the product total sell price to
arrive at the Total Due amount. More
information on Progressive Billing can be
found in the next section of this user
documentation below.

Document Title

You can change the title of the document to
any text you want by entering that text here.
This gives you the flexibility to use this
document in multiple ways. The text you
enter here appears at the top of the document

Proforma Invoice No

The default is PF - followed by the proposal
number. This is your only link to the proposal
that you are creating the pro forma invoice for.
This is a free text field and you can enter any
number that you wish.

Invoice Description

You can enter any text you want here. This
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text may be a description of what the
document is for.

If you have entered multiple Remit To
addresses in your System Configuration, you

Remit To can select the remit to address you want to
appear on your document
Address The default is your company address. You

can change the address here if desired

Footer Message

The default is the invoice footer message
from your System Configuration. You may
change this text here if desired

Save to File Vault?

If selected a copy of this document will
automatically be saved to the File Vault of this
proposal

Save Print Preferences

This option allows you to save the print
options that you have selected above for use
on future pro forma documents.

General Print Fields

Print logo on First Page Only

If you only want your company logo to appear
on the first page select this option

Invoice Description

If you want the text in the Invoice Option input
field to appear select this option

Total Due If selected the total amount of the line items
you selected will appear on your document
Group Totals If selected and if you have groups on your

proposal each group will appear with a sub
total amount

Page Break After Groups

If selected and if you have groups on your
proposal a new page will print after each
Group has printed

Group Summary

If selected and if you have groups on your
proposal each group name and subtotal will
be listed at the end of your document

Tax Detail

If selected this will display all tax rules selected in
the totals section. The rule name, tax percentage
and dollar amount will be displayed

Tax Amount Due

If selected the sales tax applied to the
proposal will appear on the document

Customer PO

If selected and if the Customer PO field on the
Project Info tab is populated the Customer PO
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data will appear on your document

Billing Address

If selected the Customer address from the
project Info tab will appear on your document

Shipping Location

If selected the Shipping Location from the
Install Tab will appear on your document

Installation Address

If selected the Installation address from the
Install Tab will appear on your document

Panel Attribute Details

If selected and if Teknion panels have been
imported into your proposal then panel details
will appear on your document

Line Item Print Fields

Line Numbers

If selected your line items will be numbered

Vendor Name

If selected the Vendor Name will appear on
each line item

Product Name

If selected the Product Name will appear on
each line item

[tem Number

If selected the Item Number (product code)
will appear for each line item

Item Description

If selected the Item Description will appear for
each line item

Item Quantity

If selected the Item Quantity will appear for
each lien item

Item List Pricing

If selected the item List Price will appear for
each line item

Extended List Pricing

If selected the Extended List pricing will
appear for each line item

ltem Sell

If selected the item Sell Price will appear for
each line item

Extended Sell

If selected the Extended Sell pricing will
appear for each line item

Item Tagging

If tagging was used on the Item Details tab
the tagging will appear for each line item

Item Finishes & Options

If selected the Finishes and Options will
appear for each line item

Zero Sell Items

If selected line items with a zero sell price will
appear on your document

Negative Sell Items

If selected, line items with a negative sell
price will appear

Discounting

If selected the Discounting used will appear
for each line item

GP Margin

If selected the GP margin percentage will
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appear for each line item

List Discount

If selected the Discount Off of List used will
appear for each line item

If selected and the Item Special flag is set
(imported files only) then the item special

Item Special information will appear for each line item that
is flagged as a special
If selected the Item Cost will appear for each
Item Cost

line item

Extended Cost

If selected the Extended Cost for each line
item will appear

Pro forma Progressing Billing
The pro forma document has a “progressing billing” option.

The current pro forma document, when printed allowing any received deposits to be
included, deducts the deposit(s) amount received from the total sell before calculating
the amount due.

This is perfectly fine in most cases, except if progress billing payments are required.

Progress billing payments are fractional amounts to be paid periodically and are
calculated as a percentage of the product total, ignoring any deposits had been
received.

When the “Progress Billing?” check box is selected, the pro forma document will
calculate the percentage requested of the product total sell price to arrive at the Total
Due amount. If the “Include Deposits” print option is selected, the received deposits will
be displayed, bet they are not deducted from the product total before calculating the
percentage of the product.

For example, we have a $1060.00 invoice that is to be progressively billed in three
installments of 50%, 40% and 10% each.

The first pro forma document requesting a 50% deposits/payment is generated by
selecting all product and entering a “$$ Percentage” of 50%. The pro forma document
totals section will appear as follows:

Total Amount= $1060.00
Total Due = $530.00
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The $530.00 deposit is received and entered on the proposal Receivables tab.

The second installment of 40% is then generated by selecting all product lines, entering
a “$$ Percentage” of 40% and selecting the “Progressive Billing?” check box and
checking the “Include Deposits” check box. This produces the following pro forma totals
section:

Total Amount = $1060.00
Deposits Received = ($530.00)
Total Due = $424.00

The $424.00 is 40% of $1060.00, not 40% of $530.00 which is the $1060.00 total — the
$530.00 deposit received. The $424.00 deposit is entered on the proposal as a deposit.

The final installment of 10% will generate a pro forma Total Due amount of $106.00.
The three deposits/payment received ($530.00, $424.00 and $106.00) = $1060.00,
which is a true progressive billing.

Receiving Customer Deposits

There are two methods for receiving customer payments. The first method is from the
Customers menu options (Customers - Receive Payments). This method is discussed in
“‘Receive Customer Payments” under the “Customer” section on this document. The
second method is from the Receive Customer Deposits icon on the Receivables tab on
the proposal, which is the method discussed here.

sy Proposals

FFIZII.I-I:I53| 5630 ¢ User Documentation
¥ .

| Projedt infm | Design .. Install || Ttean Detaily | Purchase Orders || Receivables | Payahing || Fllg Yaslt | Service & Punch | Lodger
Customer [nvoices | Customsr Credits

B & H

Lo ¢ Mo, Date Sent By Ammimt

fou have no pustamer iInvoces Bo display under thee propasal.

Receive Customer Deposit

Both options open the same Receive Customer Deposits window.
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Receive Customer Deposit

Receive a Deposit For Proposal 5630

Customer: Test Customer

CheckNo: [ |
oct ¥ |12 v|zore |H

Receipt Date:
Amount:

Account:

Comments:

100.01 : Operating Cash

<

SYSTEMS, INC

[Receive Frorm Unapplied Receipts]

A

Receive Deposits Fields

Customer

The customer name will be filled in for you
from the proposal information

Check No

Enter the customers check number that you
have received

[Receive From Unapplied Receipts]

If deposits have been received for this
customer but have not been applied to any
proposal, you can select and assign
unapplied deposits with this option

Receipt Date

Enter the date that you receive the deposit

Amount Enter the amount of the deposit
Select the cash account that you are receiving
Account e
the deposit into
This is a free text field that you can enter text
into to describe the deposit or note any
Comments . ) . .
information you feel necessary regarding this
payment
Save Click on the Save button to save your entry

After entering the customer deposit information and clicking on the Save button, the
deposit information will be saved and listed in the Receivables tab. Customer deposits
are displayed as Customer Deposits as shown below.
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s _____________________________________________________|

F‘fﬂp-ﬂs;ﬂ 5630 ¢ User Documentation
#® =

[ Preject Inds ., Diesign | Imstall I 1tem Detwils || Purchpse Ordors | Receivablos ] Flﬂhll!J.| File ¥ault | | Sorvice k Punch :luinu |

Shewring 1 - Z of 2 prapesal receivables

B a A

lavaice Mg Rt Sent By Mm@

CLesformer
Dhapost 10122010 §100.00 F100.00

Tesf i darmar
=L 161272016 Mail $E96 40 £Ea8. 40

To apply a deposit directly to an invoice, click on the invoice and then click on the
Receive Payment tab. You will see a link called [Receive From Proposal Deposits].

Customer Invoice Summary N E

.

Customer Invoice : 3847
5 B 6 % B
| Invoice Details | Receive Payment |
Check No: | | [Recsive From Proposal Deposits]
Receipt Date: | oct ¥ (12 ¥ [zo16 | [pply Custerner Credits]
Amount:
Account: 100.01 @ Operating Cash v
Comments:
o

by 4

Click on this link to select the deposit and apply it to your customer invoice.

245
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this

document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems



i
DEALER CHOICE SYSTEMS, INC

Customer Inveoice Summary

Customer Invoice ! 3847
& s %R
| Invoice Details | Receive Payment |
Check No: | | select From Available Deposits: E
Receipt Date: |[oct v |[12 v |zo1e |79 '+ 10/12/2016 - $100.00
Amount:
Account: 100.01 : Operating Cash v
Comments:
e

A

Once the deposit has been applied to an invoice, the balance of the deposit will update
to zero (if the entire deposit has been applied) to indicate that the deposit balance has
been applied.

Proposs 5630 ¢ User Docuamentation
Lz -

| Project infis || Design | | Iestall || itemn Details || Purchase Grders || Recedvables | Payables | File Waolt || Secvics & Punch | Ledger

Customnr Tmvaices | EAskimrEoadia]
Shwidng 1 - 2 of 2 proposal receivahles

B om B

Leymice fo, Lole Kmuomnt Balance

Dapoait 10/12/2018 £100.00 f0.00

38947 10f12/3016 Mail FoOmd §T50.40

Refunding a Customer Deposit

There are cases where a customer deposit payment ends up being more then the final
invoice amount. Now there needs to be a refund of the overpayment amount back to the
customer.
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In the example below, there is an invoice for $90.00 and a customer deposit for
$100.00. The $100.00 customer deposit has been applied to the $90.00 customer
invoice leaving a $10.00 balance on the deposit.

Proposal 2021-1272 5 User Dooumeantation
E B da
Propect Infs | Cesign || lostall | Itesn Details | Perchase Orders | Receivables || Payoldes || File ¥oult || Servios & Posih || Ledger |

Customer Envokoes '; Customer Crodits |

Shawiing 1 - 2 of ? proposal recedvahles

B a8
Inwnice o, Kment Falamrn
LAY
Dt BiOE 2021 £100.00 $10000
Tl Cus o
02 4-1035 RO /2021 Mail #0000 000

To refund the remaining deposit of $10.00 back to the customer, click on the customer
deposit and select the Refund Remaining Deposit button at the bottom of the screen.
This will create the journal entry for the refund.

View & Edit Customer Deposit ™ E2

|
View & Edit Proposal Deposit: 2021-1222

Customer:
Check No:
Receipt Date:
Amount:

Account:

Test Customer

8/05/2021

100.00

Cash - Checking Account

Comments:

| Refund Remaining Depaosit: $10.00 |

This deios.fr has aa’readi been aii.".fed ahd cannot be chanied.

Receiving Unapplied Receipts
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If you have received a payment from a customer as an unapplied deposit (did not
receive it directly on a proposal) then you will see the [Receive From Unapplied
Receipts] link in the Receive Customer Deposit window. Unapplied deposits must be
applied to a proposal before they can be used on an invoice. Clicking on this link will
display any unapplied deposits that exist for this customer. You can select the
unapplied deposit and apply it to any proposal for this customer so it can be used as a
payment towards an invoice.

Deposits not applied to a customer invoice can be moved to another proposal for the
customer. If the deposit was received on the wrong proposal, you can click on the
"move deposit to another proposal” link to move it.

View & Edit Customer Deposit M E

View & Edit Proposal Deposit: 5630

Mave depaszil Lo analher prapasal

Customer: Test Customer

Check No:

Receipt Date: 10/12/2016

Amount: 100.00

Account: Operating Cash

Comments:

Select the correct proposal number and click on the Go button and the deposit will be
moved for you.
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View & Edit Customer Deposit M E

View & Edit Proposal Deposit: 5630

Mave Ta Prapa=al Ha: | | [ Cancel ]
Customer: Test Customer

Check No:

Receipt Date: 10/12/2016

Amount: 100.00

Account: Operating Cash

Comments:
P

A

Receiving Payments On An Invoice

There are two methods for receiving customer payments. The first method is from the
Customers menu (Customers - Receive Payments). The second method is from the
Receivables tab on the proposal which is the method discussed here.

Proposal S620 1 User Doournantslier
L )
| Project Infn | Deslgn | Install || Hem Detalls Purchase Orders | Recoivables | Poypabdes || FHe \Il_uh_ Sarvice k Punch | Ledger |

Cisstamer voices || Customar Credils

Showing 1 - 1 of 1 propozal receivables

H g B

Inwnkcs e, Date A Balance

Test Custormar
ARST EDM1EfE015 L] 06,40 AL 20

There is a difference between receiving a customer deposit and a receiving a customer
payment. A deposit can be entered at any time via the Receivables tab by clicking on
the Receive Customer Deposits icon as noted above. An invoice does not need to exist
to receive a deposit. When customer invoices are created, any existing deposits will
automatically be applied to the invoice. You do have the option of removing the deposit
from the invoice if you wish.
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A customer payment is any payment that the customer has sent to you from them
receiving a customer invoice. Payments are entered via the Receive Payment tab.

To receive a payment on an invoice, click on the invoice in the Receivables tab that the
payment is to be applied to and then click on the Receive Payment tab.

Customer Invoice Summary _ |l |
Customer Invoice : 3847
o Gel % B
| Invoice Details | Receive Payment |
Check No: | | | [Recsive From Proposal Deposits]
Receipt Date: [mov *|3 E| [Aapply customer Credits]
Amount:
Account: 100,01 : Operating Cash v
Comments:
£

. 4

Receive Payment Tab Icons

Opens the invoice print options window to
Print invoice allow you to select which attributes are to
appear on your document

This icon allows you to delete a customer
invoice. An invoice cannot be deleted if
payments have been applied to the invoice.
Any payments applied to a customer invoice
must be removed from the invoice before the
invoice can be deleted

Delete invoice

Allows you to access the email and fax

Email & Fax Terminal ) :
terminal to transmit your documents

Allows you to apply finance charges to the

Apply finance charges to invoice N
customer invoice

Allows you to create and apply credits on this

Issue credits on invoice X )
customer invoice
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Check No

Enter the customer's check number or
payment identification number

[Receive from Proposal Deposits]

If deposits have been received on this
proposal but have not yet been applied, this
link will display. Clicking on this link will
display all available deposits. Select the
deposit to be applied to this invoice and click
on the Go button and the deposit will be
applied.

Receipt Date

The Receipt Date defaults to today's date.
You can change the Receipts date if you
choose by editing the date fields here

[Apply from Customer Credits]

If customer credits exist for this customer, this
link will display. Click on this link to view the
available credits and to select a credit to be
applied to the invoice

If you have selected a deposit or credit, the
amount field will be populated for you.

Amount Otherwise enter the amount of the customer
payment that your are receiving
A Select the cash account that you are receiving
ccount )
the payment into
This is a free text field that you can use to
Comments enter information regarding this payment if

desired.

Save Payment

Click on the Save Payment button to save
your payment entry. The customer invoice
will be updated with the payment information
and the Receipt Log tab will now appear in
the Customer Invoice Summary window.

Receipt Log Tab
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Customer Inveice Summary

Customer Invoice : 3847

5l & % B

Invoice Details | Receive Payment | Receipt Log |

There are 3 receipts against this invoice.
This Involice has an outstanding balance of 3491 .40

Check Mo Date Account

093 11/03/2016 Operating Cash

223 11/03/2016 Applied from Customer Deposit
99337 11/03/2016 Applied from Customer Credit

Total Invoiced: $896.40
Total Received: $405.00
Balance Due: $491.40

Rcpt Amount
£215.00
$£50.00
+140.00

_ | %}

-

4

The Receipt Log Tab exits once you have received a payment or entered a credit on the
customer invoice. The Receipt Log tab allows you to view what payments have been
applied to the customer invoice. To see the details of any of the payments displayed
here, click on the payment record in the list. To remove a payment from the invoice,

you must click on the payment in the Receipt Log tab and then click on the Delete

button. The invoice balance will update to reflect that the payment has been removed

from the invoice.

Invoice Print Options
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Print Invoices M E
Invoice Print Options
Print Prefs: || Select my print options below ¥
Company Logo: | | DCS5_address_Logo JPG ¥
Print Logo?
General Print Fields: | Customer Contact
hold crtrl kay for mutticla Customer PO
Item Groups
Group Totals
Pane Rreak after Grolns i
Line Item Print Fields: | [Line Mumbers
hold cntr! kay for multiple Item NLJI'I'II'ZI.EI’_
[tem Description
Item Quantity
Item Sell
Exztended Sell -
Invaoice Details: || Print Line Item Details v
Docurnent Title: | [Invoice |
Customer Contact; | | |
Invoice Footer Message: | | Thank you for your business!
p:
Save These Print
Preferences?
A

Invoice Print Options

Print Prefs

If a print preference has been saved via the
Save These Print Preferences option, your
saved preferences will be displayed and
available for selection in this drop down
selection box

Company Logo

If you have uploaded logo's in your System
Configuration you can select the desired logo
to print on this document here

Print Logo

You can select to have the company logo
print on your document or not by checking or
unchecking this box

General Print Fields

These items affect the overall appearance of

Choice Systems
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your document

Line Item Print Fields

These items affect the appearance of the line
items on your document

Invoice Details

This option allows you to select if line item
details are to be displayed on your document

Print Line Item Details

Select this option to print details for each line
item

Print Summarized by Group

Select this option to print your document
summarized by Group

Document Title

The default is "Invoice". You can change the
document title to whatever text you enter here

Customer Contact

You can enter a specific customer name here
to have appear on your document. If you
enter text here you must select the General
Print Field option called Customer Contact

Invoice Footer Message

This text defaults to what you have defined in
your System Configuration default, but if you
want different text to appear in the footer of
your document, enter it here

Save These Print Preferences?

If you wish to save specific print options, you
can use this function to save this set of print
options. If a customer has a specific way they
want to see their invoices, after selecting the
options, you can then save those print options
using the customer's name and then select
that set of print options when creating
invoices for that customer so you do not have
to change your print options when you print
an invoice for that customer

Print Invoice

Click on this button to generate the PDF
preview of your document with the print
options you have selected.

General Print Fields

Customer Contact

Select this option to have the Customer
Contact from the Project Info tab appear or
from the Customer Contact input field below
in the invoice print options window.
Otherwise, you can enter a contact name
here.

Customer PO

Select this option to have the Customer PO
Number from the Project Info tab appear
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Select this option if you want your Group

Item Groups Names (as grouped on the Item Details tab)
to appear
Select this option to have Sub Total Amounts
Group Totals

appear for your item groups

Page Break After Groups

Select this option to have your Groups start
on a new invoice page (each group will begin
a new page)

Proposal Description

Select this option to have your Proposal
Description appear

Proposal Comments

Select this option to have your Proposal
Comments appear

Installation Location

Select this option to have your Installation
Location appear

Remittance Address

Select this option to have your Remittance
Address appear

If selected, this will display all tax rules selected

Tax Detail in the totals section. The rule name, tax percentage
and dollar amount will be displayed.
If selected and if Products and Services have been
Display Sub Totals defined as Sub Total fields in System Configuration,

then the appropriate subtotal fields will appear at the
bottom of your invoice.

Line Item Print Fields

Line Numbers

Select this option to have Line Numbers
appear for each line item

ltem Number

Select this option to have the Iltem Number or
product/part number appear

Item Description

Selected this option to have the ltem
Descriptions appear

ltem Quantity

Select this option to have the item Quantities
appear

ltem Sell

Select this option to have the Sell Price
appear

Extended Sell

Select this option to have the Extended Sell
Price appear

Item List

Select this option to have the List Price
appear

Extended List

Select this option to have the Extended List
price appear

Item Tagging

Selecting this option will allow for any tag data
either imported or entered manually to be displayed
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on the invoice for each line item

Item Discounting

Select this option to have the Item
Discounting appear

List Discount

Select this option to have the Discount Off of
List price appear

ltem Product

Select this option to have the Product &
Service type appear

Item Finishes & Options

Select this option to have the Item Finishes
and Options appear

Hide Vendor Name

Select this option to exclude the vendor name
from each line

Zero Sell Items

Select this option to have items with a zero
sell price appear

Negative Sell Items

If selected, line items with a negative sell
price will appear

Apply Finance Charges to a Customer invoice

To apply finance charges to a customer invoice, click on the Apply Finance Charges
icon to open the Add Finance Charges window.
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Add Finance Charges ™ E

Customer Invoice : 3847

Invoice Date: 10/12/2016
Due Date: 10/22/2016
Days Past Due; 16 Days
Armount: £896.40
Balance: £491.40

Add charge to: * || Remaining Balance ¥

Posting Date: * | [Nov v |7 v [zo1e |CE]

Interest Rate: |:| ¥a

Finance Charge: * |:|

Comment: *

Fesend Invoice:

Save & Apply

l.,_!;' Fields followed with an asterisk (*) are required fields and must be entered.

Add Finance Charges Fields

Add Charge To *

You can select to apply finance charges on
the Remaining Balance due or to the Invoice
Total amount.

Posting Date *

The default is today's date, this is the date
that the finance charge entry will be dated in
your journal

Interest Rate

Select the interest rate of the finance change
to be applied. This rate is used to calculate
the finance charge on either the Remaining
Balance or the Invoice Total

Finance Charge *

You can enter a specific finance charge
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amount if you do not enter an Interest Rate.

Comment *

your finance charge entry. This comment

this transaction

Resend Invoice

If this box is checked, after applying the

emailed or faxed to them originally. If the
invoice was printed and mailed, this has no
affect

Save & Apply _and _to have it applied to your customers
invoice

Finance charges will appear in the totals section of your customer invoice and will be
included in the Invoice Total amount due field.

Customer Credits Tab
[wosaparabs

Propossl S690 1 User Docurmentation

' E

| Protect inte || Dosign | tastall | Mes Datails || Purchase Orders. | Receivables || Bayalibes || Flie vault || Service b Pundh || Ladyer
custnmer invaices || Customer Credis |
Shawing 1 - 1 of 1 prepesal cradits

i Date Al

aaaE? =P Fefied o §i40,00 F0.00

The Customer Credits tab displays any credits that have been issued on invoices on the
proposal.

Issue Customer Credits on an Invoice
To issue a credit on an invoice, click on the invoice that the credit is to be applied to and
then click on the Issue Customer Credits icon to open the Issue Credits window.
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Customer Invoice : 2010-191

Customer: Test Customer 3
Invoice Date: 06-10-2010
Invoice Total: 55,247.00

Inveice Balance: 55,247.00

Use this tool to issue credits on specific line items on your invoice. By
selecting a line item, you may indicate a credit amount for each item.

When finished, click the 'Issue Credits’ button below.

Boulevard : Boulevard Product

31,250.00

Code: |-- AUTO -- [40-001 : Sales - Products]

x] Aamt:|  100.00

Ability : Ability Table

£3,700.00

Credit Amount:

%100.00 Credit
26.00 Tax
$106.00 Total

Refersnce Mo:

[CR-2010-1510

Credit Date: | [0 ][z Z][zoio]EE
Comments: ;|
=
1

hat

To issue a credit, select the line item(s) that you are issuing the credit for by placing a
check mark in the line item selection check box. Then enter the amount of the credit.
The sales tax rules used when the proposal was finalized will be used to calculate the
sales tax on the item being credited. In this case, 6% percent sales tax was charged on
the product. The credit amount is $100.00, plus the $6.00 (6%) sales tax for a total
credit of $106.00. The sales tax amount, per the credit amount will be displayed as
well.

Issue Credits Fields

Code

Select the credit code to be used for your
credit. You can define credit codes in System
Configuration or you can use the "AUTO"
selection. This option will credit the product or
service account defined by the
product/service code used on this line item.
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Enter the amount of the credit to be issued for
Amt S
the selected line item

The Reference No field is automatically
populated with the letters "CR - " followed by
the original invoice number. You can change
Reference No this number if desired but it is not
recommended. Each customer credit will be
issued a unique Reference number by the
system.

The Comments field allows you to enter free

Comments text describing the credit.
The Credit Date field defaults to today's date,
, however, you can post and/or predate your
Credit Date customer credits by changing the date in this
field.
Save Credit Click on the Save Credit button to apply the

credit to the invoice

» If sales tax was applied to the invoice during proposal finalization or during the

= invoice creation time ([update tax]) then the sales tax rules applied will be used to
calculate the amount of tax due to your customer for the credit amount and that
tax amount will appear in the Tax field in the Credit Amount summary section.

