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Credit Off Invoices

Sometimes when customers short pay, you can end up with a collection of mostly paid invoices
that still carry a balance of a few pennies. It may not be worth a collection call to try to get the
leftover five cents. Rather than letting these invoices hang open or crediting them off one by
one, you can credit them all at once using the Credit Off Invoices feature.

Credit Off Invoices is designed to search your database for all invoices that match your criteria,
and then credit them all off at once. To use this feature:

1. Go to Accounts Receivable — Credit Off Invoices

2. Use the Invoice Selection column to select what type of invoices you want to credit. In
the example below the user has selected to credit off all invoices dated 12/31/2016 or
earlier, that have a balance left of five cents or less.

3. Use the Posting Info column to select when, what account, and what category you want
the credits to hit. In this example the user has chosen to create the credits as of
12/31/2016 and have them hit the Other Income account with a General and
Administrative Category.

4. Add a memo if desired.

5. Hit the green arrow to find invoices. You have the option of unchecking the box on any
invoice listed that you may not want to credit.

6. The total amount of all invoices that meet your criteria and the total of all invoices that
you have checked displays on the left below the Invoice Selection.

7. Once you have made your selections simply hit save and all of the checked invoices will
be credited off.

&) Credit Off Invoice Balance (FSU_Testing) E=n EER <™
Invoice Selection Posting Info
Asof Inveice Date  |12/31/2015 ] Date |12/31/2015 i
Invoice Balance Less | gy = GL Account 4100 - [
Than Or Equal To | —J | JQ
Other Income

Single Invoice =

| —J Category Code | GRA LJ
Total Invoices  0.02 Memo |
Total Selected 0.02
Invoice Mumber | Invoice Date ] Description Customer Mo | Mame I Amount Met Due
93035 12/16/2008 Cydle Biling 8357 Mack, M/m 20.01 0.01
100451 772014 On Site Service 2916 Bramson, Matt 0.01 0.01
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Late Fees vs. Finance Charges

Tips and Tricks

When a customer is past due on payment you have the option of charging them a Late Fee or a

Finance Charge, but what is the difference?

Late Fees
e (alculated on Statements
e No general ledger activity unless they
are paid
e Can be gotten rid of by simply
recalculating late fees on the

customer, they can be recalculated at
SO if desired

Finance Charges

Calculated on independent invoices
using AR Finance Charges feature
Have general ledger activity just like
any other invoice and will appear as
income for your company for which
you may pay taxes

Must credit them off to get rid of

them

The benefit of late fees is they can be used as incentive for customers to pay their bills, and there
is no harm done if customers do not pay the late fee itself. Since late fees have no GL activity, if
they are not paid simply remove them from the account. If the fee is paid, even better!

The late fee calculation is: Late Fee = (Invoice Total * (Annual Interest Rate / 365)) * # Days
Overdue.

The benefit of finance charges is that they are created on actual invoices and must be paid. They
hit your accounts receivable as soon as they are created and must be credited off like any other
invoice if no payment is received.

It would be best to consult a CPA on whether late fees or finance charges are best for your
company.
Late Fee Calculation on Statements

Last Soaberverk [ate
Cistoenern who ham ik receed a stotemend oo of: (IR 1)
Creatn Satumarts For Ll
1~ gl Cuspomees e
Sl e .
I A Mo :':::::-:nn.m-
e ftost 2l

Moo Days Pas s [ - T R Artar

I Sepaate Statmment By Sing Mdrers T
Frk Ogtxrm
Demod siatwmens  [imiuie | ShowOnes G
Satewert umOnin [ijiamess (] [ Heathe Dus Date

Sk Customer Hurer - |

i ) By [tz i a frimnetly rewner that e account = past e

L~ 0 Doy [Four sccinsd = past dusbe avoed i iractiot of serviie, phabod Sond yind Payrenit Ly