After the credit has been applied to the invoice, the Customer Invoice Summary window
will update to display the applied credit amount as shown below. The Open Balance
amount includes the credit amount issued.
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[} x|

Customer Invoice Summary

Sel%®

Customer Invoice : 2010-191

Invoice To:
Sales Rep:
Invoice Date:
Due Date:
Currency:

Rate:

Invoice Amount:

Open Balance:
Invoice Date:
Sent By:

Sent To:

Remit To:

Item Summary:

| Invoice Details || Receive Payment ” Receipt Log |

Test Customer 3

Test User

056-10-2010

07-10-2010

USD Amounts siown in CAD

1%

%4,950.00 Total Sell
$297.00 Sales Tax

%$5,247.00 Total Invoiced
(£106.00) Credit Apofied
%£5,141.00

05-10-2010

Standard Mail

Test Customer 3
100 Narth Avenues
Baltimore, MD 21228

Frimary Remit To Address
Baltimore, MD 21228

|»

Boulevard Product [=dit] &

Line: 1 Boulfevard

Oty: 2.00 Item MNo: EB1234 Ack No:

Item Cost: $500.00 Item Sell: £625.00 Ship Date:

Ext Cost: $1,000.00 Ext Sell: $1,250.00 Receive Date:

Ability Table [=zdit]

Ling: 2 Abifity

Qty: 4.00 Item MNo: AB12345 Ack Mo: o bl
Item Cost: $740.00 Item Sell: $925.00 Ship Date: ;I

4

Customer credit will be displayed under the Customer Credits tab.
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Delete or Edit a Customer Credit

You can edit or delete a customer credit from the invoice the credit was issued on or
from the Customer Credits tab.

To delete or edit a credit from the invoice, click on the invoice in the Receivables tab,
then click on the Receipt Log tab. Any credits issued will be displayed here as shown
below.

customer Invoice Summary M E

Customer Invoice : 3847
5 e 5%

Invoice Details | Receive Payment | Receipt Log |

There are 1 receipt against this invoice.
Thiz Involce has ah outstanding balance of $9586.40

Check Mo Account Rcpt Amount

223 110372016 Applied from Custormer Deposit £50.00

Total Invoiced: $896.40
Total Received: $50.00
Balance Due: $986.40

A

Click on the appropriate credit from the list displayed to open the Edit Invoice Credit
window as shown below.
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Edit Invoice Credit CR-2010-1910

Customer Invoice : 2010-191

Customer: Test Customer 3
Invoice Date: 06-10-2010
Invoice Total: 55,247.00

Invoice Balance: 35,141.00

Use this tool toissue credits on specific line ikems on your invoice. By
selecting a line item, you may indicate a credit amount for 2ach item.

When finished, click the 'Issue Credits’ button below.

Boulevard : Boulevard Product 31,250.00

Code: |-- AUTO -- [40-001 : Sales - Products] x| Amt: 100.00

Ability : Ability Table $2,700.00

Credit Amount: | $100.00 Credit
36.00 Tax
$106.00 Total

Open Balance: | 30.00

Reference Mo: | [CR-2010-1910 |

Credit Date: | 07-02-2010

Comments: ﬂ
|4
Save Credit | [ Delete Credit |

=

You can edit the credit amount by changing the credit dollar value and then click on the
Save Credit button or you can delete the credit by clicking on the Delete Credit button at
the bottom of the window and the invoice will be updated.

The credit can be edited or deleted from the Customer Credits tab as well. Just click on
the credit to be edited or deleted in the Customer Credits window and the Edit Invoice
Credit window will open. Follow the steps described above for editing or deleting the
credit.

Proposals Payables Tab
Payables Tab
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The Payables tab can be used to enter vendor invoices that are received for Purchase
Orders created on this proposal. Vendor invoice can also be received from the Vendors
- Receive & Pay Bills menu option. Only vendor invoices and vendor deposits can be
flagged for payment.

You cannot pay vendor invoices or vendor deposit requests from the Payables tab.
Vendor invoices and deposit requests must be paid from the Receive & Pay Bills
window.

To view or enter Payables for this proposal, click on the Payables Tab to view the
payable information.

My Proposals

Proposal 5620 1 User Doocument ation

* W

| Prajet Into || Deslgm || lnstall | | Tem Detalls. | Puschase Orlers || Receivalles || Payables | FHe Vaul | | Service b Pusth || Ledper |

vendor Bills || Memo Costs | | Cemmizsians Paid

Shiveing 1 - 5 &l 5 wendiir invokces for this prapidal,

s &
¥endur Iinvoice b, Imynice Date Dy Date Amnaint
Knell, Irc. TST-E300 L1001 9/JES2015 122018 $250.00 £250.00
Kncdl, Tre. TET-E300 T-100 10/0E/ 2015 12/01/2016 F1i8.00 f11a.00
Kricdl, Ire. TST-B300 TI-6678 D916/ 16 1212016 $349.12 $£349.12
Takmon Ing TST-B403 IT4ED /0B 2016 LL/2E/2016 240,00 840.00
Hesmresm Milies TaT-R404 HM-£H 32 L1INE20 16 12ME20 16 F2.100.00 E2.100.00

If no payables have been entered for purchase orders on this proposal, then you will
only see one icon and that is the "New vendor bill/deposit" icon. This icon allows you to
enter vendor bills or to create a vendor deposit payables entry. (See “Entering a Vendor
Payable” below for information on entering vendor bills and deposits)

My Praposals

Proposal S630 @ User DocurmenLation

L] F

;_l‘ﬂlj!l.‘t Infn J Desigm || Install | 1tem Detsils || Purchase Oriders Receivables | Payables | File Vaolt _Emiue & PFumch Ludu.-r.-r_

'l:il'I||1||r Bills || Mirl;m ﬁni.rl l;.rllﬂnhlllsxlnlﬁ Padil |

Inyaice Mo, Inypice Date ue Dol Balamoe

i e 0 YER BT VDIeSE T dsplay wnider this oropios s

New Vendor BilllDeposit for this Proposal
There are three tabs available under the Payables tab.
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Vendor Bills Tab

The vendor bills tab is where you can enter vendor payables and vendor deposit
requests. Payables can be flagged for payment but they cannot be paid from this tab.
They must be paid from the Vendors - Receive & Pay Bills menu option. See below for
more details.

Memo Costs Tab
Memo Costs (additional proposal costs) can be added to a proposal using the Memo
Costs tab. See below for details

Commissions Paid Tab
The Commissions Paid tab will display and commissions paid to sales reps on this
proposal.

Entering a vendor payable

The New Vendor Bill/Deposit for this Proposal icon is the only icon that will exist until
payables have been entered. Click on this icon to enter a vendor invoice or to create a
vendor deposit payable.

Proposal 5630 @ User Docurme Letion

L] ¥
| Projech Infn || Oesigm | | Install | liem Details || Purchaze Omdors. Reocedvables | Payables | File Vaolt .EIWil'.E & Pumch || Ledger
Vondor Bills | Mamin Costs. | Coomissions Paid.|

Inyaice Mo, Inypice Date Due Date

i Nawe D VEN 00T FYHCEE T0 dSplay Inoes This aropns

New VYendor BilllDeposit for this Proposal

This icon will open the following input window.
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DEALER CHOICE
Create a New Yendor Invoice/Deposit (_§ x|
Create a New Vendor Invoice/Deposit
vYendor: v
Type: |[Bill v
PO No: | |Select Wendor First... ¥
Hold Payment:
Invoice Amount: [ |
Invoice No: | |
Invoice Date: | Naov T3 ¥ E|
Date of Receipt: |MNov ¥ ([5 ¥ El
Due Date: | MNaov Y| 24 ¥ El
Exclude Manual Credit?:
MNotes:
A
Total Expenses:
Account Amount Memo Proposal
| @ | | | | | |
| @ | | | | | |
| 9 | | | | | |
add rmore lines
A

Create A New Vendor Invoice/Deposit Fields

Select the vendor that issued the payable
from the drop down selection box. This

Vendor selection box will display vendor names for
which purchase orders have been created for
on this proposal.

Tvpe Select the payable type from the drop down

yp selection box. You can select Bill or Deposit.

PO No Enter the first few characters/digits of the

purchase order that you are creating the
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payable for and and matching entries will be
displayed. Select the correct purchase order
number from the list presented

Hold Payment

If this box is checked, the payable will be
placed on hold. It cannot be paid while on
hold. It will appear in red text to indicate that
the payable is on hold.

Invoice Amount

Enter the amount of the invoice

Invoice No Enter the invoice number here
. Enter the invoice date here. This field defaults
Invoice Date '
to today's date
Date of Receiot Enter the date that your received the invoice.
P This field defaults to today's date
Enter the Due date of the invoice. This field
Due Date

defaults to today's date

Exclude Manual Credits

Notes

You can enter any text you desire here
concerning this payable. Anyone reviewing
this payable will see the notes entered here.
This text does not appear on any documents.

Total Expenses

Enter your account distribution here

Account

Select the expense accounts here. For every
payable that you are entering that is the direct
result of a purchase order you have created,
you will use your Work In Progress (WIP)
account as the first expense account. You
may add additional expense accounts if
necessary

Amount

If you are using multiple expense accounts
enter the amount that is to be accrued in each
account line

Memo

You can enter a memo to describe any
specific information about the expense line

Proposal

You can enter a proposal number here to
assign the costs entered to a specific
proposal. If you have entered the purchase
order number above, DO NOT enter a
proposal number. Entering a purchase order
number and a proposal number will double
post the costs on this proposal.

[add more lines]

If you need more distribution lines to enter
your expenses, click on this link and
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additional expense line will appear

After entering your payable information, click
Save & Close on the Save & Close button to save your
payable

After your Payables are created, they will be listed on the Payables tab of your
proposal. Dealer Choice will display a Payables Summary at the bottom of your

Payables list. The Payables Summary is broken down by vendor and also by all
Payables total.

Proposel 22-1030 ; Praposal with luge vendoer credit

s L P

Prajact fnfe | Besign | Insdell || ibess Ustsids | Purchase Grders || Besstvabiins | Payahies | Flle Vaull || Serios & Punch || Ledgar
'.'l.-\-u;\:r Bills | Mamao Cusis = Commisssss Pl
Shawing 1 - T o I vendar nivoiles P thite pra| puial

.

Invice the. nwere ain (b Dol

vendar | retst Amest | Totad matnce)

Tekminn, LLE 25, 0an0a §39,000.0F

Graasd Faksl SEEO00, DD W5, 0, 4

WIP Account Usage

& When entering payables that are associated with a purchase order, you will use
your Work In Progress (WIP) account as the expense account. When you enter a
payable, your WIP account is debited. When you create customer invoices. Your
WIP account is credited. If you use accounts other than your WIP account, your
WIP account will not balance.

Proposal Number Usage

A When entering payables that are associated with a purchase order, you DO NOT
enter the proposal number in the account distribution section. The link to the
proposal is made through the purchase order number. If you add the proposal
number (as well as the purchase order number) you will double post the costs on
this proposal.
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Additional Proposal Costs

If you have incurred costs on a project that were not covered on a purchase order for
charges such as overnight fees for sending parts or drawings to a job site or customer,
you can enter the costs as a payable and assign them to the proposal by entering the
payable without selecting a purchase order number (because none exits) and entering
the proposal number in the Proposal input field in the account distribution section. You
can also enter these charges as Memo Costs covered later in this chapter.

Payables Icons After Payables Entry

After entering a payable you will have one additional icon on the Payables tab.

My Propasals

Proposy 535630 ;1 User Docusmentation

* ¥

Project Infe || Design | install | Qbeen Doksdle || Purcsace Ordors || Receivabbes | Payables || File Vaslt || Service & Pencli | | Ledgar
Vendne Bills | Mema Costs || Commdssions nid
Shewing 1 - 5 of 5 veader invalces far this proposal.
i %

Inyalce N,

Flag Selected Invoices for Payment
New Vendor BilllDeposit for this Proposal

Payables Tab Icons

Inwnice Dato

Due Dakn Amaunt

New vendor bill/deposit for this proposal

Click on this icon to enter a vendor invoice or
to create a vendor deposit payable.

Flag selected invoice for payment

After selecting payables click on this icon to
flag them for payment. Payables must be
flagged for payment before they can be paid.
After a payable has been flagged for payment
it can be submitted to the Pay Bills queue to
be processed for payment - See Vendors -
Receive & Pay Bills. Once a payable has
been flagged for payment it will appear is a
flag icon where the selection icon existed. To
unflag a payable, simply click on the flag icon
again.

Deleting a Vendor Payable

To delete a vendor payable, click on the Vendor Bills tab under the Payables tab on
your proposal. Click on the vendor payable to be deleted. You will see the Delete icon
in the Bill Summary window which appears in the example below. If a payable has
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been paid the delete icon will not be present. The check that the payable was paid on

must be voided before a paid payable can be deleted.

Bill Summary M E
Vendor Invoice : Knoll, Inc., - TU-1001
L* Save & Close
| Invoice Details | Payment Log
VYendor: | Knoll, Inc. v
Type: Invoice
PO Mo: TST-2300 wiew Purchaze ©Order Map Line Iterns
Hold Payment:
Invoice Amount: 250,00
Open Balance $£Z250.00
Invoice No: TU-1001 |
Invoice Date: Sep 2, 2016

Date of Receipt: |Oct ¥ & v |[zo1e |7

Due Date: Dec ¥ |1 ¥ El
Exclude Manual Credit?:
MNotes:

e
Total Expenses: $250.00
Account Amount Memo Proposal
[117 : work In Progress (wIF) | @ | 250.00] | | |
add more lines
|

Entering a Vendor Deposit Request

If your vendor requests that a deposit be paid on a purchase order, you can create your

deposit request here as well.

Click on the "New vendor bill/deposit for this proposal" icon. The difference between
entering a vendor invoice and creating a vendor deposit is handled in the Type field.

270

Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems



O

— 2

DEALER CHOICE SYSTEMS, INC

Create a New Vendor Invoice/Deposit

Create a New Vendor Invoice/Deposit
Vendor: v
Type: Deposit ¥
PO No: || Select vendar First... ¥
Hold Payment:
amount: [
Date: | Mov Y| z9 ¥ E|
Exclude Manual Credit?:
Notes:
e
Total Expenses:
Account Amount Memo Proposal
[117 : work In Progress (wip) |@ | | | | | |
| |9 | | | | | |
| |9 | | | | | |
add more lines
|

To enter a deposit request, select Deposit as the Type in the "Create a New Vendor
Invoice/Deposit" window. Again, since the deposit is being generated from a purchase
order, you will use your Work In Progress (WIP) account as the expense account when
entering the deposit information. You Vendor Deposits account will be updated when
the deposit is paid and applied to the vendor invoice you enter for the purchase order
the deposit is create for.

PN If you have created and paid a deposit for a purchase order, be sure you enter

' the vendor invoice using the full amount of the invoice (don't deduct the deposit
paid). The deposit amount paid on the purchase order will be automatically
deducted from the invoice payment when you pay the invoice.

Memo Costs Tab
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The Memo Costs tab is where you can enter additional costs on proposals that were not
generated by a purchase order, such as overnight shipping fees or for any additional
costs that need to be applied to the proposal. Additional costs added to a proposal via
the Memo Costs function will appear in the Job Costing report and will affect the overall
GP of the proposal. Since additional costs are being added, the overall GP will be

reduced as well as the commission amount (if applicable).

New Memo Cost M E
Create /Edit Memo Cost
Entry Date: | Mov ¥ |14 7 E|
Amount: [ ]
Is this memo cost non posting?
Debit Account: | -]
credit Account: | |@
Memo: |

.

Click on the Plus sign icon to open the New Memo Cost input window.

New Memo Costs Input Fields

Entry Date

The default is today's date. You can adjust the
date by making the date changes here

Amount

Enter the total cost amount of the additional
charge being added

Is this memo cost non-posting?

If this box is checked, then the debit account
and credit account are not required to be
selected. A journal entry will not be created
for this entry. The cost will still appear on the
Job Costing report and will affect the
proposals GP margin

If this is a posting transaction, then you must

Debit Account enter a debit account and a credit to be used
by the journal entry for this charge.
If this is a posting transaction, then you must

Credit Account enter a debit account and a credit to be used
by the journal entry for this charge.

Memo This is a free text field. The text your enter
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here should describe the charge. This text
will appear on the Job Costing report with the
cost amount.

Click on the Save & Close button to save your
Save & Close Memo Cost entry. You entry will appear in
the Memo Cost tab.

If you want to remove your memo cost entry from the proposal, you can click on the
memo cost in the list and you will see the delete icon. Click on the delete icon and your
memo cost entry will be removed.

Commissions Paid Tab

There are no icons or input fields on the Commissions Paid tab. This is strictly a display
only tab. Once commissions have been paid on a proposal via the Commissions Paid
report, this tab will display a line item showing when the commission was paid and the
amount of the commission.

File Vault Tab

The proposal File Vault tab allows you to store documents related to this proposal as
part of the proposal. Documents that are uploaded to the file vault become part of the
database and are encrypted for protection. There is no limit to the number of files that
can be uploaded to the vault. Files stored in the vault can be included as email and fax
attachments when using the email and fax terminal. The file vault is not intended to be
used as a file backup option nor is it intended to be a storage location for your only copy
of the file(s). It is intended as an option to allow you to keep all necessary documents
with the proposal for sharing the files with other Dealer Choice users in your company
or for easy access for sending the documents from Dealer Choice as attachments. Each
proposal has its own file vault. Files that are uploaded for a proposal are not visible in
another proposals file vault.

My Proposals

Propossl 2000-1129 ¢ User Dociementation
CUR
Preject Infe _Du:i.n | Imstall || Mtem Duetabs _l"uﬂ:hau Orders || Rmcoivables | Payabdos | Flie ¥ault _h-un'll:l E Punch | Lodger

L]

Fikn Type Desorl pthan Pubsilc Size Timstans

There are no documents or files @taned under the propasal
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« Any file to be uploaded to the file vault cannot be larger than 32 megabytes (MB).
“  Files larger than 32 MB must either be compressed to a size smaller than 32 MB
or broken into segments that are less than 32 MB.

Certain files cannot be used as fax message attachments.

& Certain files cannot be faxed. If you plan on faxing a document keep in mind that
a printable/viewable image of the file must be uploaded to the vault. Binary files,
such as files with extensions like "exe" or "dwg" are binary files. If you intended
to fax drawing files, you must save them as PDF files. Binary files can be
included as attachments to email messages but the receiving server may reject
them as unsafe files.

File Vault Tab
propusals |

Proposal 2006-1129 1 User Documentation

. &

_FEH‘L“F“ Design,  Imetall e Detsils || Puechode Opders Regeivabies || Payabides | Fibe vaule | Sardice & Pusth ._ﬂLIi!

Flle hamn Description Glrn Timesiamp

There frre no docrnents or files stored under this prooosal.

Download and view multiple files without checking them aut
Upload and save a file

Once a file has been uploaded, additional icons will be present on this tab.

To upload a file to the vault, click on the Upload files icon to open the Upload & Save a
File window.
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Upload & Save a File

file is being saved.

File Description:

LUse this window to save files and documents to your proposal, Maximum file size is 32MB. Larger
files may take longer to save. Feel free to minimize this window and continue working while your

_ | %}

P

Make this file public?
O

File:

Proposal Trailer document?
{must be PDF format)

| Choose File |ND file chosen

B

File Description

Enter a description of the file being uploaded.
The description is displayed with the filename.

Make this file public?

This is for future development and will be
used for making files "public". A public file
type will be available for other users to see
and download.

Proposal Trailer document

Check this box if you would like this document
to be available to print at the end of your
proposal PDFs. This must be in PDF format.
See Proposals > Item Details > Proposal
Printing section of this user document for
more information on this feature.

File (Browse)

The Browse button is used for locating and
selecting the file that you want to upload from
your local or network disk drives.

After uploading a file to the vault, the following icons will be available.
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Proposal 2019-1129 @ User Dooumentation
tal %

Il'rnim.t Infu | Desingm ] Install || dtem Detsils | | Purchase Onfers || Becedvables _Pﬂn{lln File Wanlt _‘.-l:-rul-t.r B I-'uul:.ll_. _Ll:dutr_

Shoving 1 - L of 1 Files Under Proposal FO19-1129,

® 21745 Irstallshon_Dras.. ==

Download and view multiple files without checking them aut.

Open the mail and fax terminal
Upload and save a file

File Vault Tab Icons

Timustamp

N 3.73ME &/10J3019 12:13 om

Upload Files

Click on this icon to upload a file to the vault

Email & Fax Terminal

Open the email & fax terminal for sending
documents from Dealer Choice

Download and view multiple files without
checking them out

Click on this icon to download multiple file
vault documents easier. Check the check
boxes next to the files you would like to
download and click this icon to download
multiple proposal selected.

File Vault Columns

File Name

This is the name of the file as it exists on the
drive

File Type

This is the file type from the file extension

Description

This is the description that you entered to
describe what the file is

Public

This is for future development. Public files will
be used when the customer interface with
Dealer Choice has been completed. The
customer interface is an option that will allow
your customers certain access ability to their
proposals in your Dealer Choice site, if you
enable these features

Size

This is the size of the file. Emailing or faxing
larger files can dramatically impact the
amount of time it takes to process and send
the message. Some servers do have
attachment size limitations and may reject
messages with large files attached.

Timestamp

This is the date and time that the file was
uploaded to the file vault
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Proposal 331031 1 iry 1 ges imeosced delete e

$ . mUs~EE

Pragjen] Imsin | Dessgn | Isslall | T Delails Punchiass Doiers Rrerraalibes Payalides

Showdmeg T - 1ol 1 Files Undir Progossl 33 1031

o

Filin Vol Fervace & Punach | Lndger

L Py

skl 2003231
‘ | Dalete Thiy fise
i

Lipite file prOpamies

LRECK il thih s

Diowmload file without checkiog om

File Vault Icons

Lpf

Download File

Click on this icon to save a copy of the file to
your local disk drive or to view the document.
After clicking on this icon, the file will be
retrieved from the vault. The filename will
appear as a link (underlined). Click on the
filename and you will be given the option to
Save or Open the file. If you want to view the
file, click on the Open button. If you want to
save a copy of the file to your local disk drive,
click on the Save button and then choose the
folder in which the file is to be saved.

Check this file out

This option will allow you to save a copy of
this file and it will be marked as checked out
by you. Other users will not be allowed to
download this file until you check it back in. If
another user tries to check this file out, they
will see a message saying that the file has
been checked out by you. You may be
making changes to this file so the file is
locked by you until you check it back in by
uploading the file to the vault again. Once you
check the file back in, other users may
download the file.

Update file properties

This icon will allow you to edit the file
properties that were set when the file was
uploaded. You can edit the file description, or
change the Proposal Trailer Document
designation.

Delete file

This icon allows you to delete a file from the
vault. If you delete a file from the vault by
accident, it must be uploaded again from your
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| local or network disk drive

Service & Punch Tab

There are two tabs under the Service & Punch tab: the Punchlist tab and the Work
Orders tab. The Punchlist tab is where you can create a punchlist proposal, punch
purchase orders and punch invoices. The Work Orders tab is one access option for
creating work orders. You can also create work orders under the Project Management
menu item found under Proposals in the main menu. There are multiple options for
accessing the Work Orders function because certain users in your company may not
have access to Proposals but they may need access to the Work Order function. See
the description of the Work Order Tab later in this chapter for details.

My Prapnsals

Propossl 5630 ¢ User Decumentation
E E
Projest Inde || Design || Tnstall || mem Datails || Pecchase Ordors || Beosivables || Payoabies || File Yasll | Serdoe i Panch || Ledgar
Punchlist || SWork Curihiers
+ 23 = @ 8 #

Ftan Dascr, Ext Snll

Theee & na punchiiss undar this progosal

The Punchlist tab allows you to create a punch proposal within your main proposal.
This proposal does not get issued a proposal number. The default title for proposals
created here is "Punchlist Proposal" and the primary proposal number is displayed on
the Punchlist Proposal as shown below. You can change the title of your Punchlist
proposal in the Punchlist Proposal Print Options window. See below for details on the
Punchlist Print Options.

The default Punchlist proposal icons are listed below. All proposal icons on the ltem
Details tab are available in the Punchlist tab. Once line items are added to your
Punchlist proposal, additional icons will be available.

278
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems



™%

<

DEALER CHOICE SYSTEMS, INC

Proposal 5630 § User Dodumentation
* ¥

| Preject tnta || Deslgn | install | | ttem @etails || Parchose Orders || Recolvehles || fayables | File Youll || Servics & Funch || Ledger |

Punchdist | Work Onders

tem Deser,

Summarize line items
Import tems into this proposal
Add a new comment line
Remove selected items from group
Add selected items to a group
Create & edit proposal groups

Delete selected line items
Add new line item

Service & Punch Tab Icons

Toggle the selected items between active & inactive

iieen L oai itema Spll

Add new line item

Click this icon to manually enter a line item.

Delete selected line items

Use this icon to delete any selected line
items. To select a line item click in the check
box to the left of the line item in the proposal
list. Deleted line items cannot be recovered
once deleted.

Toggle the selected items between active &
inactive

Use this icon to toggle any selected line items
between active and inactive. Inactive line
items are displayed on proposals and cannot
be included on purchase orders. To make an
inactive line item active again, select the line
item and click this icon. Inactive line items
appear in the Item List in grey. To select a line
item click in the check box to the left of the
line item in the proposal list.

Create & edit proposal groups

Use this icon to create proposal Group
names. Line items can be added to appear in
Groups that you create. Groups can be
moved and or deleted. When you delete a
Group, the line items in the Group are not
removed from the proposal.

Add selected items to a group

This will only appear if you have grouped line
items on the item details tab

Remove selected items from group

This will only appear if you have grouped line
items on the item details tab

Add a new comment line

Click on this icon to add a comment to your
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proposal. Comment lines can be added to the
proposal or to purchase orders. Comments
can be edited or deleted.

Use this icon to import a design specification

Import items into this proposal file into the Punchlist proposal.

Click on this icon to see a pricing summary of

Summarize line items o
the line items on your proposal.

Customer: Test Customer PUﬂChhS[ PI"ODOSE|
Sales Rep: Test User 5630
1116/2016
Propose To: Shipping Location: Installation Location:
Test Customer New Test Customer New Test Customer
123 Main Street 111 First Street 111 First Street
Baltimore, MD 21228 Catonsville, MD 21228 Catonsville, MD 21228

User Documentation

ftem No. Iltem Description Oty ltem Sell
Line: 1 Herman Miller - General Furniture Sales 5 $0.00
12345 Manually entered product description, HM Chair, arms, legs.
Finish
311101 v | IR OO RSIRTROSNSL. 4 | |
Total Amount..........oooiiis e 50,00

The punch line items are displayed on the Punchlist tab, not on the Item Details tab.
Purchase orders created for punch line items are displayed on the Purchase Orders tab
and invoices created for punch line items are displayed on the Receivables tab.

You have all the same icons and functionality for working with punch line items as you
do working with lines on the Item Details tab. You are literally creating proposal line
items under the Punchlist tab.

Since the Punchlist process of working with line items is the same as working with line
items on the Item Details tab, please see the Item Details chapter for details.
Differences between the Item Detail tab and the Punchlist tab are discussed here.
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Punchlist Tab

The Punchlist tab has the same set of icons as the Item Details tab. They perform the
exact same functions except that they only affect the line items on the Punchlist tab.

Punchlist purchase orders are created from the Punchlist tab, not from the Purchase
Orders tab, but punchlist purchase orders will be displayed in the Purchase Orders tab
after being created.

Punchlist invoices are also created from the Punchlist tab, not from the Receivables tab,
but punchlist invoices will be displayed in the Receivables tab after being created

Adding Punch Line ltems Damaged Items Tab

Fs

Damaged Items || Mew Items |

If any of the existing line items need to be reordered due to damaaged or short
ordered product, select those items from the list below and click the button to the Create Punch
right.

Item MNo. Item Descr. Item Cost

Kool Inc.: Dividends Rorizon

Worksurface, Rectangular, 96YW %360,
D1R9G36G with grommet £132.32

Krodl, Inc,! Office Seating

Life Chair, High Performance &rms,
55P3-4-A5K-GH Alurminum Base & Levers, Mo Lum... £279.04

Kol Inc.: KnoliStudio

Harry Bertoia Barstool, bar height,
428C-1-1 full cover, black frame £305.76

Teknlon Inc! General Furniture Sales
44 Desk, square, with legs and a twist £420.00

Harman Miller! General Furniture Sales

Manually entered product
description, HM Chair, arms,
12345 legs. Finish £420.00

A

When you click on the Add Line ltems icon on the Punchlist tab the Create a New
Punch Item window opens and displays line items from your primary proposal that have
been ordered. To be eligible for the Punchlist proposal, the line item must have been
ordered (on a purchase order) first.
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You can add items that were not specifically ordered on your proposal, such as part
numbers, or items that were not on the original proposal by using the New Items tab.

Adding Punch Line Items New Items Tab

Create New Punchlist Item

Damaged Items || MNew Items |

Use the form below to create a new punch item, Use this area only if you are creating
punch for an item that is not currently listed in the item details of this propaosal. Create Punch

Yendor: Item Mumber: Item Description:
Ship To: Item Tagging:

ProductfService: Item Tagging (2 ):

Select Viendor First.., v | |

Item Tagging {3 ):

| | .

Quantity: |:| Discount ID:
Iterm List Price: |:| Descrlpt!on:
Expiration:
o | | o | | o0 | | s
Discounting: Yo Extended Cost:
remcost: [ |

Iterm Sell Price: |:|

-

4

The New Items tab allows you to manually enter a line item. If you need to order a part
that is not listed as a line item on your primary proposal then this option allows you to
enter the specific part number and description so you can get your part(s) ordered.

After selecting a line item(s) and clicking on the Create Punch button, the selected line
items will appear as line items in the Punchlist tab. You can edit your line item for the
correct quantity to be ordered and to adjust the pricing if necessary.
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Proposal 5630 @ User Doommentation

* H
Project lsfe | Dedign In}1ll| || i i_htni!i | Purchadie Oedors | Eecnivahles -Phufllli!i Filli \_'-i!llt Service & Pundh || Lindges
Painchlist || Work Cirders
Shewing 1 - 1 of 1L Punchiist & Service 1fems, {omwts purthase ordees ]
. _ 8 ¥ & ¥
e B TR o @ = & 4 (s 5‘ i W & | rmenten frve pocan |

Item Mo, ftrm Desr. Item Cost ttem Sell Ext Sed|

L d e M | Geneval Rnifre Seded

Manuzlly antered product
desoription, HM Chair, arms,
13345 &gs, Frish $420.00 Fa.00 $0.00 I

When working with punch line items it is important to set up the pricing correctly. If you
must pay for the product be sure to include a cost amount so the cost appears on the

purchase order. If you plan on invoicing your customer or a vendor for the punch item,
you MUST include a sell price.

When a punch item has a sell price, you are given the option to select who you
=) wish to invoice for the product. This may include backcharges to a manufacturer
or it may be to invoice a subcontractor (installer, etc) that may have damaged or
lost product. It may even be to invoice your customer for additional items or
customer change orders.

After adding your punch line items, be sure to check them just as you would a normal
proposal line item. Be sure that the quantity is correct on your punch line items
especially if you selected your punch items from the original proposals (Damaged ltems
tab). The line item is copied to the punch list proposal exactly as it appears on the
primary proposal.

After you have reviewed your punch line items, you must finalize your punch proposal to
be able to create purchase orders and invoices.

Punch Finalization
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Froposal $630 @ User Documentation

* 3]

Shoveing 1 - 1 ol 1 Punchlist & Servioe Items,
o BT e e owd BEl LG

ThEm Mo TEemn DEsCi. M Cest Item Sedl Ext Sell

Ling I o v Mfer | Gemers! Aamvhue Saes

Manualy eqtered product
dassnpmion ] HM Char, ams
12345 lags. Firishy gda0.00 $0.00 foom 11

L]

Finalize this proposal

The Finalization icon appears on the Punchlist tab and your punch list proposal must go
through the finalization process just as your primary proposal did. Click on the Finalize
icon to start the process.
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Proposal 5630 : User Documentation
€ £

Project Info || Design || Install || Item Details || Purchase Orders || Receivables || Payabhles || File Yault || Service & Punch || Ledger

| Punchlist || Work Orders

Finalize Punchlist Proposal
£-- Back

Before printing, emailing, or faxing your proposal you must mark it as final, The finalization funchions shown below will he
performed and added to the proposal,

To prevent any changes belows from being executed, simply uncheck that item.

Finalization : Yendor Charges & Fees {1)

Herman Miller

Total List: £6,000.00
Total Cost: £2,100.00

¥/ Small Order Fee:

If under $10,000.00 List
Then add $100.00

Description: Herman Miller Small Order Fee |

Cost: £100.00  Sell: 100,00, [gp margin]

Finalization : GP Minimum Margin Alert

@ Your proposal is lower than the minimum allowed | Minimum &llowed GP Margin: 15%
GP Margin!  Your Blended GP Margin: -100 %

Finalization : Assign Your Sales Tax Rules

There are tax rules established within the state of qug\?&?\]ﬂ[l)y(g;y)tax [BIES
MaRYLAND. Please determine which tax rules should h e
be applied to this proposal. -- Baltimare (2%)
-- Catonsville (1%)

The punch finalization process works exactly the same as the primary proposal
finalization process. You may be presented with options for including vendor charges
and for applying sales tax. You can abort the finalization process and return to your

punch line items to make any adjustments if necessary by clicking on the <--Back link at
the top of the window.

To complete the finalization process, click on the Finalize button on the lower right and
the process will continue.

Once the finalization process completes, you will have two new links available on the

upper right of the Punchlist window. The links are [create purchase orders] and [create
invoices].
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Progosal 5630 | User DrocuEm entation
L i
Praject knfo || Besign || bnatall || e Details | Porchasd Grdecs | | Receivable || Popables | File Yault | Service B Panch || Lid gar

Pumchlist _WHKDI"IH
| Shawing § - 1 of 1 Punchdist & Serics ftems, Fiviishe wysshinss sefara] |
3 LA (=1 {rmsts nwaicgy
« A 0 ce i i EE L E e

Ftamn Mo, Itwan Daeior. Tt el Then Sell

dirm [ Mesrnan sl o Geesral Baraiune Sake

Marualy erered procurt
cm=cnpbiar, HM Char, arme,
5 12325 lagrs. Finieh $420.00 000 006 5 1)

You create your punch purchase orders and punch invoices on the Punchlist window,
not from the Purchase Orders tab or the Receivables tab.

[create purchase orders] link

Click on the [create purchase orders] in the Punchlist tab link to create your punch
purchase orders. This is the exact same process as creating purchase orders on your
primary proposal.

Proposal 5630 ; User Documeantation

L &

_i'rn]ur.i 1:|1_h_r.:: J:Ivu:lul:l _I_I_I:Il-tﬂﬂ || Atem El_u_l,l!h IHu.rl_:I_ug:.r E_irdg_n _H,nu_l_'l'@_ljﬂ. | l"_ﬂ_a_bd_e_s ;FHE Wanilt | Service & Punch | Ilebqt_r
Punchiist Wik Orviars

Shoswing 1 - 1 of 1 PuschBist & Service [lems
e s Rel LTI

Item Me. Item Deser. Ikem Cost 1tem Sell Ext Sell

Lins | Merman Miar | Ganeral FRUmie Sakes &
Egrwally enterad product

dasmiptan, HM Chair, sms,
-] 12345 wis. Finsh £420.00 .00 #0400 i

Punch purchase orders will be displayed on the Purchase Order tab. Dealer Choice will
highlight all Punch purchase orders in yellow so that they are easier to find in the list.
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Proposal 5630 @ User Documantation
. ()

IFW]E{I Inlo || Design | Iostall  item Detsdls || Porchese Orders | | Beceivalbles | Payobles || File Vaull || Service & Pangh | Ledger

Shawing 1 - 4 of 3 Purchase Crders for Prepesal 5630, pagaiaty A
8 oo o

Prodat Sepl By Orider &mownt

S018-TET-
BATT Fan n 2017 1:24pm Hefman Milgs General Fummin Sales KA £2,100.00
TET-83500 Sep 29t 2016 2:05am ¥ Enol, Inc (100-533) Divedands Howizen, Cffice Seating, kn. H/s $717.12
TaT-2403 Moy BEh 2016 Li2Spm Tebmon ne Genera Fummirg S3les M Fa4a.00
TET-ad4045 oy Bl 2016 1:36pm Hermnan Miler Genieral Furmmang Sales LT E2.100.00

After your punch purchase orders are created, the selection check box to the left of the
punch line item will be inactive so the line item cannot be changed. Your punch
purchase order will be displayed on the Purchase Orders tab with the purchase orders
that were created on your primary proposal. You can edit and enter acknowledgement
information on punch purchase orders exactly the same way you do on regular
purchase orders. Punch purchase orders also appear on the Project Status report
highlighted in yellow, so you can easily identify your punch orders.

[create invoices]

When you are ready to invoice for your punch items, you must return to the Punchlist
tab and use the [create invoices] link.

In this example, we have a punch line item that has a sell price. This example assumes
that the installer on the project has damaged this product and it must be re-ordered to
be installed. We are going to invoice the installer for the product.

My Proposals

Proposal 5650 1 User Documantation
. %
l.'vunrlllI:r Wiork Oriters
Showing 1 - 1 of 1 PumchBist & Service [Tems

¢ BB esD Bel |

Item Mo Item Deser. Item Cost 1tem Sell Ext Sefl

Ling [ Herman MNer | Ganeral FLETRAS Saks *
M3ty grtenad produc

dasmipman, HM Char, ams,
5 12345 wgs. Firish £420.00 0.0 000 i,
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Click on the [create invoices] link and select the line items to be invoiced. This will open
the Review Your Invoice window. In this example, you will notice that the Invoice To:
input field now has a selection drop down arrow. You can choose to invoice your
customer or a vendor now. For this example, we will say that the vendor Dealer Choice
is the installer and they are to be invoiced for the product.

Create a New Customer Invice

Review Your

YOur Ioice preview 15 shawm below, Please review and make sure there are no emars, When

Invaoice

you are ready bo continue dick 'Creste Invoice

Invaice Preview :

Invvoice To:

540:0.00 T

Invaice Dabe:

Submit Yea:

Sadhemil Tio:

Rk To:

Campany

Lo

Frint Frefs;

Iterms To Ba Invoiced (10

Tast Customar 3 =

A Yandgr

Test Custamer 3 =]
100 Marth Avénus
Baitrmore, MO 21225

|

[Primary Remit To Addres =]

|o=alerchaice_logo.ipa =]

._|_ | Print Loga?

|E.e|¢:!. my pint ophichs i]

Gty

1.00

Iterm Descr

Funch - Tiem Deeon

HE

| &

Ext Sell

$200.00

Select the Vendor option and the vendor name input box will appear. Type in the first
few characters of the vendors name and select the correct one from the list presented.
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Create a New Customer Invoice

Review Your Invoice

£ gy [ Creatz Inwoice |

TOur mvoice préviegw 8 shown below. Please review and make sure thers are no érrars. When
you 3re resdy to continuee ohck 'Create Invoice

Inwvaice Praview : Tems Ta B Invoicad {1}

rveice Tor ' [4 wendar = ¥ Ltem rescr
vendar
[DealerChaice, LLE

£400.00 Tocal Sell

Submit Via: |Mal =

Subsmit To: [Dieaferchoe, LLC |
PO Box 1408
Elflicatt City, MD 21041

|

Remit To: | [Prmary Remit To Addie: =]

Campany | [DealerChoive_logejeg =)
Laga: =
|} print Loga?

Print Prafsl [salact my prnt options =]

Click on the Create Invoice button and the invoice will be created to the vendor as
shown below.
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Customer: DealerChaice, LLGC Invoijce
Zales Rep: Audrey Brown 20.1 .:}_‘155
Froposal: 2010-1160

Invoice Date: 05-23-2010
Dug Date: 05-30-2010

Customer: Installation Location:
DealerChoice, LLC Test Customer 3
9025 Chevrolet Drive 100 Morth Avenue
Suite F Baitimore, MD 21228

Ellicott City, MD 21042

Iiem Mo Iltem Description Gty Item Sell
Line: 1 Tuokhy 1 $400.00
4444 Punch Item Description

Please remit payment to:

Sublotal .. oo v $400.00
Primary Remit To Address
193 Blie Aveniie B - csosssmmsmmnssssss smpmmeresersrre PoOON
Baltimore, MD 21228 Invoice Total........oooveeveen $424.00

When you receive payment for this invoice, you will enter the payment exactly as you
would normally (either from the Receivables tab or from Customers - Receive Payments
menu option).

Work Orders Tab

The work order process allows you to bundle multiple resources, (i.e. vendors) into a
single line item on your proposal.

Allowing resources (or vendors) to be assigned to a work order allows you to keep the
individual vendor names from appearing on your proposals.

For example, if you use a different vendor on a project for installation, electrical and
painting, you can bundle the costs from all three vendors into a single line item by
adding them all to a work order and then importing that work order into your proposal.

This allows you to have a single line item on your proposal for all the services that you
are providing. The work order line item appears as a single services line on the
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proposal instead of having individual line items for each of the three services that you
are providing.

In order to use this feature, the resources must be defined in your Vendor database
(see section 5.1) and these vendors must be defined as resources in System
Configuration - Company & System Settings - Resources tab (see section 8.1.3.4).

There are internal resources and external resources. Internal resources are your
employees and external resources are vendors. Once the resources (vendors) are
added to a work order, the work order is imported into your proposals just like any other
line item. When you generate purchase orders, a purchase order will be created for
each resource (vendor) on the work order.

The work order process consists of creating the work order, adding resources, marking
the work order as complete, then importing the work order into a proposal as a line item.
To start the process, click on the Work Orders tab under the Service & Punch tab.

My Fraspnsals

Proposal 5630 5 User DociEneltation
" ¥

Project Infe || Deskgn | | Instell || Yem Cetalls || Purchase Qrdors || Becelyablos || Payables | Fidn Yoult || Sereoe B Panch || Lodgor |
_I"llnl:|l|l“ || Waork rders

&

Dirder fa, Dirdpr Date Bresoriphlom True Cost Intormal Cost Campleie

There ara ra wiork oroens againet the proposal

To create a work order, click on the Plus sign icon ("+") to open the Create a New Work
Order window where you can enter your work order header information and save the
work order.
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Create a New Work Order

Mew Work Order : Proposal 5630 (User Documentation)

L

=

<

SYSTEMS, INC

Description: |

Order No: [119 |

Work Order Date: [Jun v |13 v [zoi7 |TH

Order Status:

Status Mote: |

Ship To Location: |

MNotes:

. 4

Work Order Input Fields

Create Work Order Fields

Description

Enter a description of your work order. The
text entered here will appear as the work
order line description on your proposal.

Order No

This number is generated automatically for
you and should not be changed (See System
Configuration for details)

Work Order Date

This is the creation date of your work order.
The default is today's date. You can change
this date to any date you wish.

Order Status

For future development. This field will allow
you to select a status for your work order.
Similar to the proposal status, you will be able
to create your own work order status levels
and you will be able to assign them to your
work order via this field.

Status Note

For future development. The status note
allows you to enter text to support your Work
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order Status setting. This is a free text input
field.

Ship To Location

All proposal line items need a Ship To
Location. Typically, this is the exact same
location as set on your Install tab in the
Installation Location field.

Notes

This is a free text input field and is for adding
additional information to your work order.
Work Order notes appear on the printed work
order.

After entering the work order information click on the Save Work Order icon to save
your work order. Once the Work Order is saved, the window will change in the following
ways as shown in the following figure.

View / Edit Work Order

Edit Work Order

&) [m Gk

1119

Total True Cost:
Total Internal Cost:

Order No:

Work Order Date:

Status Mote:

Ship To Location:

| Scope of Work | Resources

Description: |In5ta||atic|r'| and Painting Services

Complete:

£0.00

$£0.00

[119 |

Jun v (13 v [zoi7 |[E

Order Status:

|Test Customer [

123 Main Street
Catonsyille, MD 21228
[2dit]

Notes:
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1 - You will see 2 additional icons; Print Work Order and Delete Work Order.

2 - The Scope of Work and the Resources tabs will appear with the Scope of Work tab
selected to allow you to edit the information you originally entered.

3 - 3 Additional fields will appear under the Description field.

After saving your work order 3 new fields appear under the Description field.

Yiew / Edit Work Order

E?it Work Order : 119 Print Work Order Icon
5l [y [sh =————Delete Work Order Icon

| Scope of Work | Resources

Description: |In5ta||ati0n and Painting Services

Complete:

Total True Cost: £0.00 I

Total Internal Cost: $£0.00

order No: [119 |

Work Order Date: |[Jun ¥ |13 ¥ E|

Order Status: hd

Status Note: |

Ship To Location: [Test Customer I

123 Main Street
Catonsvyille, MD 21228

[edit]

Motes:

A

Work Order Edit Fields

Check box to signify that all edits to the work
order is complete. This flag must be checked
to allow the work order to be available to be
imported into the proposal.

Complete
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Total True Cost

The True Cost is the actual cost of the work to
be performed by the resource (vendor) that
has been assigned to the work order. The
true cost will be the cost on the purchase
order that is generated to this vendor for the
services provided.

Total Internal Cost

The internal cost allows you add profit dollars
on the true cost if desired. The amount you
enter in the Internal Cost field will be the Cost
amount that appears on the work order line
item when it is imported into the proposal.
This allows you to "sell" the services to your
sales reps. They will then mark up the line
item on their proposal to sell to the customer.

The True Cost and Internal Cost fields will update for you after you have added

resources.

After reviewing your work order information, the next step is to add resources (vendors).

Adding Resources to a Work Order

Click on the Resources tab to add resources to your work order. The resources must
be defined as resources in your System Configuration before you can assign them to

work orders.

295

Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems




F.{%
DEALER CHOICE SYSTEMS, INC

Yiew / Edit Work Order M E

Edit Work Order: 119
ol (@ G

| Scope of Wurkll Resources

Description: |In5ta||ati|:|n and Painting Services

Complete:

Total True Cost: £45.00

Total Internal Cost: $55.00

Order No: [119 |

Work Order Date: [Jun v |[13 v |zo17 [T

Order Status: v

Status Note: |

Ship To Location: [Test Customer 1

123 Main Street
Catonsville, MD 21223
[=dit]

Motes:

«»  When adding resources to a work order, you can see a list of resources defined

“ in your System Configuration by entering a space in the Resource field. A drop
down box displaying the defined Resources will appear. Resources are saved in
your System Configuration with a Resource Name, which identifies the resource.
The Resource name is assigned to the Vendor. See System Configuration for
setting up Resources.

The View/Edit Work Order window appears below. This is where you assign your
resources to the work order.
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View / Edit Work Order

Edit Work Order: 119
Scope of Work I Resources

MNew Work Order Resource
=-- back

Resource:

Time Quoted:

[ | Hours)

Ll

True Cost: +£0.00
Internal Cost: £0.00

Save Resource

Description:

True Cost Ext:
Internal Cost Ext:
Internal Profit Dollars:

SYSTEMS, INC

New Work Order Resource Fields

A

Resource

This field is where you select your resources
(vendors) that have been defined in your
System Configuration. Resources selected
here will be assigned to this work order.

Time Quoted

Enter the units of time that have been quoted
by the vendor to complete the work. You can
select a number of Hours, number of Days,
number of Half Days or Fixed. Select fixed if
the quote has returned with a fixed cost to
complete the work.

Description

You can enter a description for the resource

True Cost

Enter the actual amount that the vendor is
charging your dealership for this work. This
amount will appear as the cost on the
purchase order that you generate to the
vendor.

Internal Cost

The internal cost field allows to to add profit
dollars on the true cost if desired. The
amount you enter in the Internal Cost field will
be the Cost amount that appears on the work
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order line item when it is imported into the
proposal. This allows you to "sell" the
services to your sales reps. They will then
mark up the line item on their proposal to sell
to the customer.

When you have completed entering your
resource information, click on the Save
Resource button to add the resource to the
work order.

Save Resource button

An example of a resource to be added to a work order appears below.

Yiew / Edit Work Order

Edit work Order: 119
Scope of Work I Resources |
Edit & Work Order Resource
=-- back
Resource: Description:
[nstall Service [PYW) | one Install Mechanic on site to complete work,
Time Quoted:
Fixed v p
True Cost: 45,00 True Cost Ext: $45.DD
Internal Cost Ext: £55.00
Internal Cost: 53.00 Internal Profit Dollars: $10.00
[ Save Resource ] [ Delete Resource ]
|

After clicking on the Save Resource button, your resource will be added to this work
order and will be displayed as shown below. In this example, two resources have been
added to this work order, an Install Service and Truck Services.
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View / Edit Work Order M E

Edit Work Order : 119

Scope of Work I Resources |
ar
Resource Time True Cost Internal Cost
Install Service (PW) Fized £45.00 £55.00
Truck Services (P 2 Hours £200.00 £200.00
%245.00 %255.00

4

You can continue to add resources if desired. Once you have added all the necessary
resources to the work order, you can mark the work order as complete. The details for
marking a work order complete are in the section below.