P Secslodace ard Sow Lot Faes

s Dy Pt D 51‘— Mramars nvoics ffance £ 1o
St Lo _i e e e B - |'-.r-
M Chwge § [am
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Example Late Fee
Balance Due: $657.30
! 15
Cleveland, OH 44110 Last LlateﬂEea‘ 1&4.94_
(440) 365-0871 Legal er 90 Days Past Due
Total Active RMR
Total Active RAR
Custormer Type: Residential
Customer Since: 8/30/1997
Salesperson: Oliver Blais
Last Payment Rec'd: $80.05 (2/1/2015)
# of Disp Last 1 Days o
STATEMENT
CUsioms ... ..o o Edith Doyie
Cusbormear Murmber 010042
Gtaterneni Date 128206
Tatal Cus Te2.24
Dae Date 1278MEe
OPEN INVOQICES
Drate Irmmice # Description Amount Balance Due
Eqiith Doyle, 3008 Clark Hill Re Chveland, OH
4015 263240 Recurring 8085 8085
Fri2015 373858 Recurring 8388 B1.88
MHIz0s 2Bt643 Recurring i akid] 83.88
17112018 206072 Racuring 87.28 87.28
2242016 300457 FC 543 543
AHF018 332427 Racurring 8728 87.28
G306 41087 Sanace Call 1231 1233
Bar2018 9T Racurring 87.28 8728
G906 352077 FC B.20 820
M2 E IETI40 FC a:51 .51
Late Fee $10494
Current 31 - 60 Drays G190 Days Orver B0 Days I LATE FEES I CREDITS TOTAL DUE
0,51 L .00 67,70 | T | .00 62,24
Page 1
Pleaze retumn this porton. Do not siapls or fold
Customer Murnber 0010042
BIAEMEMDEE | oeeeceesesssssssmssimssnes 12812015,
DUE DATE 121826
TOTAL DUE 76224
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AR - Finance Charge Creation

& Finance Charge

Finance Charge Information | Total_sl Irrvnice Information |

Last Finance Charge Date

I 11)19/2016

Aging

Minimurn Days Past Due I3D As of

Invoices

¢ Include All Invoices

 Include Invaices After

Arnounks

Minimum Invoice Balance 0.01

Branch Selection

| <all Branches:

[1z/8/z01¢] |e= |

—

I” Recharge Other Finance Charges

Annual Interest Rate |18,UD
Minimum Charge I$3.88

Gek Tokals |

Finance Charge Information I Totals  Invaoice Information I

Totals

Total Amount of Invoices

Imvoice

Murnber of Invoices to be Created [1255

I$4 , 796,53

Date |12,|'8,|'2016 J
&aging Date I12,|'8,I'2016 J

& Finance Charge [ %]

Category | Admin G & A LI

AR Account [110110 =1

Terms | Due On Receint =]

Invoice Tkem | FC LI
E)nu:_socir":igtion I 2 LI
Memo |

Create Invoices |

SedonaOffice
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Example Finance Charge

Tips and Tricks

Fip Constructon Inc Balance Due: $30.69
170 Kingswood Rd, Last Statement Date: Mesver
, | T Ext Credit *  Cwer 120 Days PastC
Phymouth, M1 48170 rl? Nn:u.l': tend .rE- i Cneer 120 Days Past Dus
(734) 271-0355 Total Active RMR, @
Total Active RAR:
Custormer Type: Commercial
Customer Since: 362004
Salesperson: bt Mliller
# of Disp Last 1 Days ]
Bill Contacts
Title Contact Ext E-Mail
Open Invoices  $30.69
Invoice # Site Mame Description Date Armount MNet Due Late Fee
Fio Construckion Ing Jervice Call rired -y £26.81 £26.51 £0.00
00815 Fip Conskruction Inc 12/812016 £3.58 £3.58 $0.00 |
& Invoice =] B3
Customer ID Category AJR. Account
[10036 | [adungen =] [t ][ [Wrwayne Coonty
: Invoice Date Aging Date
Invoaice # ] 3908157 [1zigjz018 él |1gzn;]ﬂzu1s J
B pneenin Branch B0 e
Plymouth, MI 48170 I =
1 i Warehouse Term
e e 100 Camond R Fsl [oeom=w =]
Plymouth, MI 48170 Invoice Type
] [Fatelaneon H |
Salesperson
|
tterrs 3.8 | parts $0.00]
[~ Show Custorn Fialds
Item List %
Ttem Description Gy Rate Amount | Memo
»[FC Finance Charge L 3.88 3.88
B El

Negative RMR

To create RMR discounts, free trial periods and to offset RMR lines entered in error, consider
using negative RMR lines. Negative RMR lines can be entered in the same manner as positive
lines by simply entering a negative number in the amount field. Here are some examples:

You are offering a discount on the first six months of a recurring charge. The total monthly
amount of the RMR is 20.00, so a 20.00 RMR line is entered. The total amount of the discount is
5.00 so a negative RMR line is entered for -5.00. A cancelation date is put on the -5 line for six
months in the future. When the recurring is run the two lines net to 15.00 for the first six
months, then the negative line passes its cancelation date, and the 20.00 line is left to run by
itself every month after that.