¢+ Work Orders cannot be imported into proposals unless they have been marked

Y as Complete. This allows for the work order to be modified for several hours or
days, while the scope of work is being defined and for the quotes from the
resources (vendors) to be returned to you so you have accurate pricing (True
Costs).

After you have added all the necessary resources to your work order you are ready to
mark it complete to make it available to be imported into the proposal.

Marking Work Order as Complete

To mark a work order as complete, check the Complete check box. Once the Complete
check box is checked, another field will appear below it called Send Internal Message.
Checking this box will send a message to the sales rep on that proposal to notify them
that the work order is complete. If you do not want to notify the sales rep of this
completed work order, then simply do not select the check box next to Send Internal
Message. Then click the save work order icon and your work order will be marked
complete.
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View / Edit Work Order M E

Edit Work Order: 119
Save this work order icon
ol [l Gk

| Scope of Work | Resources

Description: |Insta||ation and Painting Services

Complete: ¥

Send Internal
Message

Total True Cost: £245.00

Total Internal Cost: $255.00

Order No: [119 |

Work Order Date: (Jun ¥ |[13 T E|

Order Status: hd

Status Note: |

Ship To Location: Test Customer I

123 Main Street
Catonsville, MD 21228
[2dit]

MNotes:

;\\’\ 4

. When you check both complete and send internal message check boxes and
w  then hit the save work order icon, the sales rep will get a message in his/her
Message inbox that the work order is Complete. At this point the sales rep can
import the work order into his/her proposal. If you are not ready for the work
order to be imported into a proposal, do not mark it complete. You can save
changes to your work order without it being marked complete. Only mark the
work order complete when you have finished making changes to it.

When you have checked the 'Complete’ box, your work order will appear in the Work
Orders tab as complete and is ready to be imported into the proposal as a line item as
shown below.
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Proposal S630 1 User Documentation

* 3
| Project Info || Dasign | Install || Fem Details || Perchase Oedors || Recalvables || Pagabbes | File Yaull || Service k Pusch | Ledgar
| Punchiist || Work Ordurs

Shoveing 1 - 1 of 1 ¥Work Orders

Iiatalstinn and Painbng —
115 D&/15/2017 Sarvires 24500 §055.00 ¥

~If you need to make additional changes to a work order that has been marked as
A% Complete, you can open it from the Work Order tab and remove the Complete
flag and save it. If the Work Order has already been imported into a proposal,
you cannot remove the Complete flag. The line item must be deleted from the
proposal (Item Details tab) first, then you can edit the work order.

Importing Work Order Into Proposal

Completed work orders that are ready for import into a proposal are displayed on the
Install tab in the Proposal.
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Proposal 5630 1 User Documenistion

" ¥

| Praguct iuta || Design | 1nstall | item Ostalls || Purchase orders | Receivables || Bayabies || File vaalt || servico & punch || Ledger

Froject Mngr: |

submit FM Faguest?

Csalviery Qndy

Installaban Oniy
Dilwer Sfter Hours

Drop Ship Ordy

Dialwary & [nstallaton

Faconfig Orde:

Install Locanon: [ow Test Customar | &
111 Firsk Straet

Catonsvilla
L

MO 23250

Ship To Lacaton: Hew Tast Costomar
111 First Strant

Catorsvdls
Lgstit

Shpong Sortact Nama
Phame

Fan

Bliag g B
1

Site Frofourraation
B | Mo Flooes
Trsesd rerml Moeirs
Loadmng Dok
SraN Carry
Oooupied Space
Carm, of Insuranios

Inistal Mot s
[mdsl o nota]

MO 23229

Ehippimg Hokes

Olsr bl Hours
Blag Rastncnens
Fraight Elay ator
WA E P o o Phos
Parmis

Parsamel Sy #an

Target

[nstalliCakvery Cate
Sehedided
FnstallTabiery Data
Schedulod
irestallfDalery Erd
Duata

Irvitad Time fegdanle: 0

Submic Quate Rast?

i Days

wiork Orders

Qe B

119 Irelsllation and Painting Sarvces

Gl er DesLr

Trug Cost

§245.00

[rtgimal Cost

25500

P e

Prochect fnformation

Task Saamng:
Ggst Sasnng:
Drawings Pravided
Paowesr falas

Muttpla Tnps.

wall Wirtd Praduct

wood TnmyElsmerts

Civarsized

o

qQm B

On the Install tab, to the right of the Install Location and Ship To Location fields,
completed work orders will be displayed. Work orders will not appear here until they
have been marked as Complete.

The work order must be imported into the proposal as a line item. Work Orders are
imported into the proposal from the Item Details tab using the Import Work Orders icon.
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Proposal 5620 1 User Dooumentation
L] ¥
Project Liflo | Oesign | lestall | tem Oetadls || Purchase Ceders || Beoelvabbes | Pagabdes || Plle Vaolt | Service & Pusch || Ledger

Showul - & of 5 Uine 1 [ | S0,
mnu._‘l off 5§ Line Items Tor Proposal |n_—|mpnﬁwnm ardets lean
+B s aasnE R Ead des

MEwin Thesir. Btam LEst Thiin il Item Sel Ext Sedl

=l 1 Corerent

sugtion 1

Line I 1 knoll, fnc. @ Divadends Horzon &

Select the work order to be imported by clicking on the select button. The work order
selection buttons are present because you can import multiple work orders on a single
proposal.

Import Work Orders Into This Proposal [_ | x|

To get started, please select the work order you would like to import:

119 - Installation and Painting Services

4

After selecting the work order, the Edit the work order line item window opens allowing
you to complete the line item’s details for your work order as a proposal line item.
Typically, you will use your Dealership's name as the vendor and you can enter a GP%
to mark up the sell price.
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Create A New Line Item From A Work Order M E
Yendor: Item Number: Item Description:
| ||119 | Installation and Painting Services
Ship To: Item Tagqing:
|'I'est Customer I || |
Product/Service: Item Tagaqing (2):
Select Wendor First... v | |
Item Tagaing (3):
| | P
Proposal Line Mo: Line
Quantity: Discount 1D
Item List Price: |:| Desc.rlpt!on:
Expiration:
Discounting: | | %% | | o | | o | | % | | %
Ttem Cost: £255.00 Extended Cost: $255.00
Extended Sell; £0.00
GPMargin: | |% OR[ | % Discount OFf List
. Profit Dollars: ($255.DD)
Item Sell Price: GP Margin: (100 %)
Save and insert this itemn | At the end of your ling items v e
A

The New Line item From A Work Order Window will open allowing you to complete the

line item details for your proposal.

Work Order Fields

Vendor

Enter your DealerShip name here. Since you
are providing the services to your customer
your dealership name will be present as the
Vendor on the proposal. This is also how you
keep the individual resource (vendor) names
that have been assigned to the work order
from appearing on your proposal.

Description

The Description field is populated from the
work order Description and the work order
Notes fields entered when creating your work
order.

Product/Service

Select the Product/Service that reflects the
services

GP Margin

You can add a GP margin to calculate the sell
price of your work order

Iltem Sell Price

You can enter a specific sell price on your line
item.
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Click on the Save button to save the work

Save L
order as a proposal line item.

The work order will appear as a line item on your proposal as shown below. The last
line on this proposal is the work order that was imported. It looks and functions like any
other line on the proposal.

¢« The Work Order part number will be the Work Order number assigned to the
Y work order when it was created.

The last line item on the proposal shown below is the imported work order line item.

Proposal 5630 @ User Documentation

# &

| Frujeit Info || Design || dnstall | | (e Getails | Perchase Orders | Receivabibes || Pavables | File Vaull | Service & funch || Ledger

Shaoviing 1« 6 of & Line 10ems for Prapesal 5630
e B e =8 0 FB &S
Lina 2! jnad, fne @ Office Seshng $ .

Ufa Char, Hhgh Parfonmanos &mas;
P E-4-5FK-GH Aluminum Base & Lavers, No Lum... $1.744.00 £2re04 §24E 80 £340.00 B %

L 5 o dnad, fne. © EredShidn &

Harry Bertoig Barsinal, bar
nergint, Ml Cover, Dlack

4zAC-14 frama #1,911.00 $305.76 £332.20 £3372.20 201 ¥y
Sectien 1 Tofal: SEG. AN 2%
Section 2
Lina & ¢ Fabrns fns - Gareral Surrsiyre Spas £
DTwsk, souare, with loge and a

g a4 wist: £1, 50000 £42000 S540.00 $1 12005 Y %
Sectien 2 Totak: §1,120.00 25%

Lna 5 ¢ Wanman M | Gerea FATHLES Sales -

stanualy entered praduct
description, M Char, arms
5 12345 s, Firish £1,.200.00 42000 FSG60.00 2, 60000 5 e

Lina & : Deater Choioe Sysiems © Delvery & instafaton

Instakation and PaErang
119 Eervires £0.00 E25500 §318.73 F214.7C 21 %

5,135,115 10T

Now that your line item is part of your proposal, you must run the finalization process.
After the finalization process, you can print, email or fax your proposal to your customer.
The next step is to create purchase orders on your proposal.

Another key factor of using work orders (besides hiding the resource (vendor)

“  names on your proposal) is that when you go to generate purchase orders,
Dealer Choice will create a purchase order for each of the resources you added
to the work order for you. When you create purchase orders for a work order line
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item, a purchase order will be generated for each resource (vendor) that has
been assigned to the work order. You need a purchase order for each resource
because you will receive an invoice from each vendor for the work they are
doing. You will enter these invoices against the purchase orders created from
the work order so you can pay your vendors.

Work Order Purchase Orders

Your work order must be a line item on your proposal and you must finalize your
proposal before you can generate purchase orders. You generate your work order
purchase orders exactly the same way you create product purchase orders. Click on
the Purchase Orders tab and then click on the Create Purchase Orders icon. You can
create the work order purchase orders by selecting the work order line item only, or by
selecting all line items on your proposal.
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= E

-

Create Purchase Orders

Review Your Purchase Orders
%-- Back

Place Orders

Please review your purchase orders before completing this step. The following purchase orders
will be created and are summarized below:

—#1 - Dealer Choice Systems

Purchase Amt:  $45.00
In House PO
Submit ¥ia: | Don't send, just let me print it ¥

Company Loge: [DCs_addr_2_ipg.jpg
¥ Print Loga?

Atfach Files:  |[Knoll,sif o

PO Comment: |

Ship To: Test Customer I
123 Main Street
Catonsville, MD 21228

Shipping Contact: |

Contact Phone: | |

Contact Fax: | |
Req Ship Date: v
Req Arrive Date: v

Deliver Between: [mm/dd/vyyy |

[mm fdd fyyyy |

Purchase Order ' Thank you for your business! Please accept this
Footer Message: |proposal by sighing below.

Items To Be Purchased (1):
Product Qty Item Mo. Item Cost

Delivery & Installation 1 119 +£45.00

—#2 - Test Yendor
Purchase Amt:  $200.00
In House PO
Submit Via: | Don't send, just let me print it ¥
Company Logo: |DCS_Addr_2_jpg.jpg
¥ Print Logao?

Atfach Files:  |[Knoll,sif o

PO Comment: |

Ship To:  Test Customer I
123 Main Street
Catonsville, MD 21228

Chinnino Contact:
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In the example above, the work order line item was the only line item selected to be
converted to a purchase order. On our example work order, we added two resources
(Install Service and Truck Services) so we will end up with two purchase orders. You
can see in the image above that two purchase orders will be created from our work
order line item. The purchase orders will be to the vendors associated with the Install
Service resource and the Truck Services Resource. In our example, the Install Serivce
resource is associated with Dealer Choice Systems and the Truck Services resource is
associated with the vendor Test Vendor.

When we click on the Place Orders button, a purchase order will be created for each
vendor on the work order and the purchase order(s) can be viewed on the Purchase
Orders tab as shown below.

My Propesals

Proposal S630 1 Useér Documentabion

* g

_F_'Eq-]ﬂ_:l_ll'l_fp_ I:I_!_s_-i_n_n __!mtu_ll__ | tem u_eyil Purchase Orders ] _er:ndud:lea_ Payabirs ] _I-Il-r. 'l'wlt____'hemu B Fu-r.h__ | Lesger

Slovring 1 - 6 of & Purchase Orders For Progoss] 56030, Pagaioll 1

& = &
Lruatinn Date ¥endor Pl iscd Sent by Orilér Aminint

2013TET-
g4rT Jan Sth JI7 L24dpm Harman Milkar Gengral Furmirs Sakes HiA §2.100.00 |
=1 Jun 1dth 2017 3:97am Dwalee Choice Systems Delivery & bnstallaban Mia £45.00
BERE Jun 14th 2017 &:57am Tosk Wenoior Dalivary B bnstallaton e f¥200.00 |
TET-8200 Sep 29th 2018 2:0%m  # knoll, Inc. f1oe-122 Dividerds Horizar, Cffee Sestrg, Kn A =0 e -
T=T-84032 Moy Ethi 2016 1:20am Tekreon Irc Genersd Fumture Salss Hia F340.00

T=T-3404 Mav Eth 2016 1:2Gom Harman Millar Genaral Fumibure Sakes Hi& §2.100.00

As you can see in the image above, two new purchase orders have been created. A
purchase order for each resource (vendor) on our work order now exists. You now
have purchase orders that you can send to the respective vendors. When you receive
the invoice (payable) from each vendor, you will enter the payable with the purchase
order number that was created here so you can pay your vendors.

Ledger Tab

The Ledger tab displays a snapshot of all the journal transactions that have taken place
on this proposal. User permission settings determine which users have access to the
Ledger Tab and or the icon to create journal entries. If you have the necessary
permission settings, the Ledger tab will be available to you.

You can conveniently view the journal entries for this specific proposal from the Ledger
Tab.
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| wewosass

Proposal 5630 1 User Docomentation

WoE

| Prajact Infs | Dwsign || nstall | lum Dotalks || Puechoso Orders || Receivabies || Payablos || Flie Voult | Service b Punch | Ledaer
Shaving 1 - 75 af 27 Jnwnal Eutries fer Propesal 5630,

Pamilof2 L3 2

Datef Time

QLA 20T 5100 am Ridjustrrant 120 -
Cundovpar, Tasf Cunfimmar 120 -
SR LT
OZLLZ0LT 2108 pm Inwmce 400 -
Feat Livar 510 -
11
11M8/2018 1:3% pm sl 200 -
| Mendor: Hermoar MR 117
Swmnk Liser
1LOR/Z008 §:26 pm anl Inn -
Vendar: Todoy fne 117
Samnke Liser

Acgouras Recereghle

Accnunty Becsrvable

Ravanus

Cast of Gosds Snid

T = ek In Progress (w10

Accnurds Fayahle

Waork In Prosgress [WIR)

Actaurts Payahls

wark In Progress (&1P)

Momin Debit Crodit
applying customer orad® 1o invoice §zo0.00
Applping curtoma—r craid# o ivsics 0O

#END.08 $2nn.nn

Genaryl Furiture Salss [12M5)

sanaral Furriturs Sales (173959) §2,100,00

Geenaral Furnibure Sales (12345) §2, 10D Dl

$2,000.08 @ 10000

Invaicn k. Hid-S&80 7,100 Ol
§2.A00.00

$2,000.08  §32, 000000

Invae Na. 234904 FE40,00
840,00

fEdb. 08 fEai 00

PP PSR R *

The Ledger tab displays all journal transactions that have occurred regarding this

proposal.

Ledger Tab Icons

There is only one possible icon that can appear on the Ledger Tab and that is the
Create a New Journal Entry icon.

My Propesals

Proposal 5630 1 User Documentation

* [

Project lnfo | [esigs I Install | 1em Detwils || Perchase Ordern || Fecaivabies || Payabbes || Fils Yosll || Secvics b Pusch | Ledigern

Showiimg 1 - 25 al 2F Jowrnal Entries for Proposal 5620,
Create & naw]num:l Gﬁw lean

Ppelntz 12 =

Date f Thine ArTiiumt
| DL T 00 am Ad ey 130+ Aoctents Retevabls
Casfomart Tert Curfimar 130 - agopgnts Rsosevabls
Farnale Lier

Ledger Tab Icons

Mamn Dadhit
Applying cubtomes oredt o wediia §200.00
applying cutnmer ored So iregicn yzoooo

FZ08.00 FE00.03

Create a New Journal Entry

Click on this icon to open the Make Journal
Entry Window
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Quotation Document Processing

Dealer Choice now includes the ability to create a quotation document. A quote is like a
proposal except that purchase orders, invoices and payables cannot be created on a
quote. The quote document is strictly for pricing. A quote can be converted to a
proposal when you are ready to start placing orders by users with the appropriate
permissions. The quote document remains intact as a quote even after it's been
converted to a proposal.

Setup

Before quotes can be created, a Quote Seed Number must be set in System
Configurations AND users and/or groups of users must be issued the appropriate
permissions.

In System Configuration > Company and System Settings, find the field “A Seed
Number to Proceed Quotes:” on the top left. Enter the prefix you would like the quotes
in your site to have. A screenshot of the field is shown below.

System Contiguration & Settings

System Setings

sers B Gogups | | Inactive Lisers| Company B System Settings
Systeim Sattings | Company Lnttings Products & Services || Resosrces || Cammlzsioas & Overhead

Update Settings |

& seed rsmber to precede guates; If @ customes Falls short of the required deacait, what percert threshold
wildd prevvant POVYs Prom being cur?
Q2G21

[E =]
& sesad ripmber to pracede groposal rambas
Fopter massage to be pinted on af proposals
B0
Thank you for your busness

Makt propnsa rambsar o s
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There are two new permissions in the Proposals permission set related to quotes:
Create Quotes and Convert Quote to Proposal. The new permissions are displayed

below.

Edit User : Test User | x|
B cashboard 8
IB Project Managemant
& rreposals

| Check All
View Proposal List Edit Proposal Details Delete Proposals
View Proposal Details Create New Proposals Edit Print Preferences
Proposal List Export Display Profit Dollars | Display Commission Dollars
Restrict Proposal View to | Restrict Proposal View to Restrict Proposal View o
Sales Rep Ownership Secondary Rep Sales Coord
Lock Proposals Allow Append Proposal

Number

— Quotes

1 Create Quotes

L Convert Quote to Propossal

=

r— Design Info

r~ Project Infao

View Project Infio View Design Info

Edit Project Info Edit Design Info

L

= Install Info- ~ Item Details-
View Install Info View ltem List L Create Line
Items
Edit Install Info View Ibem =
Detalls L Delete Line
Items

) Edit Line Items

r~ Purchase Orders r~ Customer Recervables

I =

Create a quote icon in the Proposal List view

Any user or member of a group that has the “Create Quotes” permission will see the
“Create a new quote” icon ( | ) in their Proposal List view.

Home — Customers  Vendors  ARD System  Acoountng  Repots  Dashboard  Help & Communications

Propasal Number:

F JEm  Welcome,
.’i [Logout)

sEALERm o

Messages (7)

Hello ]

My Proposals

Showing 1 - 30 of 31 Proposals, Pagetof2 12 =

Proposal Number: | | Go B Sen Options

Propo wml No, - £

Customer

Create a New Quote

Description Creation Date Salcs Rep
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A Quote proposal status search option has been added to the Proposal Search. See
screenshot below.

Proposal Search
Search Proposals M E3

Filter your proposal search criteria below:

rCustomer PO Numibses

| — Progasnl Number

| — Activefdrchived——  —User Filter

| w Alf S3les Reps - Salés Rep
| . ; II:.;W Haring Include L Secandary Rep

In [0 sales Coord

— Proposol Status = 1 Permission User
h:
— - Test Lisar Searc ) Dessigner
g H - L Project Manimges

J Proposed 1 [ Search By Customer

I' Booked I
| Invoiced

“— Punchlist — I L
B Tltumplete | | —Purchase Order Number

— Locked Proposals———— 7 Casstom Status

W W

— Eremm/ Party Product Mumber

— Acknowledgment Number -

Proposal Description -

You can also sort your Proposal List view with the new filter options which include the
Quote option. Those new filters are listed below.
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Proposal List Sort Options

Sort Options
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Creating a Quote

To create a quote, click on the Proposal List icon called “Create a new quote” and the
“Create a New Quote” edit window will open as shown here.

Create A Mew Quote _§ !

Project Info || Design || Install |

Quaote Description: * Quote No: *
| Q2021-1210
Customer: * [ | Sales Rep: * .
Custemer PO | Secondary Rep: [ I

Sales Coord: |

Propose To: * [ ' B&D Firm: Ik,
Contact: Contact:
FKPI-‘EI:G’I’I 'qug el T 13 » | 2021 -3 Chrder Type: i\ilm'n'lal b
Date: §
. Quobe Status: bl
Probable Close " :
Date: Status Mote: |
Probability: | ol %% Flag as
ol F
Commussion w EORiprERE
Team: Active/Archive: | Active

Quate Motes:

Save Quote |

The quote document functions exactly like a proposal. Any proposal permissions a user
has will be applied to the quote process. Only the Project Info, Design and Install tabs
are available until the quote is saved to the database. Once it has been saved, the Item
Details tab will be displayed.

The image below shows an example of a quote that has been saved.
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Quote Q2021-1212 : Quote Test

- i o
Project Tivlo || Desbgn || Eostasll Leeat Dhitmils
(el Descriplion: * Criate Ma: * Appeie] Lo Drisle Maos
Ot Test ROF1-120F I
Customser: ™ | Fast Prospect Test Gales fep: ® [Dawe Harding
100 Maln Street i fiais
Baltimare, MD 21228 Y
[et]
[eit Sabes Cooed:
Crusbomdr Pk
Prapide To! * Farst Prospect Test AR Firmm -
10 Main Sirest i
Baltimore, MO 31236 Conza
[oesit]
nntac -
Expirateon Date (g w13 wizozl o9 Ortirr Tper:: | Mormed =
Probable Close Date - Cucte SEEDsS w
Probabildy 0}

Commmekiinn Temm e Flag w4 c0

Qe Holes

\aid g note |

You can perform all proposal tasks on a quote that you have permission to through the
Item Details tab. No other tabs available on a quote. The quote document is strictly for
pricing and product negotiation.

The quote document includes the requirement that the quote be finalized before the
quote can be emailed, faxed and/or printed. This allows you to include any possible
vendor fee’s that may apply. You can always over-ride any finalization suggestions to
prevent any additional line items to be added to your quote.

Printing a Quote

We have included a new quote (and proposal) print option called “Document Title”. The
default text on a quote is “Quote” and the default text on a proposal is “Proposal”.

This new field allows you to enter any text (up to 20 characters maximum) you prefer to
have as your document title.

New quote and proposal print option “Document Title:” is shown below:
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Print Quote

Quote Print Options

Print Prefs:

Company Logo:

General Print Fields:

hold cnerl key for multiple

Line Item Print Fields:

hodd critrl key for multiple

Quaote Details:

Quote Date:

Quote Footer Message:

Include Quote Trailer?
Cocument Title:

Save These Print

Preferences?

O

— 2

| Select my print options below >

DC_logo_with_email_-_FINAL jpg v |

Print Logo?

| Print Logo on First Page Only
{Proposal Description
|Proposal Totals

| Group Totals

{Page Break After Groups

| Group Summary

L SR

Line Numbers
Vendor Name

Product Mamie
| Item Number

Itemn Description

_Jtem Quantity

| Print Line Item Details

Jui_v]14 v]z021 |

Thank you for your busness!

EQunte

Converting a Quote to a Proposal

Once your quote has been finalized and when/if you are ready to start ordering product,

the quote can be converted to a proposal.

SYSTEMS, INC

E _

Print Quote |

A Purchase orders and customer invoices cannot be created on a quote.

The “Convert quote to a proposal” function acts as a clone process to create a proposal
using the same exact number as your quote, except the proposal will use your site’s
proposal prefix, if you have one defined in your System Configuration.
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To convert a quote to a proposal, click on the Convert quote to a proposal icon on the
Item Details tab of the Quote.

Quote Q2021-1212 : Quote Test
L b

a8
F'ru'p_e_r.'_l ]_r_l_h i l:leunn_ l_uull || Ttem Details

Showding 1 - 3 ol 2 Line lems for Progosal GA31-1213. Shoswlng: | AN w

E " [T ¥ Inactive Lines: O
¢ H 8 Ce e EYAELTIE 2 Ordered Lines: 0
Trnsced Lines: O

Teewn Moo Iierm List IReim Cost Tresn Sl Ext Sl

Convert Quote to Proposal

Clicking on this icon will produce a dialog pop up asking if you are sure you want to
convert your quote to a proposal. Once you confirm, your proposal will be created as
shown below.

PFroposals

Showing 1 - 30 of 5 Proposals. Papelofd 1 23 2

Proposs) Number: Ga B son Options

Creation Date

2021-1282 First Prospect Test fuote Test Thaa 201 3:30 pm o
fia

Qa0T1-1212 ) First Prospect Test Quote Test 7114/ 1 3:03 pm o

In the example above the quote Q2021-1212 was converted to proposal 2021-1212.
Proposal 2021-1212 can now be used to create product orders and/or perform any
other normal proposal related tasks: receive customer deposits, create purchase orders,
enter payables, etc.

¢ Your quote document will remain accessible in your Proposal List view.
“ You can only covert a quote to a proposal once.

CRM prospect and Quotes

Quotes can be created for CRM prospects (they do not have to be in the Customer
database). Prospects can be assigned to the Customer field, the Install Location field
and/or the Ship To Location field. This requires that the CRM be in use and you have
permission to the Quote function.
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Proposals Direct Bill

Direct Bill proposals are proposals where you need to invoice a vendor, or multiple
vendors, for a dealer commission or dealer service fee and the vendor(s) will invoice
your customer directly. Typically you will not be invoicing your customer for the product.
You are not technically buying the product from the vendor(s) but you are the dealership
on record for carrying the sale. Your sales numbers will reflect the total sales. You can
invoice your customer for product on a Direct bill proposal and invoice the vendors for
your commissions. You also have the option of invoice the vendors for the full sell price
of Products or Services that the vendor does not provide. You will typically invoice the
vendor for Installation services that you provide so you need to invoice for the full sell
price of that service.

You do not have to create multiple proposals to be able to invoice each vendor. You
can include your entire product on a single proposal.

Direct Bill processing tales place in three steps.

1 - Designate the proposal as a direct bill order type on the Project Info tab.

2 - Select the vendor(s) that will be invoicing your customer for the product during

proposal finalization.

3 - Select either the Sell amount or Commission amount to invoice to each
vendor.

The first step to creating a direct bill proposal is to change the Order Type field on the
Project Info tab to Direct. There are two options for Order Type on the Project Info tab;
Normal and Direct. In the example below, the Order Type for this proposal has been
changed to Direct.
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Step 1: Designate your proposal as a Direct Bill proposal

Progosal 5332 | Direct Bl Exampele

L | o

Froject Info || Besign || lnstall || lom Oetails || Purshese Orders | foceivables || Payables | File Yoult || Service & funch | | Ledger |

Propecsl Desoription: * Denpasal Mo *
:I:I.h'rl:t_'ﬁ_lll' Example : 3332 :
Custorner: * [fast Customer e Sales Fop: * fTestilaer

i&3 Main SEresat i 7 o
Bolbrmara, WO 21228 Serondary Hepl |

lacit] [anga kil vo]

Sdles Covrd
Caustamer PO
Propose To! ® [Fagt Customer BAD Firm &
123 Main SZrest .
Daltimarg, MO 21220 EL
lsari]
Cantact v
Evpiraton Dabe! ayg v | za v Z01s |[F] :DD"."-lvl Typpg- |Darggh @
Prabahlka Close | Praposal Status -
LA Status Hote
Prabatiity [P LY
AftheaAichive: |Amee @

COOTHTis SN Faam! -
Flag as coenplata

Propasal Hobes:
Linthsd 3 =ecia]

A Direct bill order type proposal processing is slightly different than a normal bill
proposal type. You create your Direct bill proposal exactly as you create any other
proposal and you must select Direct as the order type on the Project Info tab.

After designating your proposal as a Direct order type, create your line items as you
normally do. The line items can be imported from a specification file or manually
entered or copied from an existing proposal. The next step of working with a Direct bill
proposal occurs during proposal finalization. Below is an image of our direct bill
proposal with two line items. The product and installation lines will be invoiced to the
customer by the vendor. In this case, we will invoice the vendor for the commission
amount on the product line and for the full sell price on the Installation line because we
are providing that service to our customer, the vendor is not.
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Proposal S33% ¢ hirect Bill Example

- % B

| Project ke || Design | Bestall | Bresn Defadls .| Pupthase Grdars || Bacslyables | Paysbles || File Wault || Service & Punch | | Ledgar

Showinn 1 - 2 of 7 Line Items for Prepasal 53332,
¢ BT e = = O ® 8 Lo @

It M Ieen Dasir I ILisT ItEm Cast Tiein Sall

Line £ Takakon Toc | Aty
1 1234 Prodlixt Desiriphon F270.40 §332.80 §470.40 F4T0 40 5%

Line 2 Dealer Chokoe Sysfems ¢ Davery & Insalfadion

Receve, Deliver, and [nstall
1 ROI Proauct 142,85 f$100.00 E14Z 8E EL4Z 86 0%

$613.26 PO LT

Our proposal is ready for finalization so we can create purchase orders for the product
and Installation services.

Since the proposal is designated as a Direct bill, you must now select which vendor will
be invoicing your customer for the products and services on the proposal. You select
the vendor(s) that will be invoicing for the product in the finalization window.

Step 2: Select Direct Bill Vendors
T

Proposal 3337 ¢ Direct Bl Examygsle
" * F

Freject Info | | Design | | Install '.-lern I:Hll:ull; | Purchase Orders | Receivobles ;Plplﬁll-:. | Flie Wasit | Service & Pench || Ledger |

Firmafize Projposal
LLLE 154

iefgre prreng, emalng, or Fasrg your groposal you must mark £ as fingd. Tha finalzanon funtoons shown bakow wil be
pertarmad and added ta the proposal

T prévent any Changes helow from being sepculed, simply uncheck that item,

Fimaliration : Direct Bill Vender Information

of tha senoons) kstad below, ploase indicate which ventonz) gnould be traated 35 diecs bl vendors. Muttipis vandors
may be combined into a sogle drect bil vendor f are verdor i= handling the paper for multpls vendors
Dealer Chedoo Systems Dyracx bl ta Deakar Choice SyEtame [
Total Sal: F142.E6
Toksl Cosk: £100.00

Carect bl to Tekniom Inc
Traal a2 a rarmal (apen) market busness

Teknion Inc Cirpct bil to Deaber Choe Systems L
Tokal Seli: 470,40
Tobad Copt. $352.80

Flaalination : AEsign Youe Sabes Tax Rubis

o T A A
Thers are tax rulss established withn the state of El.:;.'uL:tH::T ::: e
MARTLAND, Pleass detaming whith tas ndes shoud IR
be appied to this promosal. =SSN ¥R
« Catorsals {1%)
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In the example above, each vendor on your proposal will be listed with the Total Sell
and Total Cost amounts of their product contained on this proposal. In the drop down
selection box to the right of each vendor listed, you select how this product is to be
invoice. The drop down selection box lists each vendor that is used on this proposal.
You can select which vendor will be doing the invoicing for the product here. The last
option, "Treat as normal (open) market business" allows you to invoice your customer
for this product line. If this option is selected then you will be able to create an invoice
to your customer for this vendor’s product.

“  If the vendor options selected during proposal finalization need to be modified,

~  you have the ability to change these settings during the Invoice Preview process.
A single vendor can be selected to invoice for all the products and services on
the proposal or each product line may be invoiced by the vendor providing the
product.

In our example above, we have selected the vendor Teknion to invoice for our product
and for the Installation services. You will choose to invoice the selected vendor for the
commission amount or the full sell price of the product/service during the invoice
creation process.

In the example above, we will generate two purchase orders, one for each vendor on
this proposal.

Step 3: Invoice Direct Bill Vendors

After the product has been received and installed you are now ready to invoice. You
create invoices from the Receivables Tab by clicking on the Create Customer Invoices
icon and selecting the product lines to be invoiced.
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Craate a New Customer Invoice

Review Your Invoices
e Badk [Creske Inuoica |

Yousr invoice preview' 15 shown below

e or mere vendors are listed as direct bill vendors, therefore the invoicoe preview below hay been separsted according Lo dired
billing ;endur. If any of your line items were listed as normal open markent business, a standard customer invoice has also been
created.

'1"- vou may thangs the direct bl setup for you vendor(s) by dicking bere,
Please review and make sure there are noerrors, Whsn you are ready o contbinue cick 'Create Invons'

Involce Preview : Teknlon Inc Items To B2 Invoiced (1)
Irwdice To: Tekmion I 1 Item Descr Ewt Sell Commissien
— 1.00 Product Description 447040 $117.60
Commissian: $L17.60 *
Inyoice Datat jun * (14 ¥ Qo017 0
Bubmitvia:  Mail
Submit T: | Teknion Inc
350 Felowshp Foad General
ME Laurel, KD 09054
remit Ta: | Dealer Choice Systems ™
Company | 210%58_Loga_I1IPG bl
Loga
# Print Logo?
Print Prafs: | Select my print cptons *
Inwdice Preview : Dealer Choice Systems [tmms To B Invoiced (1):

Irwaice To:  Deadsr Chowca Syshems Lbwem Beser Commissinn

1,060 Reo=me, Deliver,., $142 .06 42 08

O=alar Shaice Syrtame

Commission: $42.96 *
Invoice Data: 3.0 » "14 v 2017 0 H
Submit Wia: Mal w
Submit To:  pesler Choncs Sysbams

1007 Frederick Foad
Cabomsville, MD 21228

Famit To:  Desler Chome Systems v

Company | 21058_Laga_ TIPS "
Logo: .
# PrintLogo?

Pt Prafs: | Salect my print cotons T

In the Review Your Invoice window on Direct Bill proposals, you will be presented with a
link that allows you to change the direct bill vendors selected during the proposal
finalization process if necessary. At the top of the Review Your Invoice window you will
see the warning symbol noting that you can change your vendor selections if you want
to.
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Craate a New Customer Invoics i3 E

Review Your Invoices
=o- Bk Craats Involce

YOUr invousa reEview (9 shawn below

One or more vendors are listed as direct bill vendors, therefore the invoice preview belove has been separated acoording to direct
hHan:endnr. 1f any of your line [tems were listed a5 normal open markent business, a stondard customer invoice has also been
craatad.

A You may changs the direct bl setup for you vendoris) by dicking hers,

Change Direct Bill Designation

Teknian Inc

Direct Dill bo Tekmon Inc L
Total Sell: $470.40
Total Cost: $352.80
Giealer Choice Systeins . .
T Direct bill ba Daalar Choice Systems v

Tetsl Sell: §142.86
Total Cost: $100.00

Femit To! Dealer Choice Systems

Company  21058_Logo ILIPG X
Logas
# Print Logn?

Print Prefs:  Select my print conons v

Inwolce Preview : Dealer Cholce Systems Ixems To Be Invowsd (1)

Irvheca To! Dealer Choiee Bystems Ttem Descr Emt Sell Commission

1.00 Rezaive, Delives,.. 4142 .86 $42 86

Pealar Cholor Sysbaane
Commisswon: $42.86 *

Invoice Datal Jun * 4 T RO0LT E“
Submit Wia:  Mad *
Submit To!  Dpater Chosce Systams

1007 Frederick Road
Catonsville, MD 21228

FEMTTo! Dealer Chows Systems v
Campany 21058 Logo_ILIPG -
Loga!
< PrntLogo?

POnt Prefs!  Salect my print opbong ¥

The Change Direct Bill Designation window will open allowing you to change the
vendors that are to be invoiced by you. If you make changes to the designated vendor
in this window, your Review Your invoice window will update with the selections you
have made. If you select the "Treat as a normal (open) market business" option for all
the vendors on your proposal, then you will be creating a single invoice to your
customer for the sell price on your proposal. This will result in a Normal billing condition
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meaning that the Direct Bill order type was not necessary on the Project Info tab. You
can invoice a vendor, multiple vendors and your customer on a Direct Bill proposal.

Creats a Mew Customer Invoice

Regiew Your Tnvaolos
= back Creats Invois

Your invoice pravaw & shown below,

e or more vendors are listed as direct hill vendors, therefore the invoice preview below has been separated sccording to direct
billing vendor, I any of your line items were lisbed a5 normal open markent busingss, a standard customer invoice has also been
created,

1 ou mizy change the direct bill sstug for you vendoris) by ghoking hers
Piaase review and make sura there are no emars. When you are ready to conbnue dick ‘Create [nwaice’,
Invalce Previews : Teknlon Inc [tems To Be Inwoiced (2)

Imwoice Toi Taknion ine ¥ Item Deser Eut 5=l Commission

100 Froduct Descriphan 470,40 4117.50

Takaiiar ingi
Commission: $§117.60 ¥ 100 Batetve, Dallves-, 142,86 $47.86
Danlar Choice Siestame

Total Sall; §142.86

Invoice Date: | [Jun v |22 7 |Foa7 |EE
Submet Wia: | Mail ¥
Submi To! | | Takeson Ine

350 Fellowship Road General
Mt Laured, N DEDS4

Femid To: | Dealer Chaice Systems ¥

Company | 2E056_Logo_ [P0 ¥
Logo:
* Bk Logao™

Prnt Prefs: | Select my pent options  +

In the example above, we have selected to invoice the vendor Teknion for the
commission on the product and for the full sell price for the Installation service line item.
You select the amount you are invoicing for by selecting Commission or the Total Sell
amount from the drop down selection box under each vendor’'s name.

¢ We are invoicing the vendor Teknion for the Total sell amount of the Installation

“ service line because Teknion will be invoicing our customer for the installation for
us. We need to receive that amount from Teknion as well as the commission on
the product line item.

Creating the Direct Bill Invoice

Our invoice to the vendor will be created for the commission amount on the product line
item and for the Total Sell amount of the Installation line item as shown below.
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| DEALERCHOICE SYSTEMS ~ Customer: Teknion Inc Direct Bill Invoice
e i i Sales Rep: Test User 3034
Proposal: 5332

Invoice Date: 6/14/2017
Due Date: 7/14/2017

Customer: Installation Location:
Teknion Inc Test Customer

350 Fellowship Road General 123 Main Street

Mt Laurel, NJ 08054 Baltimore, MD 21228

Direct Bill Example

Item No. Item Description Qty Ext Sell Ext Comm
Line: 1 Teknion Inc - Ability ;) $117.60
1234 Product Description

Line: 2 Dealer Choice Systems - Delivery & Installation 1 $142.86

RDI Receive, Deliver, and Install Product

Ploase remit payment to: I .,
Dealer Choice Systems

P.O. Box 21058 Invoice Total.....c.ccooeeiiiiiiiiniiee e . 5260.46

Baltimore, MD 21228
877-769-1865

This invoice allows us to receive our commission payment as well as the full sell amount
for the installation service. When the payment from the vendor is received it will be
entered against this invoice.

Project Management

The Project Management menu is accessed from the Proposals menu in the main
navigation menu. There are two menu options available under the Project Management
menu; Install & Delivery Schedule and Work orders. This option is intended to be used
as a tool to view scheduled installations and deliveries. This gives anyone that has
access to this feature instant information as to what projects have been scheduled and
when.

The information displayed on the Installation & Delivery Schedule is currently
only available to users of your site. There is no print or export option. This
information is intended for in-house project managers to manage and schedule
their project installations.

.".!f
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The menu path to the Installation & Delivery schedule is shown below:

Install and Delivery Schedule

The Installation & Delivery Schedule will display any proposals that have a Scheduled
install date entered on its Install Tab. The schedule gives an overview of projects that
are due to begin installation. In the example below, we can see that we have a
proposal with a scheduled installation date of June 15 through June 19.

inztallation & Oelivery Schedule

San Mon Tup Wed Thu Frl Sal
i #e ] 1] 3 o o oz
m4 LIk L] L (L ] oy i
ii iz i3 B4 is ia a7
Tae cuitnmer | 5530 Tt Customar ;| S630 Test Customer | 5630

The proposal schedule entry is a link to the proposal. You can click on the schedule
entry and the Proposal Installation Details window will open. You have access to the
Project Info tab, Install Info tab, File Vault tab and Work Orders tab on the proposal as
shown below.
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Proposal Installation Details (_ |l x|

Proposal 5630 : User Documentation

[open this proposal] Project Mngr: | | [azzign me]

Project Info || Install Info || File Yault || Work Orders |

Customer:
Test Customer Install Date: [Jun ¥ |15 ¥ El
123 Main Street
Baltimare, Install End Date: || v |[1q v E|
mMD 21228 .
[edit] Start Time:
| |gow v
Contact: Bldg Mngmt POC:

Install Location: Mew Test Customer Shipping Location: Mew Test Customer

111 First Street 111 First Street
Map It - -
Han L Catonsville, Catonsvyille, MD 21228
[I"-'1D ]21228 [edit]
edit
-

There is a link at the top of this window called [open this proposal] which will open the
proposal and allow access to the proposal information based on the users permission
settings.

The Project Mngr: input field also allows for a Project Manager to be assigned to this
project. You can enter the first few characters of any employees name and select the
appropriate project manager from the list or you can click on the [assign me] link to have
your name automatically filling in as the Project Manager.

When a project manager has been assigned to a project, the assigned proposals will be
listed in the My Jobs frame above the Installation & Delivery Schedule as shown below.
This gives the Project Manager quick access to any of the projects that have been
assigned to him/her. They can click on the any of the assigned jobs link to instantly
open the Proposal Installation Details window. This removes the need for the Project
Manager to have to search for projects assigned to them by clicking on projects on the
schedule.
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My Job= {15;
Test Cusstomer ; 3430

Installation & Delivery Scheduls

Gamn Mon Tue Wed Tha Fri St

B 0 3 R o1 o2 [k

o4 05 (1) ar 04 oo i

11 12 13 14 15 16 17
Tk Customear ;. 5630 Tk Customer : 5630 TRst Cusatomss ; SE30
Deaier Claane Adnoin Doy oo A Daaker Chowa ATmin

1B 19 20 21 22 3 4

Tast Customer | S630 | | Task Customer : SEZ0

Cmakar Chowd Samin D Chaoicw Adimin

23 ra 7 28 9 L ol

Project Info Tab

From this view you can edit (permissions based) the customer (or Bill To) information,
Install Location and the Shipping Location. The Install Date and Start Time can also be
edited from this view.

Proposal 5630 ! User Documentation

[open this propasal] Project Mngr: | | [assion me]

Project Info || Install Info || File ¥ault || Work Orders |

Customer:

Test Customer Install Date: [Jun ¥ |15 ¥ El
123 Main Strest
Baltimore, Install End Date: || v [{q v E|
MD 21228 i
[edit] Start Time:
- v oo v

Contact: Bldg Mngmt POC:

Install Location: Mew Test Customer Shipping Location: Mew Test Customer

111 First Street 111 First Street
Map It - -
(B ie Catonsville, Catonsville, MD 21228
[MD j'2122El [edit]
edit
-
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Install Info Tab

There are no input fields on this tab. This tab displays information that is in your
proposal.

Proposal Installation Details M E

Proposal 5630 : User Documentation
[2pen this proposal] Project Mngr:  [Dealer Choice Admin | [azsian me]

Project Info || Install Info || File ¥ault || Work Orders |

Site Information:

Mo, Floors: O Dlvr Nrml Hours: Install Nrml Hours:
Building Restrictions: Loading Dock: Freight Elevator:
Stair Carry: Move Product Prior: Ococupied Space:
Permits: Certificate of Insurance:

Product Information:

Task Seating: | | QT

Guest Seating: | | qmr

Drawings Provided: wiall Mntd Product: Power Poles:
Wiood Trim/Elements: Multiple Trips:

_‘s\ L |

File Vault Tab

The File Vault tab does allow for files to be uploaded to the proposals File Vault. File
can be deleted from the vault as well. To upload a file to the vault from this tab, click on
the Browse button to search for the file(s) you want to upload.
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Proposal Installation Details M E

Proposal 5630 : User Documentation

[cpen this proposall Project Mrgr:  [Dealer Choice Admin | [assign me]
Project Info || Install Info || File Yault || Work Orders |
showing 1 file, i Choose File | Mo file chosen ‘
File Name File Type File Size
(¥ knoll sif SIF 317 KB
-
|
Work Orders Tab
The work order tab displays any work orders that have been created for this proposal.
The work orders can be viewed, printed and edited from this view.
Proposal Installation Details M E
Proposal 5630 : User Documentation
[2pen this proposal] Project Mngr:  [Dealer Choice Admin | [2ssian me]
| Project Info || Install Info || File Yault || Work Orders |
Showing 1 - 1 of 1 Work Orders.
Order MNo. Order Date Description
Installation and Painting
119 06/13/2017 Services
-
|

If any changes have been made that you wish to retain, click on the Save button after
your changes are complete.

Work Orders
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“»  Work Order are discussed in detail in the Work Orders section In the Service and
~  Punch section of this document. See that section for details on creating and
editing Work Orders.

Work Orders do not have to be created from the Service & Punch tab on proposals.
The Work Orders menu item allows direct access to creating and editing Work Orders
without having to open a proposal first. When you click on the Work Orders menu item
the Project Management window will open and it will display Pending work orders and
work order that have been marked as Complete.

Bropect Mansgement

Pending Work Orders (1)

€] OSmaie017 9:3% am ¢ Bass Cumtamar | : 9470

Shoyring 1 - 12 af 12 Work Orders. Pageiofl 1

Cieder Dals

115 SEid Tt Custmer AR 12052016 e
116 # 625 Tt Customer Projact Managemant CRIZLIZLE Tastd L

ns z2a & JELIVERY SN SETUR SECTIHG 212201 Test Li=er L

Pending work orders are work orders that have not yet marked as Complete. Work
orders can be created and edited over a period of time to allow for all the appropriate
information to be collected. The work order is considered "pending" until it has been
marked complete.

To edit a pending work order, simply click on the entry in the Pending Work Orders list
and the Work Order edit window will open allowing you to update your work order.

The lower frame of this window displays all work orders that have been marked as
Complete. The details of any of these entries can be accessed by clicking on the entry
in the list. The Completed Work Order list also displays colored diamonds to the right of
the Work Order number. These diamonds denote the status of the work order. A green
diamond indicates that the work order has been ordered (on a purchase order) and a
blue diamond indicates that the work order has been invoiced.

The Work Order list displays very much like the proposal list. Several of the column
titles in the Work Order list are underlined meaning that they are links for sorting the list.
Click on any of the underlined column titles to sort the list in ascending order, click the
title a second time to sort the list in descending order.
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The work order list can also be sorted with the Sort Option menu on the right side on the
window under the pagination controls.

System

The System menu option is only available to users that have permission to view system
settings. You want to restrict the number of users that have access to the System
settings. Changing some settings without fully understanding the outcome can result in

Currently the only option available under the System menu is System Configuration.
This may be expanded in the future.

System Configuration

Click on the System Configuration menu option to open the System Configuration and
Settings Window. This is where you control user access to your site and configure your
site settings

System Configuration & Settings

System Settings

Users & Groups || Inactive Users || Company & System Settings

— Add & Fdit l1sers ( Tatal 11sers = A Total Artive llsers = 8 Tatal Active and 1 acked Hisers = MY

There are two tabs in the System Configuration & Settings window.

System Configuration Tabs

Users & Groups This tab is where you manage your system
users.

Inactive Users This tab is where you will see a list of the
users who are inactive in your site.

Company & System Settings This tab is where you configure your site
settings.

Users & Groups
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The Users & Groups tab is where your control access to your site. This is where you
manage your user and can set individual user permissions as well as assign users to
Groups.

System Configuration & Settings

System Settings

S T ST e —
| Users & Groups | Inactive Users | Company & System Settings

—Add & Edit Wsers { Total Users = 8 Total Active Users = 8 Total Active and Locked Users = 0)

Adrmimstrators
Customer Sarvice
Dhigrsign

GBP Group
Installation

Projact Management

Sales

(o ugee]
Mame Username Lock Active
Comm User Comm ¥
Drave H Dava ¥
Jen Jen b
Sales Coordinatar Sales ¥
Secondary Rep Secaondary ¥
Test Lsar Tast ¥
testa Lest3 v
Travis Trawis ¥

- Add & Edit Grouwps {7)-

[nae areus]

Group Mame Lock

Users & Groups Frames

Add & Edit Users

This is where you add, disable and edit the
Users for your site

Add & Edit Groups

This is where you add, disable and edit the
Groups for your site
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There is a link for adding users to your site called [new user] and there is a link for
adding new groups to your site called [new group]. Clicking on either of these options
will open the appropriate window for creating a new user or new group.

To edit the settings for an existing user or group, simply click on that entry in the list to
open it.
New User

To add a new user to your site, click on the [new user] link in the Users & Groups frame.
This will open the Create a New User window.

Fields followed by an asterisk are required fields and must be entered to save
your data.