The above also works if you are giving away the first few months of recurring free. Just enter a
negative RMR line for the total amount of the positive line and give the negative line a future
cancelation date. The RMR will net to O until the cancelation date passes and then charging will

being.

SedonaOffice
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A negative RMR line could also help if you find yourself with a positive RMR line that was entered
in error and cannot be deleted. In this case you would cancel the positive RMR line, but even so
it will still want to bill for one day. To make sure that one day charge doesn’t hit your customer,
create a negative RMR line for the same amount and cancel it for the same day as the positive
line. This way the two lines process together and net to 0.

Example of a 48.00 recurring line being discounted to 40.00 for the first 6 months

F
Item Code | Syskenm | Zycle | FMR | Zycle Amt | Mext Cycle | Zycle Start | Zycle End |
036 Fire Sprinkler M 435,00 $45.00 120102016 12/1/7016
036 Fire Sprinkler M (45,000 (65,000 | 12/1/2016  12/3f2016  6/1/2017
Total $40.00

When a negative RMR line is eneterd as a discount you may want to consider whether it should
simply reduce your primary income account, or if you would like to track the discount separatley
in its own GL account. To simply reduce your income account, enter the RMR lines as shown
above. To track the discount in a separate GL, a new GL account and new RMR item should be
created. When the negative RMR line is entered select the new discount RMR item. Ex:

Item Code | System | Cycle | RMR. | Cycle Amk | Mexk Cycle | Cvcle Skart | Cycle End |

056 CoTY M $48.00 $48.00  1j1/2017 | 1)1j2017

Discaunt for Annual Pavme CCTY il (443,000 (443,000  1/1j2017 1/1/2017 7ijzo7
Total +0.00

Service Ticket Billing Options

There are four ways to bill service tickets. Traditionally you can simply navigate to the ticket’s
billing tab, select the correct bill to on the customer’s account, and click Create Invoice. But you
can also bill using Third Party Billing, Add to Next Cycle, and Batch Billing.

Third Party Billing

This is for use when the service ticket is on one customer’s account and the invoice needs to go
to a different account. In this case you can check the Third Party Bill To box on the billing tab,
search for the other customer, and then create the invoice.

e Note: this is not the same as billing sub accounts to master accounts. If a sub
account is setup to bill service ticket invoices to the master it will do so
automatically. There is no need to select third party billing.

-~ Ienice

I Third Party Bill To
Customer |1UUU3 QI
Bill Ta I S.H. Smith Comparny Inc -
Contact I | j g
Invoice Date |'|2--'l 8/2018 =

SedonaOffice Page 8 of 19
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Bill to Next Cycle

Tips and Tricks

If the customer has recurring on their account you may choose not to create a service ticket
invoice, and instead apply the charges from the ticket to the next recurring cycle invoice. If this
option is selected all of the charges from the ticket will appear on that customer’s next recurring

Involce.
. Biling Ovemdas | Ticket Charges
e i Cost Tax
[ | g Tekal Pails I 100093 | 7.32
2 Total Labar | .00 | 0.00
Inwoice
Sub Total | 21593 I 1681
Tatal J 23274
Cortact [ = & (@Bl Cyce
Invoice Date {12/ 8/2016 = Nexi Cucle Date  12/1/2016
W &dd Resclution Mote to lnwoice : | | I Cloze Ticket After Adding to Cycle
W Close Ticket After Inveicing E—l eale Invoice ot Add to Mewt Cecle
& Invoice [_]c]
Customer ID Category AR Account: Tay Group
[t1e30 @] [ =] [t 4| [ME-wayne County =]
; B Inwoice Date fging Date
Irvolee # 392037 12/8/2016 - 12/8/2016 e o e o
= McDowell, Anne
J 720 Wolcott Street oEang] [
Novi, MI 48375 [ =
warehouse Term
Anne McDawell v =
Wi b et _ N e W
Novi, MI 48375 Inwaice Iype
Cycle Bil =
Salesperson
T0jA i)
Ttems $235.93 |
[~ Show Custom Fields
Item List i
[ Item Site: Months Rate Amount | Memao
y |02 Recurring Mon Services 1T 1 20,00 20,00
[ [Pt Batteria Batteries - Taxable 1 100.93 100,53 | Service Ticket #4134 [1]
[ |svecal Minimum Service Call Charge 1 15,00 115,00 | Service Tickek #4134 ]
] [
Description [Rerurring =1 Sub Tatal 235,93
- Tax 17.21
conteet | = Total W_J
Memo Balance Due 25314
¥ Complete
= h e e Irwice List T Save | Close

SedonaOffice
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Batch Billing

The Batch Billing feature can be used on inspection and service tickets to bill multiple service
tickets at one time. Batch billing cannot be used for group tickets. Prior to beginning batch billing
make sure all tickets have been reviewed and payment method has been selected on the ticket if
applicable. To begin:

1. Access Batch Billing by going to Service — View tab — Batch Billing.

2. Atthe top select what the invoice date should be for all invoices, whether or not the
resolution note should be added to the invoice memo field, and whether the ticket
should be auto closed when invoicing is done.