The New User input window:
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Create New User

User Info

SYSTEMS, INC

™ E3

Mame: *

¥ Is this user active?

Flace a lock on this user?

User Mame: *

Passwaord: *

Login Date Restriction:

Administrators
Closed Period
delete test
Demo Users

Fram: v
Thru: v
IP Address Restriction: ||
User 1D: |:|
Cormrmission: || Mo Commission v
Email: * || |
¥ Receive messages % alerts as email?
Phone: || |
Faw: || |
Group: | Accounting

Save Llser

1

Create a New user Fields

Name *

Required field. This is the persons real name
and is typically entered as Firstname
Lastname in this field

Is this user active?

If this account is actively being used, check
this box to allow this user access to your site

Place a lock on this user?

By checking this box, you immediately lock
the user out of your site, even if they are
logged in

User Name *

Required field. This is the user name that the
person enters in the User name prompt in the
Dealer Choice login window. This input field

335
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems




.

- P

DEALER CHOICE

SYSTEMS, INC

in not case sensitive. You can enter the user
name ini any combination of upper and lower
case letters and the user name can be
entered in the login widow in any combination
of upper and lower case letters.

Password *

Required field. This is the password the
person enters in the Password prompt in the
Dealer Choice login window. This input field
IS case sensitive. If you enter PASSword in
the field, then the user will have to enter their
password as PASSword in the login window.

Login Date Restriction

You can restrict the period of activity of a user
account by setting a from date and a thru date
here. If the user tries to login outside of the
timeframe set here, they will not be allowed
to. You must make the account inactive and
locked to disable the account.

IP Address Restriction

You can restrict access to your site to allow
access from a specific computer IP address.
If you wanted to restrict certain users access
to access your site only from your office, enter
the IP address of your in house server here.

If the user then tries to access your site from
their home computer, the IP addresses will
not match and access will be denied.

User ID

This field allows to you enter an alphanumeric
identifier (5 characters max) for this user.

This identifier can be a number, letters or a
combination of numbers and letters. This field
is typically used on sales reps user accounts.
If this field is populated, then purchase orders
and customer invoices will include the User ID
as part of the purchase order and customer
invoice number. This helps identify the sales
rep associated with the purchase order or
customer invoice just by looking at the
document number.

Commission

This field is used to assign a commission rule
to a sales rep. The commission rule definition
will determine the commission this sales rep
is eligible to receive on proposals. Once
commission rules are defined in your system
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(Commissions and Overhead Tab under
Company & System Settings) the commission
rules can be assigned to sales reps.

Email *

Required field. Enter the users email address.
This address is used by Dealer Choice as the
From address in the Sender field on any email
messages sent from within Dealer Choice.
Replies to messages sent from Dealer Choice
will be received in the user’s normal email
client inbox.

Receive messages & alerts as email?

This is for future development. Checking this
box will allow any Dealer Choice message
and alerts to be forwarded to the user’s
normal email client inbox.

Phone

Typically this is the sales reps phone number.
This is a print option field to be included on
proposals and customer invoices in the
document header.

Fax

Typically this is the sales reps fax number.
This is a print option field to be included on
proposals and customer invoices in the
document header.

Group

This is where you assign a user to a Group.
Users can be members of a single group,
multiple groups or no group. Typically system
permissions are assigned to a Group. All
members of the group inherit the permissions
of the group so individual permissions do not
have to be assigned to every single user of
your system.

Save User button

After entering or editing user information, click
on the Save User button to create or save
your user information.

Editing an Existing User

To edit an existing user, simply click on the user entry in the User List to open the Edit

User window.
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Edit User : Test User [_ | %]

User Info | Permissions || Resources |

Mame: * | Test User

#| 1s this user active?

Place a lock on this user?

User Mame: * | Test

Passwaord: * | [abc |

Login Date Restrictiaon: From: -

Thru; v

IP Address Restriction:

User ID: |:|

Commission: || 50% Commission Rule ¥

Email: * | Test@abc.com |

¥ Receive messages & alerts as email?

Fau: || |

Phone:

Group: | |Accounting

Administrators

Closed Period

delete test

Demao Users b

Save Lser

When you open an existing user you will notice two additional tabs; Permissions and
Resources.

User Permissions are covered in the User and Group Permissions chapter.
Resources Tab

The Resources tab allows you to denote a user as a resource that can be used when
creating work orders. If you have an in-house design team, for example, and you want
to include Design as a resource on a work order so you can recover the costs of design
on your proposals, you can mark your designers as resources. Users of your site that
are marked resources are considered "internal resources" because your dealership is
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the vendor associated with this resource. Users of your site that are set as active
resources here can be included as resources on work orders.

Resources that are defined under the Resources tab under the Company Settings tab
are considered "external resources" because a vendor (or sub contractor that you use)
is the vendor assigned to these resources. See the Resources Tab section under
Company Settings for details on external resources.

Edit User : Test User M E

User Info | Permissions | Resources |

Resource Name: * | Test User |
Active?
viendor: |Dea|er Choice Systems |

Hourly Cost: Sell:

Daily Cost: Sell:

Half Day Cost: Sell:
Description:

/:
-

A

Resource Tab fields

This can be either the users name or a name
that you assign for this resource. You can
enter a resources name such as "Designer" or
"Designer 1" here, for example. Resources
added to a work order are selected by the
name you enter here.

Resource Name *

If this flag is checked, you will be able to
Active? select this resource to be included on work
orders.

Since this is an internal resource, the vendor
here will be your dealership name. Your

Vendor dealership must be an entry in your vendor
database.
Hourly Cost Enter the actual hourly cost of this resource.
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This can be the resources hourly wages plus
benefits or it can be any value that you want
to enter for the actual cost of your designer
resource. The Sell field can be used to enter
a value that is higher than your actual cost
(Hourly field). The Sell amount will be used
as the Cost field when this resource is
imported into a proposal line item.

Daily Cost

Enter the actual daily cost of this resource.
This can be the resources daily wages plus
benefits or it can be any value that you want
to enter for the actual cost of your resource.
The Sell field can be used to enter a value
that is higher than your actual cost (Daily
field). The Sell amount will be used as the
Cost field when this resource is imported into
a proposal line item.

Half Day Cost

Enter the actual half day cost of this resource.
This can be the resources half day wages
plus benefits or it can be any value that you
want to enter for the actual cost of your
resource. The Sell field can be used to enter
a value that is higher than your actual cost
(Half Day field). The Sell amount will be used
as the Cost field when this resource is
imported into a proposal line item.

Description

The description field is a free text input field to
allow you to enter descriptive text concerning
this resource. The text entered here is for
internal use only.

Save User button

Click on the Save User button to save your
changes.

The example below shows an internal designer resource definition.
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Edit User : Test User M E
User Info | Permissions | Resources |
Resource Mame: * | Designer I |
¥ Activa?
vendar: | [Dealer Choice Systems |
Hourly Cost: Sell:
Daily Cost: Sell:
Half Day Cost: Sell:
Designer I skill level
Description:
.
A

The resource is set as active and saved. It is now available for use on a work order. An

example of selecting this resource on a work order is shown below.

Yiew / Edit Work Order

Edit Wwork Order : 120
Scope of Work I Resources |

MNews Work Order Resource
<-- hack

Resource:

- . _________________|=

Description:

[Design Wark

Time Quoted:

[ | [Hourts) v

True Cost:
Internal Cost: £35,00

Save Resource

True Cost Ext:
Internal Cost Ext:
Internal Profit Dollars:

4
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The example above shows the Designer Work

New Group

The primary function of groups are to allow for

resource being added to a work order.

easy communication using the Dealer

Choice internal messaging system and to save a significant amount of time when

setting permissions.

You can create as many groups as you like. Groups can have a single user or multiple
users and users can belong to more than one group.

Creating a new Group

Click on the [new group] link to open the Create a New Group window. There are two

tabs in this window; Group Info and Permissions.
Create A New Group M E

Group Info |

Group Mame: *

Flace a lock on this group?

&llow 'submit to' functionality?

Brandon

Dave H

Dealer Choice Admin
Debhie F

Demo Lser

Group Members:

Group Info Tab

Group Info tab Fields

Group Name *

Required field. Enter the name of the group
you are creating. Group names usually
denote the different departments that you
have in your company such as Sales, Design,
Install, Customer Support. You can create a
group with a person's name.

Place a lock on this group?

If a group is locked then every member of that
group is immediately logged out of Dealer
Choice
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Allow 'submit to' functionality?

Allows internal Dealer Choice message to be
sent to all members of this group.

Group Members

This is where you select the members of this
group. If you are selecting multiple users hold
down the CRTL (control) key while clicking on
the names

Save Group button

Click on the Save Group button to save your
Group information.

Group Permissions Tab

Group Permissions are covered in the User and Group Permissions chapter.

User and Group Permissions

User Permissions

Individual user permissions can be set for each user of your site. Keep in mind

that permissions set for a group are inherited by each member of that group. To

avoid having to set individual permissions for every user of your site, set the
primary set of permissions for a group of like users then add users to that group.
If a particular user in the group needs a few extra or specific permission settings,
you can edit the individual user permissions to add functionality to the specific

user.

You have the ability to set permissions for each individual user in your site. Clicking on
the Permissions tab displays all the categories of where permissions can be set.
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Edit User : Test User M E

User Info I Permissions || Resources |

—User Permissions

Please check the desired permissions for Test User and click "Save Permizsions’ below,

aA&D

Accounting
Customers

Customer Credits
Custorner Receivables
Dashboard

Project Management
Proposals

Purchase COrders
Reports

Systern Configuration

Wendors

HEHEEEHEEEEREGERBB

“Wendor Payables

Save Permissions

Save Lser

To set the permissions for an individual user, click on the category to open the details
for that category. Select the desired permissions for the user by checking the
permission option. After selecting your permission settings you can click on the
category again to hide the permission details. Be sure to save your settings by clicking
on the Save Permissions button.

344
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems




F’{L_I
i
DEALER CHOICE SYSTEMS, INC

Edit User : Test User ™ E

User Info I Permissions || Resources |

—User Permissions

Please check the desired permissions for Test User and click "Save Permizssions” below,

E aao
Check all
Wiew & 8 D List Edit & & D Details Delete & & D Firms
Wiew & 8 D Details Create A & D Firms

Contact Info

—General Info
Wigw Wiew Contacts S
Contacts
Edit Edit Contacts Delete Contacts
A 2 D Stats

Wiew Statistics

Accounting
Customers

Customer Credits
Customer Receivables
Dashboard

Project Managernent
Proposals

Purchase Orders
Reports

Systermn Configuration

vendors

FEEFEEEHEEEEBEB

Yendor Payables

Save Permissions

Save User

You can change user permissions at any time and permissions can be added or
removed whenever necessary to meet your user’s needs.
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~  Permissions are applied to the user’s session during the login process. If you
~ make permission settings while a user is logged into Dealer Choice, the
permission updates will not take effect until the user logs in again.

Group Permissions

The Group Permissions detail is exactly the same as the individual permissions detail.
The only difference is that you are setting the permissions for the group and all
members of the group will have the permissions set here.
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Edit Group : Sales [ _ I x|

Group Info || Permissions |

— Group Permissions

Plazze check the deslred permissions for Sales and click ‘Save Permizsions’ balow,

= aap
Check All
Wiew A B D List Edit & & D Details Delete A & D Firms
Wiew A B D Details Create A & D Firms

—General Info Contact Info
i A Create
View Yiew Contacts Contacts
Fat Bdit Contacts Delete Contacts
A8 D Stats

Wiew Statistics

Accounting
Customers

Custormer Credits
Custormer Receivables
Dashboard

Project Management
Proposals

Purchase Orders
Reports

Systermn Configuration

Vendors

HFEEBREEEBEEERE

Vendor Payables

Save Permissions

If a member of a group needs additional permissions settings that you don't want to
issue to the entire group, edit the individual user’s permission settings and add the extra
permissions only to the user that needs them.

Inactive Users
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This tab is where users can manage accounts that are currently inactive. Any user
accounts that do not have the “Is this user active” check box marked are inactive and
will be placed in this list. If a user is edited and the “Is this user active?” check box has
been selected, the user account will move to the Users list under the Users and Groups
tab. This feature was created to help keep the active users list clean from old accounts
that are no longer in use.

System Configuration & Settings

System Settings

Inactive Users || Company & System Settings

Users & Groups

—Edit Inactive Users { Total Users = 2 )

Mame Username Lock Active
Inactive inactive ki
Ihactive Locked Ihactive?2 b

Company & System Settings

Under the Company & System Settings tab are 5 additional tabs; System Settings,
Company Settings, Products & Services, Resources and Commissions & Overhead

System Configuration & Settings

System Settings

Users & Groups || Inactive Users || Company & System Settings |

| System Settings || Company Settings || Products & Services || Resources || Commissions & Overhead

llndate Settinns

System Settings

The System Settings tab allows you to configure various settings of your site. Most of
these settings will be configured during your training session and or long before you go
live. You may need to visit the System Settings tab on occasion to make some
adjustments to your site.
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System Settings Fields

Number of items to show in primary lists (i.e.
proposals, customer, vendors):

This controls the number of items that will be
displayed in primary lists such as the
Proposal, Customer and Vendor lists.

Number of items to show in secondary lists
(i.e. customer contacts, customer locations,
discounts, etc):

The controls the number of items that are
displayed in secondary lists such as Locations
and Contacts.

Your company Logos:

Use the [upload] link to locate and upload
your company logo files. The logo files must
be in jpeg (.jpg) format. There is no limit on
the number of logo files you can upload.
Once uploaded you can select which logo is
to appear on your proposals, purchase orders
and customer invoices.

Your Company Docs:

Use the [upload] link to locate and upload
company documents. There is no limit to the
number of company documents you can
upload. See below for details.

You Company Proposal Trailer Docs:

Use the [upload] link to locate and upload
proposal trailer documents. Files uploaded
here will be available to be included as the
last page(s) of your proposals.

Default product for vendor freight charges:

A product/service must be selected here to
define the product/service to be used for
vendor freight charges because Dealer
Choice can create these proposal line items
during proposal finalization. The
product/service definition includes the income
and expense account to be used and the tax
rules to be applied.

Default product for vendor small order fees:

A product/service must be selected here to
define the product/service to be used for
vendor freight charges because Dealer
Choice can create these proposal line items
during proposal finalization. The
product/service definition includes the income
and expense account to be used and the tax
rules to be applied.

Default product for vendor fuel charges:

A product/service must be selected here to
define the product/service to be used for
vendor freight charges because Dealer
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Choice can create these proposal line items
during proposal finalization. The
product/service definition includes the income
and expense account to be used and the tax
rules to be applied.

Default product for CBD fees:

A product/service must be selected here to
define the product/service to be used for
vendor freight charges because Dealer
Choice can create these proposal line items
during proposal finalization. The
product/service definition includes the income
and expense account to be used and the tax
rules to be applied.

Outgoing Mail/Fax queue:

The Mail/Fax queue can be disabled with this
control. By default the queue should always
be Enabled. If you need to disable the queue,
you can change this setting to Disabled.

Automatic Email Carbon Copy?

If this setting is turned on then a copy of any
email sent through Dealer Choice will also be
sent to the sending user.

Automatic Email Blind Copy Address?

A copy of any email sent through Dealer
Choice by any user will be sent to the email
address listed here.

Force Non-SSL Requests to SSL?

This setting allows you to force connections to
your site to use the Secure Sockets Layer
(SSL) connection between the client and
server. This type of connection encrypts the
data sent between machines. If this feature is
in use, you may see a warning message
regarding the security certificate presented by
the website. This is a warning message only
and you should select the "Continue to this
website" option to continue using the secure
connection.

Require items to be received in order to map
on A/P line item?

If you use the line item mapping option when
entering Payables (vendor invoices) and if this
control is set to Yes, line items cannot be
received individually unless they have a
received date entered (purchase order
acknowledgement information). The line item
selection check box will be greyed out if it has
not be received. The payable can still be
entered, but not via line item mapping.
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Proposal status options:

Through this control, you can create custom
proposal status messages and assign them to
your proposals. The custom proposal status
messages appear in the Proposal List under
the Status column title. See below for details
on adding Proposal Status message to your
site.

Default new customers to manual credit hold?

This control allows you to force new
customers to have the Manual Credit Hold
flag set when a new customer is added to the
Customer database. You may want this
control set to Yes if you need time to check
credit references or to allow time for receiving
documentation from your customers prior to
allowing purchase orders to be created. If this
control is set to No then new customers will
not have the Manual Credit hold flag set
automatically when they are created.

Activate Item Library?

If set to Yes, then when manually entering line
items on any proposal, Vendor, the Item
Number, the Item Description and the List
Price will be stored in the database. The next
time you enter an ltem Number that matches
any entries in the Item Library, a list will
appear displaying the Vendor, ltem Number,
Description and the List Price for selection. If
the line is selected, the saved fields will be
populated in the Enter a new line input widow
for you.

Item Library — Save Sell Price?

If this is set to Yes, then the sell price entered
for a line item will also be saved, when the
Item Library is active.

Activate Sales Rep ID in invoice numbers?

If this control is set to Yes, then the User ID,
defined in the Users database record will be
included in the invoice numbers generated by
Dealer Choice

Display Journal entries on the AR report?

If this control is set to Yes, then any manual
journal entries that have been made to the AR
account (and that are within the date range
that the AR report is being run for), will be
displayed on the AR report

Display Journal entries on the AP report?

If this control is set to Yes, then any manual
journal entries that have been made to the AP
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account (and that are within the date range
that the AR report is being run for), will be
displayed on the AP report

Display Vendor Deposits on the AP report?

If this control is set to Yes, then vendor
deposit invoices will be displayed on the AP
report

Number of days between the ship date and
install date to display storage request
notification warning:

Setting a number of days here check the Ship
date against the Install date and if the range is
greater than the value set here, the Install
Date will appear with an asterisk on the
Project Status report to warning you of the
time between ship date and install date.

Number of days prior to a bill coming due to
place it in the payment queue?

This control will automatically flag a payable
for payment if it has not manually been
flagged for payment if the due date on the
payable is within the number of days set here.

When a customer refund is created, how
many days until it should be placed in the
payment queue?

This control will automatically flag a customer
refund for payment if it has not manually been
flagged for payment if the due date on the
refund is within the number of days set here.

In which time zone does your company
reside?

Select the time zone that you are in for proper
date/time stamping on your documents.

How long (in minutes) should Dealer Choice
wait before logging out an inactive user?

This control will automatically log out a users
session after the period entered here has
been reached an no activity has been logged
in that session.

How to format date stamps:

Select the format that you wish for the date to
appear on documents.

How to format timestamps:

Select the format that you wish for the time to
appear on documents.

How many days should a proposal wait before
being archived?

Set the number of days here for your
proposals to be automatically archived. Any
proposal that has no activity logged within this
timeframe will automatically be archived.

After a new proposal is created, how many
days until it is no longer valid?

This is the default date that will appear on the
Expiration Date field on the Project Info tab on
proposals. The default is 30 days. This
control will print a message at the bottom of
your proposals saying that the proposal
pricing is invalid after X days. This control
allows for a lower limit of 1 day and an upper
limit of 9,999 days.
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Allow users to modify customer invoice date
upon creation:

If this control is set to No, then the invoice
date field will be locked when creating
customer invoices and will default to today's
date. If it is set to Yes, the users will be
allowed to pre or post date customer invoices.

Allow customer invoice overpayments:

If this control is set to No, then an amount
larger than the invoice amount cannot be
entered on an invoice. If it if set to Yes, the
user will be allowed to enter an overpayment
on an invoice.

Once a purchase order has been invoiced,
should it be locked to prevent changes?

This control will lock editing of purchase
orders if the product on the purchase has
been invoiced to the customer. Ifitis set to
Yes, then the purchase order cannot be
edited, if it is set to No, then the purchase
order can be edited.

Allow customer login:

For future development, this will allow your
customers to log into you site to view
customer specific data that you allow to be
viewed.

Allow Employee Login:

This control allows you to lock you site down.
If set to Login Allowed then users can login to
your site, if set to Login Disabled, the your
users cannot log into your site.

Customer credit correction codes:

Customer credit correction codes must be
created before a customer credit can be
generated and are used to issue a customer a
credit memo. Each correction code can be
used to identify the reason for the credit being
issued, as well as the chart of account that is
affected by the credit. See below for details.

Field customization:

For Future Development (Custom Reporting
Fields). This control allows you to add input
fields and or check box fields to Proposals,
Customers and Vendors. Custom fields can
be added now and they are intended for use
with the Custom Reporting function. The
Custom Reporting function will allow you to
select specific fields to be used as filters to
run your reports. This feature will include and
customer fields that you have created. See
below for details.
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This control allows you to select the Invoice
date or the Receipt for the posting date when
Posting date to use when entering new entering vendor invoices. This control is set
payables to Invoice date by default and should remain
as the posting date per the Generally
Accepted Accounting Principles.

This allows the user to control what they
Start date for the AP report would like the start date to be on their AP
report.

This turns on the CRM module. There are
additional monthly charges per user, per
month, for users that you have granted CRM
access. By activating the CRM feature in
Activate CRM Module your site System Configuration, you are
authorizing the additional fees and these fees
will be automatically added to your monthly
invoice. Please email Support (support@dc-
sysllc.com) for details on CRM user fees.

Task options are action items to be assigned
to CRM Project tasks. You can add, edit or
delete tasks from this list. You can also select
a specific color for each task in your list.

CRM Task Options

CRM Win Rate Project Size Tiers are
assigned to CRM projects. The Estimated
Project Size field allows you to assign a whole
CRM Win Rate Project Size Tiers dollar amount (no decimal places) to
designate what you estimate the total dollar
amount of the project to be. CRM reporting
will break projects out by Size Tier.

Your Company Docs:

You can upload documents to the database to be used as attachments on your
proposals, purchase orders, customer invoices and delivery tickets. Uploaded
documents must be in either PDF or DOC format. You can upload your Terms and
Conditions document and attach it to Proposals so ever proposal you email or fax from
Dealer Choice will include your T&C's document as an attachment. You can even
upload sales flyers if you wish.
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Company Loges & Documents M E

Upload a new company document, Documents must be in either POF or DOC format,

Choose File | Mo file chosen |

Upload

Automatically append this document to outgoing:

Proposals
Purchase Orders
Customer Invoices
Delivery Tickets

4

After selecting your document to upload, you can specify it to be appended to outgoing
documents. You can select if it is to be attached to Proposals, Purchase Orders,
Customer Invoices and Delivery tickets. When you email or fax from Dealer Choice, the
specified document(s) will be included as attachments to that document.

Proposal Status Options

To add a Proposal Status message, click on the [edit list] link and the Edit List window
will open. If any proposal status messages have been entered, they will be displayed in
this window. To Edit an existing status, just click on the status in the list.
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Edit List : Proposal Status Options N E3

Define your proposal status options:

Each proposal can be assigned a particular status (i, On-
Hold, Pending Design, etc) which is displayed within your
proposal list, ¥ou may defined the status options available
for each proposal here, The maximum length allowed for
the option name is 32 characters.

keep in mind the following status options are already
defined by the system and identified by the diamond colar
icon within your proposal list: booked, partially invoiced,
fully invoiced, punchlist,

[add new]

- Corrupt Proposal

- o Hold

- Product Delay

- Waiting for Customer PO

Click on the [add new] link to add a status and the Status input box will appear. Enter
the name of your status, select the color that you want the text to appear in and select
whether or not you want the text to appear in bold. You can also select users that you
would like to be notified, either via internal message or email, when the proposal status

is changed.
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Edit List : Proposal Status Options _ | x|

Define your proposal status options: *

Each proposal can be assigned a particular status {i.e. Cn-
Hold, Pending Design, etc) which is displayed within your
proposal list, You may define the status options available
for each proposal here, The maximum length allowed for
the option name is 32 characters.

keep in mind the following status options are already
defined by the system and identified by the diamond colar
icon within your proposal list: booked, partially invoiced,
fully invoiced, punchlist.

=--hack
5tatu5:| |
Colar: | v |
Bold:
Motify Users On Status Change:
Dave
len
Test User

[ ] send D Message

[ send External Email

M

Click on the Save button to save your new status and your status will now appear in the
list and is ready to be assigned to proposals in the Proposal Status field on the Project
Info tab. We created the status called New Status and saved it and it now appears in
our list of available Proposal Status messages as shown below.
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Edit List : Proposal Status Options N E3

Define your proposal status options: -

Each proposal can be assigned a particular status (i, On-
Hold, Pending Design, etc) which is displayed within your
proposal list, ¥ou may defined the status options available
for each proposal here, The maximum length allowed for
the option name is 32 characters.

keep in mind the following status options are already
defined by the system and identified by the diamond colar
icon within your proposal list: booked, partially invoiced,
fully invoiced, punchlist,

[add new]

- Corrupt Proposal

- Mew Status

- On Hold

- Product Delay

- \Waiting for Customer PO

Customer Credit Correction Codes

Corrections codes must be defined before a credit can be issued. If any correction
codes exist, you can click on that code to view and edit the details of that code. Click
on the [edit list] link to open the Edit Correction Code window to view, edit or add
correction codes.
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Edit List : Customer Correctioh Codes _ x|

Correction Code Table

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

[add new code]

Description Code Account Active
To credit Installtion CRODIMTLL 575 : Installation Y
To credit freight CRFRT 570 : Freight In Y
To Correct PO Amt Invoiced CRPOAMT 510 : Cost of Goods Sold Y
To credit product return PRCD 510 : Cost of Goods Sold Y
QB Deposit Credit QB DEP 400 : Revenue Y
A
To add a new correction code click on the [add new code] link to open the Edit
Correction Code input window.
Edit List : Customer Correction Codes M E
Add Correction Code
=-- Back
Description: |
#  Active?
Correction Code: |:|
Income/Expense Account: r
.
A
Correction Code Fields
Enter a text description of the credit reason,
Description for example; Customer Returns or Product
Damage
Active? By default the Active flag is set, if you no
) longer wish to use this code, uncheck this
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field and the credit will no longer be available
for selection when customer credits are being
entered.

Correction Code

Enter a brief code to identify this credit
reason, for example; C-RET for customer
returns.

Income/Expense Account

Select the income or expense account that
will be affected by this credit. The drop down
selection box will allow you to view all of your
income and expense accounts defined in your
Chart of Accounts.

Save

Click the Save button to save your credit
code.

Now the correction code you have created can be used when entering customer credits.

Field Customization

This control allows you to create custom input fields that will appear in the specified tab
for Proposals, Customers and Vendors database windows. Click on the [customize
fields] link to open the Custom Field Editor window. Select the form that you want to
add a custom field to by clicking on the drop down selection box under the Section
header and the available tabs will be displayed.

You can add custom fields to Proposals, Customers and Vendors.

Under Proposals, you can add fields to the Project Info tab, Design tab and Install Info

tab.

Under Customers, you can add fields to the General Info tab, Payment Info tab,

Contacts tab and Locations tab.

Under Vendors, you can add fields to the General Info tab, Payment Info tab, Contacts

tab, Locations tab and Products tab.
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Section:

Proposals
Customers
Wendors

In the example below, we will add a field to Proposals, Project Info tab. We have
selected Proposals in the Section selection box and we have clicked on the Project Info
frame.
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Custom Field Editor (_§ x|
=3
Section: Custom Field Editor : Proposals
p_TB!e_CEE'iB_: Field Name: || |
Design Active?
Install Infa Freld Type: | [[aSaiatira . -~ samole: [Example
Max Length: |:| leave blank for default
Required:
Field Width: I:l leave blank for defauft
Field Height: |:| leave blank for default
Default Value: | |
Sector: rl_LI [zector lavout map]
Fosition: Custom fields are added below existing fields.
|
*

Custom Field Editor Fields

Field Name

Enter the text description for this field. This
text will appear in the tab you have selected
as the input field prompt text.

Active?

By default new fields are active. If you no
longer wish to use this field, un check this box
and the field will no longer appear on the tab.

Field Type

Select the type of field you are adding. The
options are; Text Input Box, Drop Down
Selection Box, Multiple Select Box, Check
Box and Scrolling Comment box. See below
for details on each of these selections.

Sample

This field displays an example of the field type
you have selected above. This gives you a
visual example of how the new field will look.
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Enter a number for the maximum number of
characters for this field. This field is only
presented on input type field types, selection
type fields have pre-defined values that are
selected from the entries stored in the Pre-
Populated input field. The user can only select
from the options you enter here for selection
type fields.

Max Length

This check box allows you to determine if the
field you are adding must be populated by the
user, if check. If unchecked, this field may be
left blank.

Required

You can specify a field width for the expected
Field Width input data. If you leave this field blank Dealer
Choice will manage the field width for you.

You can specify a field height for the expected
Field Height input data. If you leave this field blank Dealer
Choice will manage the field height for you.

Any text entered here will be the default data
that appears in the field. If this data will be
the same most of the time it is best to enter it
here.

Default Value

Only available for Proposals. The proposal
tabs are separated by frames or sectors. You
Sector can choose which sector your custom field is
to appear in by selecting the appropriate
sector.

Clicking on this link will display the proposal
tab with each sector numbered to help you
decide on which sector your field is to be
added to.

[sector layout map]

You can choose the position of your custom
field by selection the position here. If you add
Position a second field and want it to appear before
the first field you created, you can just change
the position of the fields.

Click on the Save button to save your custom

Save button field information.

After saving your customer field (and it is set as Active), the new field will appear on the
selected tab/sector immediately and is available for use. If you do not want your custom
field to be used, you can un-check the Active flag.
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If you do want to remove a custom field, simply click on the Section and tab name that
the field was added to, then click on the field to open the field details. Click on the
Remove button to delete the field. The Remove button is shown in the example below.

Custom Field Editor [ ]

-

Section: Custom Field Editor : Proposals

|Proposa|s '] =--back

Project Info | Field Mame: | [Check Box Test |

Dasign Active?

Install Info Field Type: IDrop Down Select Bax x| ‘ Sample: IExampIe 1 VI

Required:
Field width: | [ | leave blank for defauit

Field Height: |:| feave hiank for default

Default Value: | | |

Pre Populated:  [This is defauit info 1 =]
This is default info 2 :
=

For select and select-muitiole, separate values on new lines.
Sector: I 17| [sectorlsveut map]

Position: | 1 x| custom fields are added below existing fields,

[save | [ Remove |

¢ |

Company Settings

The Company Settings tab contains additional settings to allow you to control your site
environment.

P The image below does not include the Tax Rules setup. Tax Rules setup is
v covered in detail below this image.

Company Settings Tab
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A seed number to precede proposal numbers

If you want an identifier to precede your
proposal numbers enter that identifier here.
This field may contain letters and or numbers.
If this field is populated, the data contained
here will precede every proposal number that
you generate. This field does not change for
each proposal. This field is typically used to
denote the 4-digit year (for example, 2010)
that your proposals are created in. This field
must be edited to change its value; the
system does not update this value for you.
This field is optional.

Next proposal number to use

Enter the number that you want to use as
your starting proposal number. This field
must be numeric. Each time a proposal is
created the system will increment this number
by one and store the value for the next
proposal number here.

A seed number to precede PO numbers

If you want an identifier to precede your
purchase order numbers enter that identifier
here. This field may contain letters and or
numbers. I[f this field is populated, the data
contained here will precede every purchase
order number that you generate. This field
does not change for each purchase order.
This field is typically used to denote the 4-digit
year (for example, 2010) that your purchase
orders are created in. This field must be
edited to change its value; the system does
not update this value for you. This field is
optional.

Next PO number to use

Enter the number that you want to use as
your starting purchase order number. This
field must be numeric. Each time a purchase
order is created the system will increment this
number by one and store the value for the
next purchase order number here.

A seed number to precede work order
numbers

See above for seed numbers information.

Next Work Order number to use

See above for document numbers
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information.

A seed number to precede invoice numbers

See above for seed numbers information.

Next invoice number to use

See above for document numbers
information.

A seed number to precede handwritten
checks

See above for seed numbers information

Next handwritten check number to use

See above for document number information

Default Customer Payment Terms

This setting controls the terms of your due
date on customer invoices. A value set here
will also be the default value in the Customer
Payment Terms input field on the Payment
Info tab when new customers are created. Of
course, you can change this value in System
Configuration or in the Customer database at
any time.

Minimum GP margin flag

The control allows you to set a companywide
minimum GP margin on proposals. The
proposal finalization process checks the
proposal GP against the value set here. If the
proposal GP is below the value set here, a
warning message will be presented in the
proposal finalization window alerting the user
that the proposal falls below the company
standard GP margin. This does not prevent
finalization from completing. The user has the
opportunity to correct the proposal or continue
with the finalization process.

Require Authorization?

For future development. When functional, if
this flag is set and a proposal falls below the
company standard GP margin during the
finalization process, the user will be required
to obtain authorization before being able to
continue with finalization. Of course, if the
proposal meets or exceeds the standard GOP
margin, authorization is not required.

Apply a companywide overhead factor?

The company overhead factor allows you to
reserve a percentage of the cost or sell
amount on proposals. This percentage
amount is removed from the total profit on the
proposal before commission is calculated.

Rate

Enter the percentage to be retained for the
overhead factor.

369

Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems




P
C T M
DEALER CHOICE SYSTEMS, INC

Default deposit requirement for new
customers

This setting controls the default customer
deposit amount requirement. A value set
here will be the default value in the Required
Deposit Percentage input field on the
Payment Info tab when new customers are
created. Of course, you can change this
value in System Configuration or in the
Customer database at any time. If set, a
message will appear at the bottom of all
proposals to customers requesting the
customer deposit in percentage form and in
dollar amount. The deposit requirement is
also a proposal print option and can be
excluded from proposals if desired by not
selecting the Deposit Requirement print
option. If set and if a deposit has not been
received from the customer, a warning
message will appear in the Purchase Order
window that the customer deposit has not
been received. This does not prevent
purchase orders from being generated, it is
simply a warning that a customer deposit has
not been received and that a customer
deposit is required from this customer.

If a customer's A/R is over

For future development. This control will
allow you to prevent proposal finalization for
customers with outstanding accounts
receivables per the criteria set here. You can
enter a dollar or percentage amount as well
as a number of days outstanding. This
criteria will be checked during finalization and
if the customer's outstanding balance is
higher than the amount or percentage set
here and more than the number of days past
due setting, the proposal will not be allowed to
complete finalization and a warning message
will be displayed during finalization alerting
the user that the customer's A/R is past due.

Enable multiple currencies?

You can enable the use of multiple currencies
with this control. When the Enable Multiple
Currencies check box is checked, the Open
Currency Table link will be available. Use this
link to define the currencies you will use in
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your system. See below for details.

Account to be used when applying finance
charges

Use the drop down selection arrow to select
the account that is to be used for your finance
charges. This GL account will hold the
transactions related to finance charges that
you may apply to customer invoices.

If a customer falls short of the required
deposit, what percent threshold would prevent
PO's from being cut?

This control allows you to set a threshold
percentage on the customer's deposit amount
paid. If you require a customer deposit and a
deposit has been paid but the amount paid
does not equal the deposit required
percentage, this setting will allow you to avoid
the customer deposit required warning
message when generating purchase orders.

Footer message to be printed on all proposals

Enter the text here that you want to appear in
the footer area of all your proposals.

Proposal Trailer Message

Enter any text you would like to print at the
bottom of proposals. Anything written here
can only be changed in system configurations
and not on proposal print. However, users do
have the option to print or not the print the
proposal trailer on each proposal.

Footer message to be printed on all invoices

Enter text here that you want to appear in the
footer area of all of your invoices.

Footer message to be printed on all purchase
orders

Enter text here that you want to appear in the
footer area of all of your purchase orders.
Users cannot change or edit the text from the
purchase order print window. The text in this
field can only be changed in system
configurations.

Vendor to be assigned to internal resources

Enter your dealership's vendor entry from the
vendor database. A purchase order will be
generated for internal resources used on
Work Orders. The value entered here will be
the default in the Resources tab in the User
database when defining internal resources.

Footer to be printed on all invoices

Enter text here that you want to appear in the
footer area of all your invoices.

Your company name

Enter your company name here.

Your company address

Enter your company address here.

Your company zip code

Enter your company zip/postal code here.

Your company country

Enter your company's home country here.
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Your company's federal identification number

If applicable, enter your Federal Tax Id
number here. This number will be included
on any 1099 forms that you generate.

Your company remit to addresses

If applicable, enter any alternate remittance
addresses you may have. You can enter
multiple remit to addresses and you can
select which remit to address is to be included
on your customer invoices.

Your company phone number

Enter your company phone number here.

Your company fax number

Enter your company fax number here.

Your company website

Enter your company website address here.

Overrides & Authorizations may be made by
the following groups

For future development. The groups selected
here are the groups responsible for any action
that requires authorization. For example, the
Minimum GP Margin control has a Require
Authorization check box. When this feature is
active and if the Require Authorization flag is
set on the Minimum GP margin control, users
will not be able to finalize a proposal that does
not meet the minimum GP margin set in
System Configuration without getting
authorization. When authorization is
requested, the member(s) of the selected
Overrides & Authorizations groups will receive
a message in their Dealer Choice Messages
inbox alerting them that a user has requested
an override or authorization. There will be a
process in which the authorizing member(s)
can grant or deny the request.

US Tax Rules Setup

At the bottom of the Company Settings window is where the tax rules are defined.

Tax Tablas

Country:
Unitesd Stabas ¥

e tam rote]

To create a tax rule, click on the [new tax rule] link to open the Create a New Tax Rule

window.
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Create A New Tax Rule [_ | x|
State: * || ALABAMA v
¥ Active?
Local: ||
wate: | [
County/City Maximum Tax: || |
Sales Tax Payable Account: * || 200 - Accounts Payable v
Taxable Products & Services: | | Dealer Choice Systems
Call Before Delivery Charges
Delivery 2 Installation
Design Hours
Design Services
Ergo Commissions =
Save Tax Fule -
|

Enter the appropriate information for the tax entity and save your rule.

Create a New Tax Rule Fields

State *

Select the state for which the tax rule is being
created.

Active?

By default the new tax rule will be active, if
you do not want this tax rule to be applied,
uncheck the Active check box and the tax rule
cannot be applied to proposals or invoices.

Local

If you are creating a Municipality or City tax
rule, enter the name of the municipality or City
here. This will identify the tax collections by
this name in your Sales Tax Liability report.

Rate

Enter the percentage to be collected for this
rule.

Sales Tax Payable Account

Select the appropriate liability account that will
be updated with the tax transactions for this
tax rule.

Taxable Products & Services

Select which products and services are
taxable for this tax location.

Save Tax Rule button

Click this button to save your tax rule.

Enter a tax rule for each taxable location that you are required to collect tax for. The
Sales Tax Liability report will display the tax collected for each tax entity you define.

373

Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer

Choice Systems




-
DEALER CHOICE SYSTEMS, INC

Any tax rules that are marked as inactive will be displayed with a red highlight in the list
to signify that it is no longer active.

—Tax Tables
Country:

Linited States ¥

[new tax rule]

FLORIDA B %o
-- Orlando 2 %

GEORGIA 4 O
- &ppling 1%
-- Atkinson 1%
-- Bacon 1%

MARYLAMNMD B %o
-- Baltimore 1 %

SOUTH CAROLIMA 8 %o
-- Richland 2 %

YIRGIMNIA B %o
-- Hiztoric Site 1 %

Canadian Tax Rules Setup

Tax Talales

Coumtry:
Canada hd
Province GET HET PET QST | Sales Tax Payahle scrct
ALBERTA T
BRITISH COLUMBLR
MAMNITORA

NEWFOUMNDLAND & LABRA...

NEW BRUNSWICK

NORTHWEST TERRITORIES

WOWA SCOTIA

RUNAVLUT

ONTARID 13%
PRIMCE EDWARD TSLAND

QUEBELC

SASEATCHEW AM

YUEDQN
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To define tax rule for a Province, place your mouse over the tax type in the appropriate

column (GST, HST, PST, QST for that Province and click. This will open the Edit Tax
Rule window as shown below.

Edit Tax Rule M E

BERITISH COLUMBIA : H5T

Fate: |:| Yo

Account: | 200 - Accounts Payable r
Active:

Canadian Tax Rule Edit

Enter the percentage rate for the tax to be

Rate calculated for the tax type in this Province.

Select the appropriate liability account that will
Account be updated with the tax transactions for this
tax rule.

By default the new tax rule will be active, if
you do not want this tax rule to be applied,
uncheck the Active check box and the tax rule
cannot be applied to proposals or invoices.

Active

Save button Click on the Save button to save your tax rule.

Enable Multiple Currencies

You can enable the use of multiple currencies for your site by checking the Enable
Multiple Currencies check box. When multiple currencies are enabled, you will see the
Open Currency Table link that allows you to define the currencies to be used and to
enter the exchange rate. The View & Edit Currency Exchange Tables window will open
when you click on the Open Currency Table link as shown below.
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This example shows two currencies defined, the Canada dollar and the United States
dollar.

To define a currency, click on the [add a new currency] to open the Add Currency
window as shown below.

View & Edit Currency Exchange Tables [_ || x|

Add Currency

Use as my home currency

Currency Mame: |

¥ pactive?

Country: | CANADA v

Currency Code: |:|
Currency Symbal: |:|

Printed Name: (e Doltss) | |

Exchange Rate: |:| %

-
A
Add Currency Fields
Currency Name Enter the country that the currency is from.
By default, new currencies are active, if you
Active do not wish to use this currency, uncheck this
box.
Country Select the Country that this currency is from
from the drop down selection box.
Enter the world currency code for this
Currency Code currency. Please contact support if you need

assistance.

Enter the 3 letter code used internationally to
distinguish one currency from another, such
Currency Symbol as "USD" for the United States dollar and
"GBP" for the United Kingdom Pound. The
Symbol entered here will be displayed
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anywhere this currency is used in Dealer
Choice.

Enter the name of the currency such as

Printed Name "Dollars” or "Pounds" or "Euro”

Enter the exchange rate percentage
compared to your home currency. If this is
your home currency the exchange rate is
always 1. The exchange rate must be
updated manually. You can update the
exchange rate as often as you like. Any
transactions that take place in a currency
other than your home currency store the
exchange rate at the time of document
creation. When changes are made to the
exchange rate and transactions are affected,
adjustments will be stored in the Gain/Loss
account that has been selected in System
Configuration.

Exchange Rate

After adding currencies, they will be listed in the View & Edit Currency Exchange Table
window as shown above. To edit an entry in this list, simply, click on the currency in the
list.

Products & Services

The Products & Services tab allows you to define your dealerships default set of
products and services. Products and services are used to categorize your proposal line
items. Define a product or service for each type of product and/or service that you
provide to your customers.

Examples of Products are General Furniture Sales and New product and Used Product.
Example of Services are Installation and Project Management and Design. Dealer
Choice uses these products and services to combine accounting and tax information in
the database, so when they are used on a proposal a sales rep or customer service rep
does not have to know any of the accounting or tax details regarding each proposal line
item. Since the products are defined here, the income and expense accounts have
already been determined as well as where you must collect sales tax for the sale of this
product or service.

Products and Services are typically identified by the Catalog Codes that are used in
electronic specification catalogs for that product line. You do not have to enter a catalog
code to define a product or service here. Entering products allows you to specify the
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characteristics of how that product is handled in Dealer Choice. The taxable information
for each Product is stored here as well as the income and expense account for tracking
dollars associated with each Product.

The Product and Services can also be defined for Vendors on the Products tab in the
Vendor database. Products and Services defined in the Vendor database are specific
to that vendor and are typically the catalog product line names as defined in the
vendor’s electronic catalog files used by specification tools.

Products & Services Tab

System Configuration k& Setlings

Sysbem Settings

Users & Groups | Inaclive Users | Company & Systam Seitings

Systam Settings || Campany Sattings | Products & Services | | Resburces || Commiisions k Owerhaad |

Showimg 1 - 10 of 10 Breducts fervioe Pagadicfi 1
[add naw Pepductizarucy]
Irpduct Mame Active

Call aefars Delvery ”
Diassigner Erroe .
Fraight "
Fued Surchamge .
deraral Gales ;
Instalation ;
Saat Leanse ;
Setup/Configuration .
Emiaill Crdar Fea .

Surcharps

The image above shows a list of Products and Services. To view and or edit any of
these entries, simply, click on the entry in the list.

The example below shows the details for the General Furniture Sales product.
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Create A New Product or Service _ I x|
Product/Service Mame ar | | |
Description: * .
# pctive?
Catalog Code: |:|
Cut Separate Purchase Order?
Blease assign the incorme account, expense aocount, and tax status o be used for this product:
Income Account: * W
Expense Account: * || 310 - Cost of Goaods Sold v
Taxzable? | |« [check sll]
ALABAMS,
ARKANSAS
Morth Little Rock
Sub Total?
Sub Total Title: || |
[ Save Product | | Delete Product | <
|

Edit Product or Service Fields

Product/Service Name or Description *

The name or description entered here will be
displayed on proposals and invoices for each
line item but it can be hidden with print
options. This data describes the type of the
line item (General Sales, New Product,
Design, Installation Services, etc).

Active?

By default, new Products & Services are
active. Any product or Service that is not
active cannot be used on proposal line items.
If you no longer wish to use a specific product
or service you can uncheck this box or if you
are creating a new product or service and if
you are not ready for it to be put into use,
uncheck this box. When you are ready to put
the product or service into use, check this
box.

Catalog Code

Enter the 3 character catalog exactly as it
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appears in the vendors electronic
specification catalogs. The catalog code
entered here is compared to the data
contained in SIF or XML files that are
imported to create proposal line items. If the
catalog code in the SIF or XML file matches a
catalog code found in the Products database,
Dealer Choice can immediately identify the
associated vendor, the income and expense
account used by this product, the tax rules
applied to this product and can even be used
for determining product discounting.

Cut Separate Purchase Order?

This control allows you to force any line items
on your proposals using this product to be
placed on their own purchase order. No other
product will be on the purchase order with this
product type. If left unchecked, this product
will not be forced onto its own purchase order.

Income Account*

Select the income account to use to track the
sales of this product.

Expense Account”

Select the expense account to use to track
the costs of this product.

Taxable?

If the product or service is taxable, meaning
that you must collect sales tax for this product
or service, check the Taxable check box.
When you check the Taxable check box, a list
of all the tax rules that you have created on
the Company & Settings tab will be displayed
allowing you to select where you must collect
sales tax on this product. Select all the
taxable entities that require you to report
sales of this product or service.

Save Product button

Click on the Save Product button to save your
changes.

Sub Total?

Sub Total Title

All Products and Services created in this tab that are Active will be available as a
selection option in all of your proposals line items in the Products & Services input box.
You can always use a product or service on any proposal if it exists in your System
Configuration Products & Services tab. The only time you can use Products and
Services defined for specific vendors is if that vendor (not your dealership) is selected

Choice Systems
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as the vendor for the line item. Once a vendor has been selected on a proposal line
item, any Products & Services defined for that vendor will also be available.

Resources
Resources Tab

There are internal and external resources. Internal resources are your employees that
use Dealer Choice. You define internal resources in the Users database by going to the
Resources tab when editing an existing user. An external resource can be any vendor
in your vendor database that you designate here as a resource.

Typically, you add an entry in the Resources tab for vendors that you use for
installation, warehousing services, painting, electrical work, etc. An external resource is
any vendor that you use as a sub-contractor. The only difference between a vendor in
your vendor database and a vendor defined as a Resource is that you can use a vendor
defined as a Resource on Work Orders.

Work Orders allow you to bundle several resources (or vendors) services into a single
line item on proposals. This feature allows you to hide the individual vendor names and
individual line items for each service on your proposals.

Once a work order is created and imported as a line item on your proposal, Dealer
Choice will still create a purchase order for each vendor assigned to the Work Order.
See the Work Orders section of this document for details on creating work orders.

Of course, you can still create a proposal line item for each vendor that you use on a
project.

Systems Configeration & Settings

System Settings
__Lrs:r: ke Grougs JL Enactive Users | Company & System Seftings
Sysiem Seftings, || Company Sestings || Hroducts & Servicks | Resvwrees | Commlssions & eerhead

Shewing 1 - 4 of 4 Reseurces. Pagmicfl 1

Lhdki nar Rasouscal

RERnmrDe hang Wirndlne AiTiw

abtd vendor abred vendor ¥
Evendor A erdor ¥
Dealer Choce Doaler Chiotoe Sysiemes, Ino

gk ke Cagk Makers

The example above shows the Resources tab in System Configuration that lists five
existing resources.
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Resource Tab Column Titles

The resource name is the name that you
assign to the vendor. It should describe the
type of work that this resource provides, i.e.
Installers, Painters, Electrical, etc.

Resource Name

This is the actual vendor that provides the

Vendor .
service from your vendor database.

This flag allows you to make resources
Active available (active) or not available (inactive) for
use in creating work orders.