3. Check the box for each ticket you want to create an invoice for and click the Create
Invoices for Select Tickets button

4. The system will pop up and ask you to verify you are ready to create the invoices. Select
Okay and invoices for each ticket will be generated. The generated invoices can be
accessed the same and appear the same as invocies created manually on each ticket.

S Wiew | Service Options SageQuest Jobs Options
= ==y | = =m| (= Wk = 4 Removed Parts | Batch Biling Cpen Cuskomer
i E] | 15 [ AL} } o Q = : 9
= d ‘i@ Misc Appoinkrments @ Refresh Scheduls
ShowHide Today Day  MWeek Month Ticket  Group  Inspeckion = Tei | B
Calendar Bar Queue  Tickets  Creation @ ©Penlobs | Ticket | 4130 ] l
Mavigation Arrangemesnt Tools
W Calendar Invoice Date |12£21£2015 "I [ Include Resalution Mate On Invoice | EIbse'Ti'cl_(etAﬂglIn'vm'cirjg
] December 2016 Januam 2017 3 ; o
SMTWTFS SMTWTFS Cé,;?etgt!endv?iiigsm & 4 Earﬁilg?crgfhng aﬂ 7 Showing 7 tickets far invaicing.
1 2 123 4586E7 . -
4 BE 7 8 910 8 91011121314 — - — . -
111213141516 17 1516171819 20 21 = Created On =7 Created By 7| Scheduled On Comrment &
18719 20(21] 22 23 24 22232405 2627 28 [~ 2985 08/02/2016 Jesslpmnl 12/30/1893
BT BAMAN 23 i a097 1043172016 Administrator 1240172016 Mark.
R 4127 124054201 Administrator 12/05/2016 This iz my probl..  Mark.
w W 4135 121242018 Adrmiriztrator 12/30/1893
R 4137 121972015 Admiristrator 12/30/1833
| v 4139 1242042016 Adrniriztrator 1272042016 b ark.
b A140 12/20/2M6 Administrator  12/20/2016 Mark

Irvoice Date I 12/21/2ME "I I Include Resclution Mate On Irvaice: B Cloze Ticket After | nwvaicing

Eéif'éﬁé”ﬁ’?ﬁiﬁi tr;' ‘ @ Eaﬁilnliiéz:hng % Finished creating 6/6 invoices.

: Ticket Mumber 57 | Irvoice Number 7
b 3985 392058 Created

4127 392059 Created
4135 392060 Created
437 392061 Created
#4173 292062 Created
440 392063 Created

SedonaOffice Page 10 of 19
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Aging by Effective Date Detail

The AR Aging by effective date report is designed to give a snapshot of AR aging as of a specific
date in time. It is also the only AR report which should be used to reconcile to the GL.

The difference between this and a current aging is that the current aging can’t show you what
the aging used to look like, only what it looks like now. For example, let’s say Invoice A was
create 1/1/2016 and paid 2/1/2016. On 2/1/2016 we run the current aging. The current aging
will not show Invoice A because it is paid. Let’s say instead we ran the AR Aging by Effective Date
report with a date of 1/31/2016. The AR Aging by Effective Date will show Invoice A because on
1/31/2016 Invoice A was not yet paid. To put it another way, the current aging would give an
accurate picture of what your AR looks like now, and the AR Aging by Effect Date would give an
accurate picture of what the January AR looked like then. This is especially important when
considering credits, which may be applied and unapplied in different months. The current aging
will only recognize the final resting place of the credit. The AR Aging by Effective Date report will
track where the credit was applied or unapplied as of the date you select.

For the following table assume todays date is 2/1/2016 and the effective date report is run for
1/31/2016, there is no date selection option on the current againg:

Invoice Dated Paid Appears on Appears on AR
Current Aging? Aging by Effect
Date?
A 1/1/2016 2/1/2016 No Yes
B 1/1/2016 1/31/2016 No No
C 2/1/2016 Not yet paid Yes No

When running the AR Aging by Effective Date report you can filter by branch, customer status,
and/or invoice type. You can sort the report by customer name or number. There are also three
additional report options:

Invoice and Credit Detail — When this option is not checked the report shows one summary AR
line for each customer. When this option is checked the report shows one line for each open
invoice and credit on the customer.