Create & New Resource M E

Resource Mame: * | [Elactric |

Y Active?

viendar: | [Design Lighting Product |

Hourty Cost: [ ] sem[ ]
DalyCost: [ ] sem[ ]
Haffbay Cost: [ ] sem[ ]

[ Save Resource ] [ Delete Resource ]

-

A

The example above shows the Create a New Resource window. When creating a new
Resource, you link the resource name to a vendor in your database. The link to a
vendor in your vendor database allows Dealer Choice to generate a purchase order for
this vendor when it is used on a Work Order.

The resource feature also allows you to enter a cost price and sell price per resource.
This gives you the flexibility to mark up your resource sell amounts before the work
order is forwarded on to be imported into proposals. This creates an internal revenue
center for resources where the cost amount is lower than the sell amount.

Create A New Resource Fields

As noted above, the resource name is a
descriptive name that describes the type of

Resource Name * service that this resource provides, such as
Installers, Painters, Project Management,
etc).

. If the Active check box is checked, then this

Active?

resource can be used in Work Orders. If the
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Active check box is not checked, the resource
cannot be used in Work Orders.

Vendor

This field is used to link the Resource Name
to an actual vendor in your vendor database.
This association must be made for all
resources (internal and external) so Dealer
Choice can generate a purchase order for this
resource.

Hourly Cost

This field is optional. Enter the actual amount
that this vendor charges you per hour for this
resource.

Hourly Sell

This field is optional. The amount entered
here will be the COST amount that appears in
the work order line when it is imported into
proposals.

Daily Cost

This field is optional. Enter the actual amount
that this vendor charges you per day for this
resource.

Daily Sell

This field is optional. The amount entered
here will be the COST amount that appears in
the work order line when it is imported into
proposals.

Half Day Cost

This field is optional. Enter the actual amount
that this vendor charges you per half hour for
this resource.

Half Day Sell

This field is optional. The amount entered
here will be the COST amount that appears in
the work order line when it is imported into
proposals.

Save Resource Button

Click on the Save Resource button to save
your changes.

Delete Resource Button

Click on the Delete Resource button to delete
an existing resource.

Commissions & Overhead

Commissions & Overhead Tab

The Commissions & Overhead tab is where you create your commission payment
structures for your sales reps. Currently, the commission structure can only be
calculated on the Gross Profit of a proposal. Only one commission rule can be in effect
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for a sales rep at a time. As mentioned in the User & Groups section, a commission
rule must be assigned to a sales rep in the sales reps Users configuration. If no
commission rule is assigned to a sales rep, then they will not appear in the
Commission’s Report.

System Settings

| Lemers B faroups | Company B System Settings

Gystem Sotimgs || O w G Praducts & Servicoes || Resources | Cemmissions & Overbead

Camipany Dossrisamn Rl

vou hawe 12 Commisiisn Bulag,

[ienid M Cosroemisgien Fube]
Hulie Tepe Artive
Seandard Comm Fule GEnEN: Commisson Fuls ¥
Framniin Comim e GErEnL ComMissign Ry ¥
st Specihic Rula Custamad Commsson Rula [Commsion Spechic Cus,..) f
Testd Comm Rulka Germfic Commission Ruk ¥
S0% Coimimiesion Fula Gerafic Commission Rk i
o son Taam L Commsson Taam ¥
Poirk: For Poink: Gerenc Commisson Ruke f
St Comm March 1 Gernsno Commismion Ruks ¥
Mo Date Comm Ruls Gensne Commismon Pule L
Flat 20% Comm Gensnc Commission Ruls ¥
Sample CLatomar Ruls Cumtamar Commison Rule (Test Custames) r
Daves Bulas Customan Commisson Ruls [Tess ©ustomss 1) ¥
Campany Dvartaad Bulas

¥ou hawe F Overhesd Rules.

[Crusts Hew Syarhand &)
GEA Owertead Tast GEA Dvarhaad Rl
Dated O Fachor Garenc Cearhead Ruls

The image above displays several sample commission rules and overhead rules.

Adding a Commission Rule

To add a commission rule, click on the [Add New Commission Rule] link to open the
Create A New Commission Rule window.
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Create A New Commission Rule M E

Fule Type: * || Generic Commission Rule ¥

Commission Mame: * || |

| Active?

Effective Date:

Expiration Date:

GP Margin Structure: * | | From 0.01 %% to |:| % then commission at ¥ I:I %

[Next]

A

There are several commission rule types that can be created and can be selected by
clicking on the drop down selection arrow in the Rule Type selection box.

Create A New Commission Rule M E

Rule Type: * || Generic Commission Rule ¥

Commission Mame: * || Customer Commission Rule |
S8 Commission Rule
Commission Team

L

Effective Date;

Expiration Date;

GP Margin Structure: * | | From 0.01 % to I:l % then | commission at * I:l %

(Mext]

A

Commission Rule Types

This rule can be applied to any sales rep. All

Generic Commission Rule .
proposals for this sales rep

This rule can be used to create a specific
Customer Commission Rule commission structure for a particular
customer. After selecting this rule type, an
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input prompt field will appear to allow you to
select the customer that you are creating the
rule for.

GSA Commission Rule

If you have a specific set of commission rules
for GSA customers that are different from
your Generic Commission Rules, you can
create that rule here. This rule will only be
applied to proposals created for customer
flagged as GSA customers in the customer
database.

Commission Team

This rule type will allow you to create a
commission team. Commission team typically
consist of multiple sales reps (or any Dealer
Choice users in your company).

Generic Commission Rule
Create A New Commission Rule

Rule Type: * || Generic Commission Rule

L

Commission Mame: * |

¥ Artive?

Effective Date:

Expiration Date:

5P Margin Structure: * | | Fram 0.01 % to |:| % then commission at ¥ |:| o

[Next]

-

4

Generic Commission Rule Fields

Commission Name *

Enter a name for your commission rule. The
name entered here will appear in the
Commission input prompt in the Users edit
window (for assigning a commission rule to
your sales reps).

Active?

If this box is checked, this commission rule
will be applied in the Commission Report. If
the box is not checked, the rule will not be
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applied.

Effective Date

Enter a date that the commission rule comes
into effect.

Expiration Date

Enter a date that the commission rule expires.
The commission rule will only be applied in
the Commission Report if the date the
Commission Report is run falls between the
Effective and Expiration dates.

GP Margin Structure

Enter the amount of commission that is to be
calculated for ranges of GP margins. You
must define your structure for 100% of the
GP margin. You will not see the Save
Commission button until the rule is defined up
to 100% GP. The commission rule can be set
to calculate no commission, point for point, or
at a rate that your specify. See the example
below for more information.

GP Margin Structure Example

Example 1:

From 0 to 9% GP, no commission will be calculated
From 9.01% to 25% GP, commission will be calculated at point for point
From 25.01% to 100% GP, commission will be calculated at 35% of the GP%

Create A New Commission Rule

Rule Type: *

Generic Commission Rule

Commission Mame: *

|E><amp|e Comm Rule

| hctive?

Effective Date:

dan (1 vigoi7 |TE

Expiration Date:

Dec ¥ |/ 31 v |zo17 |[H

GP Margin Structure: *

From 0.01 % to Ij| % then | no commission ¥

[Next]

1
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The image above shows our commission rule being created for the first tier (0 to 9% GP
then no commission). Notice that there is no Save Commission button. This is because
the commission is not complete. You must define tiers for 100% of the GP margin
before you can save your commission rule. This does not mean that you have to pay
commission on GP margins up to 100%, you can select to pay ho commission once you
have reached the highest GP level that you will commission on.

Now we will add the second tier of our commission rule, which is from 9.01% to 25%,
calculate commission at point for point. To enter the next tier, click on the [Next] link.

Create A& New Commission Rule M E3

Rule Type: * || Generic Commission Rule ¥

Commission Mame: * | [Example Comm Rule

| Active?

Effective Date: Jan Y1 ¥ El
Expiration Date: Dec Y31 ¥ El

GP Margin Structure: | | #° From 0.01 % to 9 % then No Commission
*

From 9.01 % to % then | point for point ¥

(Mext]

-

4

We will click on the [Next] link again to enter our third and final commission tier and then
click on the [Next] link.
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Create A New Commission Rule

_ x|
Rule Type: * | | Generic Commission Rule ¥
Commission Mame: * | Example Comm Rule
4| Active?
Effective Date: dan Y1 ¥ El
Expiration Date: Dec V|31 ¥ El
GP Margin Structure: * | | #° From 0.01 % to 9 % then No Commission
# From 9.01 % to 25 % then Point for Point
# From 25.01 % to 100 % then Commission at 35 %
A

The end result is our completed commission rule as shown below and we now see the

Save Commission and Delete Commission buttons. Click on the Save Commission
button to save your commission rule.

Create A New Commission Rule

_ | x|
Rule Type: * | | Generic Commission Rule ¥
Commission Mame: * | Example Comm Rule |
| Arctive?
Effective Date: | 220 Y1 7 El
Expiration Date: Dec V|[S1 ¥ El
GP Margin Structure: * | | #° From 0.01 % to 9 % then No Commission
# From 9.01 % to 25 % then Point for Point
# From 25.01 % to 100 % then Commission at 35 %
Save Commission | | Delete Commission -
|
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The saved commission rule will now appear in the Commission Rule list.
Customer Commission Rule

Create A New Commission Rule _ | E

Rule Type: * || Customer Commission Rule ¥

Custamer: | |

Commission Mame: * |

4| Active?

Effective Date:

Expiration Date:

GP Margin Structure: * | | From 0.01 % to |:| % then | commission at ¥ |:| e

[Mext]

-

4

The Customer commission rule type option allows you to create a commission rule for a
specific customer. You can create commission rules for as many different customers
that you need. When a Customer commission rule exists, the Customer commission
rule will be applied to all proposals for this customer. You do not have to assign this
commission rule to your sales reps. Once the Customer commission rule is in effect,
any proposals for this customer will use the customer specific commission rule for
calculating commission.

After selecting the Customer Commission rule type, The Customer input prompt will
appear under the Rule Type prompt allowing you to enter the first few characters of the
customers name and selecting them from the selection list. Setup the remainder of the
commission exactly the same way as you would a Generic Commission rule.

When the Commission Report is run, and if there are proposals for this customer that
meet your commission report criteria, the specific customer commission rule will be
used to calculate the commission for those proposals.
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@ Proposal; 2010-1160 - Sample Propozal

Test Customer 3

General Furniture Sales $10,732.688 £3,460.00 $£2,272.88 21.18%
Froject Management Services £193.75 £155.00 $38.75 20%:
Company Cverhead Factor £109.27

[new mema cost] 510,926.63 $8,724.27 $2,202.36 20.16%

Met Inveoiced: $2,562.26  Received: £1,225.00 Deposits: $200.00  Total Payables; $3,540.00
Coemmission Rate! 10% (Test Cust 3 Comm Rule)

Commission Owed: 220.24| [recalculate]  Paid I Full:

The example above shows a proposal in the Commission Report for customer Test
Customer 3. You can see that the Commission Rate field displays the 'Test Cust 3'
commission rule has been used to calculate the commission amount.

GSA Commission Rule

Create A New Commissioh Rule = E

Rule Type: * || G5A Commission Rule v

Commission Mame: * || |

¥ Active?

Effective Date:

Expiration Date:

GP Margin Structure: * | | From 0.01 % to |:| % then | commission at ¥ |:| e

[Mext]

4

The GSA commission rule type option allows you to create a commission rule for
customers flagged as a GSA customer in the Customer database. Only one GSA
commission rule can be in effect at a time. When the Commission Report is run, and if
there are proposals that meet your commission report criteria, the GSA commission rule
will be used to calculate the commission on proposals for customers that are flagged as
GSA customers. The commission rule name used to calculate the commission on each
proposal in the Commission Report is always displayed so you know which rule is being
used. You do not have to assign this commission rule to your sales reps. If the GSA
commission rule is in effect, it will be automatically applied to proposals for customers
that are flagged as GSA customers.
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Commission Team Rule

Create A New Commission Rule _| E

Rule Tvpe: * | | Cammission Team v

Commission Mame: * || |

¥ pctive?

Effective Date:

Expiration Date:

5P Margin Structure: * | [ From 0.01 % to |:| % then commission at ¥ |:| o

[Hext]
Team Members: | User: Rate: |:|
Entay comnmission parcantage [HEHt]

for aachk membar

A

The Commission Team rule type allows you to create a commission rule that includes
multiple people. You can have as many people in the Commission Team as you want
as long as the commission rates for all assigned to the commission team totals 100%.
You will not be allowed to save the commission rule unless tiers are defined for up to
100% of the GP margin and the commission distribution between team members equals
100%. You can define as many Commission Teams as you need.

Entering the GP Margin Structure is exactly the same as for a Generic Commission rule.
Once the Commission Team has been created and is in effect, the Commission Team
rule name must be applied to any proposals that you want this rule to be used to
calculate commissions on. Commission Teams are assigned to proposals on the
Project Info tab, in the Commission Team input prompt field.

A Commission Team rule applied to a proposal will take precedence over any
commission rule assigned to the designated Sales Rep on proposals. The Commission
Report will display the proposal with the sales reps commission rate applied per the
definition of the Commission Team commission rule.
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The example below shows a Commission Team rule being created.
Create A New Commission Rule _ ) |

Rule Type: * | | Cammission Team v

Commission Mame: * | lanother commission team rule |

7 Active?

Effective Date: Jan Vi1 ¥ El
Expiration Date; | (0°5 T /31T otz |

GP Margin Structure: * | | #¢ From 0.01 % to 10 % then Mo Commission
# From 10.01 % to 20 % then Point for Point
# From 20.01 % to 100 % then Commission at 25 %

Team Members: | User: [Test User | Rate:[ 35 ¥
erter oz reose | ser: (st | Rate: 20 ¥
User: Tests | Rate: b

[MNext]

Save Commission | | Delete Commission

-

4

The GP Margin Structure has been defined and each member of the Commission Team
has been assigned a percentage of the commission amount that will be calculated for
each member based on the GP margin of the proposals that this Commission Team rule
is applied to.

Accounting

The Accounting menu allows access to several accounting system functions and
controls. The Accounting menu may be hidden from users that do not need or should
not have access to this menu item by permission settings. If the user or group does not
have View access to the Accounting menu, then this option will not be displayed for
those users or groups.
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The Accounting menu options are shown below.

Gereral Joumal .
F S Voo, i (hart ol Accowres .
£ [iamg| A s | il I

—-_— Chich Pt
ERALEE T Faeoreds Baw Ao

Wbt imnn e alar Chisloe Adiini

Wiy Il Il

F S Vekuirma, bilimin f. ' - H P fin 1 Faniodd Chnargn
_‘\._. - I RGNS B b Salligs
BdALEE "I Fecorie Dk Accouni L]

The first menu option under Accounting is General Journal. This allows you to view and
search your entire journal transaction history.

Under the General Journal menu option there are 3 options:

e View General Journal
e Perform Period Closings
e Business Cycle Settings

The View General Journal option allows you to view your journal transactions exactly as
the General Journal option does. The Perform Period Closings option allows you to
open or close periods. This is the same function that is available from the General
Journal icon option.

The Business Cycle Settings option allows you to configure your business cycles and
settings. This is the same function that is available from the General Journal icon
option.

See below from detail on each of these items.

View General Journal

Geeram sl Yugmid w "en e ounaed Creste Joumd Ertie
F. N Vemloorme, sdmin rhat i Ao # P brom Poriy g o5k T el Baance oot
() [zsok] Mg | - - i _
e (hesch Fgister Buadnes Oyoie 5ok tngs seah Joutral Enfrie
T — E | Faconoks Bk Ancoads L7

There are three menu options under General Journal.
e Create Journal Entries
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e CSV Trial Balance Import
e Search Journal Entries

The Create Journal Entries option allows you to create manual journal entries. This is
the same function that is available from the General Journal icon option. The Search
Journal Entries option allows you to search your journal history. This is the same
function that is available from the General Journal icon option. There is a more detailed
description of both of these functions below.

CVS Trial Balance Import Option

The CSV Trial Balance Import option allows you to create a journal entry from a CSV
file. This allows you to quickly and easily create large journal entries in a single step.

To get started, create an excel spreadsheet with 4 columns. The first row of the
columns should contain the actual journal information, not a column header. The first
column should correspond to the account number. Make sure you enter only the
account number, not the name. The second column should contain your debit entries.
Only enter numbers, however commas will be accepted if they are found. Please don't
enter any dollar signs. The third column is the same as the second, but should contain
your credit entries. Finally, the last column should contain any memo to be created with
that line. This column is optional.

When you are finished, from the File menu, choose 'Save As', then under the file type,
choose CSV (comma separated values).
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Create a Journal Entry From a CSY Upload M E

By creating a journal entry from a CS¥ file, vou can quickly and easily create large journal entries in a
single step.

To get started, create an excel spreadsheet with 4 columns, The first row of the columns should contain
the actual journal information, not a column header. The first column should coorespond fo the account
number. Make sure you enter only the account number, not the name. The second column should
contain your debit entries, Only enter numbers, however commas will be accepted if they are found.
Flease don't enter any dollar signs. The third column is the same as the second, but should contain your
credit entries. Finally, the last column should contain any memo to be created with that line. This column
i= optional.

When you are finished, from the File menu, choose 'Save &s', then under the file type, choose CSW
(comma separated values).

CSY Column Format
Account, debit, credit, and optionally memo v

CSY File:
i Choose File | Mo file chosen

General Journal

Clicking on the General Journal or View General Journal menu option directly under the
Accounting menu will display all transactions in the general journal as shown below.

Shawrdng L - 25 of 31976 Jemal Entrles. Pap1cflmE0 L2 3 1ZE =
T ot
Progosal  Accosnt Hemn credit
0571473017 A Cradf k|11 = 120 - Bbrgunis
e skt =23l i e Agplping customer credi 1D dwvies $20E.00
Drstormer Test Curimer 120 - &counts
Farcoraie applying Destomar credt to v o 200,00
B O3 473037 980 20000 $300.00
Ln T L= e eh g AR S st Jaass S5 210 - &P-Customes
1 L Doposts Reoeivie pavment fnom unaopied §A0a0.00
Credoner: Tedl Caidroeney 120 - ALzaunts
FarH e Heceivs payment Tnom unaapisd Fio0n0
Jen Q5282017 12146 pm SI00O0 SO0
OO 20T AFCrad 5602 o0 13 - Aecnunts Curtomes Creckt Dedata: CR-35700 Custnmes Crechi
Sl lustinant =8 st s fifvertil; L0025 fatm.2s
st Tesas CLsiomer 73 «Installobon #'#ik Chr Embody Ebd-HE Fuly ad) Srms §100.00

TRsd Lisar O DpD01 7 2116
T 21 - Tanas Salas Tax TEAS (.75 % ) Tae L]

®10ES5 - s10R.25

A T BT P Accine

396
Copyright by Dealer Choice Systems. This document is proprietary and confidential. No part of this
document may be disclosed in any manner to a third party without the prior written consent of Dealer
Choice Systems



i
DEALER CHOICE SYSTEMS, INC

The menu options for performing period closings and setting your business cycle can
also be done from the general journal icon list. These icons are described below.

Journal list Icons

Shiing 1 - 25 of 31976 Joumal Entries.

' it

o Ll g
Configure your business and sycle settings ioon
Perform period closing funclions icon
Search puurna] iean
Create B new journal entry lcon

Icons available in the Journal list

This function allows you to create a manual

Create a new journal entry journal entry

This function allows you to search your

Search journal .
transactions.

This function allows you to close and or open

Perform Period Closings )
periods.

This function allows you to configure your
business cycle settings and set business
Configure your business cycle & settings system defaults

Create Journal Entries

Use the 'Create a new journal entry' function to create manual journal entries.

Shawing 1 - 25 of 1976 Jourssl [nirkes,
a
[ ot

$

Create a new journal entry icon

PFagrlof i3l 1 2 3 .. 1290 =

Create a new journal entry

Clicking on this icon will open the Make a Journal Entry window as shown below.
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Make a Jourhal Entry M E

Entry Type: Entry Date:

General Journal T Jun v zz v goa7 |
Account Debit Credit Memo Customer/¥endor
| L | | | | | | |
| @ | | | | | | | |
| L | | | | | | |
| LI | | | | | | |
| L | | | | | | |

%0.00 $0.00
i

Save Entry -

There are several different journal entry types to choose from. Click on the drop down
list to see all of your options.

Make a Journal Entry

= E3

(1

Entry Type:

General Journal

L

| Check
A Cash Receipt

Payroll
Adjustrment
Memo Cost
Wendor Credit
Closing

Finance Charges
Customer Credit

Entry Date:

Jun v [zz v [eoa7 |

Debit

Credit Memo Customerf¥Yendor

$0.00

$0.00

dh

Save Entry

S‘\ 4

Journal Entry Types

Check

This transaction type allows you to create a
manual check. The payee list is limited to
vendors only for this option.
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To manually record a cash receipt, use this

Cash Receipt transaction type.

General Journal may be used for most

General Journal : :
manual journal entries.

To create a transaction that reflects payroll

Payroll information you can use this transaction type.

To record an adjustment journal entry, use

Adjustment this type.

To record a Memo Cost entry, use this type.
You will be prompted for the associated
Memo Cost proposal number for the memo cost to be
logged against to the adjustment will be
logged against the proposal.

To create a vendor credit journal entry, use

Vendor Credit this transaction type.

If you are creating manual year end closing

Closing journal entries, use this transaction type.

If you are entering a finance charge journal

Finance Charge entry, use this transaction type.

If you are creating a customer credit journal

Customer Credit : .
entry, use this transaction type.

Manual Journal Check
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Make a Jourhal Entry M E
Entry Type: Entry Date: -
Check v Jun Tllzz ¥ E|
Checking

Arrt: 100.01 : Operating Cash v

Check fo:
Check
Payee:

Remit To: |Harman Miller
100 East Drive

Herman Miller

Baltimore, MD 212258 p
Account Debit Credit Memo Customer/Yendor
|100.01 : Operating |@ | | [ 100.00 | | | |
1200 : Accounts Payd @ | 10000 | | | | | |
| |8 | | | | | N |
| 1@ | | | | | | | |
| L | | | | | | |

$100.00 $100.00

ik

Save Entry -
A

If you need to manually create a check entry to a vendor, you can use the Check
transaction type to create the journal entry and to generate the check entry in your
Check Register, with this transaction type.

Check Transaction type input fields

Select the cash account that you want to

Checking Acct generate the payment from.

Enter the check number that you wish to use

Check No
to

Enter the first few characters of the payee
name and any matches in your vendor
database will be displayed, select the
appropriate entry from the list.

Payee

This information will be pulled from the
Remittance Address information in the vendor
database. You can edit this data here if
necessary.

Remit To
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Select the appropriate expense distribution accounts in the Account distribution section.
Your debits and credits must balance, you cannot enter an out of balance journal
transaction.

Search Journal Entries

The Search Journal option allows you to search your journal history.

Shawiing 1 - 25 af 31976 Jourmal Eatries, Fageloflze] 12 3 28 -

e it
Search Jowrnal lcon

Click on the Search Journal icon to open the Journal Search window as shown below.
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Search General Journal

(_§ ]|

Filter your journal search criteria below:

— Check Mumber

—Transaction Type

— Search By Proposal

— Matching Account:

All Accounts

105 : Cash - Checking &ccou
150 : Work In Progress

504 : Cost of Goods Sold

110 : Accounts Receivable =

—Search By Yendor

—Date Range

From: v
Thru: v

— Customerfdendor Invaoice Mo,

— Dollar Amount

— Search By Customer

Search Journal Input Options

Check Number

Search the journal by check number; this is a
check number that you have printed from
Dealer Choice.

Transaction Type

Allows you to search for transactions by their
transaction type. Click on the drop down
selection arrow and elect the transaction type
you wish to search for. Only one type can be
selected at a time.

Matching Account

You can select the account or accounts to
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search in for transactions. Multiple accounts
can be selected as well as all accounts.

Date Range

You can search for a transaction by date
range by selecting the From and Thru dates.

Customer/Vendor Invoice No

You can search by a specific customer or
vendor invoice number by entering that
invoice number is this field.

By Proposal

Enter a specific proposal number to find all
transactions regarding that proposal. Multiple
proposals can be entered. Once you type the
first few characters of the proposal number,
all matching entries will be displayed. Select
the entry that you wish to search on from the
list.

By Vendor

Enter a specific vendor name to find all
transactions regarding that vendor. Multiple
vendors can be entered. Once you type the
first few characters of the vendor name, all
matching entries will be displayed. Select the
entry that you wish to search on from the list.

By Customer

Enter a specific Customer to find all
transactions regarding that pr