Use Branch at Invoice Level — The branch assigned to an invoice’s site and the branch assigned to
the invoice itself are usually the same. However, you can change the branch on an invoice so
that these two do not match. By default the report uses the site branch for invoices, but
selecting this option makes the report use the branch on the invoice itself.

Age Credits — Normally credits appear on the report by themselves in a generic ‘credit’” bucket.
However, you can get your credits to age just like invoices by selecting this option.

SedonaOffice Page 11 of 19
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Report Criteria
#& AR Aging by Effective Date M=l E3
— Branches bz of Date
Ace Securty Systems . |12||'8||'2016 AI
ADI Integration
[¥] &mericas Best — Custarner Status
Andrea Security Company
v AR v L.
BELG A I Carc
Best v ANR [w Other
Bogs Spstems
Dons Test Branch e T
[ b s Fopd ] Ll
[v Cucle [¥ Service
[v Jobs v Misc
[~ Show Each Branch
Select Al Invert Selection | - Options
[~ Imvoice and Credit Detail
— Sort By [~ Use Branch at lnvoice Level
ICustnmer Mame j [~ Age Credits
Info | Ok | Ewport | LCancel
AR Aging by Effective Date without detail
AR Aging by Effective Date Base on Customer Branch SedonaSecurity
Asof 110502016
Crstormer Custormer Tnapplied Thnappliad A dvarre
Tunber Hame Cunert 1-30days 31-80days 61-80days F1-120days overl20 Tetal Cwdits Cash Deposit Het Owred
123456789001 & & & Seafood 0.0o 14.10 0.0o 0.on 0.ao 445 12.58 0.on 0.ao 0.0o 12.58
13543 B & b haching 0.0o 13.15 0.0o 0.on 0.ao 622 19537 0.on 0.ao 0.0o 19537
41607 B0 Corporat 0.0o 745 0.0o 0.on 0.ao 0.0o 743 0.on 0.ao 0.0o 743
45119 L Dancers World 0.0o 411 0.0o 0.on 0.ao 0.0o 411 0.on 0.ao 0.0o 411
42044 L K Canary Insur 0.0o 455 0.0o 0.on 0.ao 0.0o 435 0.on 0.ao 0.0o 435
45433 L Pluz Storage 0.0 411 0.0 0.00 i} 0.0 411 0.00 i} 0.0 411
AR Aging by Effective Date with Invoice and Credit Detail
AR Agingby Effective Date Basedon Customer Branch SedonaSecurity
A= of12/8/20186
Customer Tivrcice# Descriphon Date Het Ine Curert 1-50days 31-A0days &1-90days 91-120 days over 120
123458725201 200917 FC 02/2452018 448 0.0 0.oo 0.00 0.0o 0.00 445
L& 0 Seafood 37841 FC 117192018 14.10 0.00 14.10 0.00 0.oo 0.00 0.oo
18.58 0.0o 14.10 0.0o 0.on 0.o0 4438
13943 01304 FC 02/2452018 622 0.0 0.oo 0.00 0.0o 0.00 F22
B & M Machine 3E122 FC 117192018 153.15 0.00 153.15 0.00 0.oo 0.00 0.oo
SedonaOffice Page 12 of 19
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Extended System User Defined Fields

Tips and Tricks

In version 5.7.44 of Sedona Office a new detailed user defined section has been added to
systems. Once setup, users have the option of using six different completely customizable tabs
and the customizable fields within those tabs.

Setup

This new feature incudes six customizable tabs and eleven or more customizable fields within
those tabs. The feature itself, the tabs, and each field must be activated separately. This allows
you to activate and display only the fields you wish to use. To begin setup go to SedonaSetup -

Extended System User Defined Fields.

A breakdown of the fields in this setup table:

& sedona Office Setup (SedonaSecurity)
File Find Find e Yiew Tools Help

This section activates and
names the feature overall

| Sedona Setu

Inventory Setup
Manufacturer
Material Handlers
Part Labor Unit Desc

This section displays i
the detail for
whichever
customizable field has

Extended User Defined Fields m  Form Title: [New Liser Defined Fields Sectio v oo Defined
Description I T [_‘_I These are the six Fields In Use
O e e rree | |11 ] ][N e
Custorn Fields Tabled (System) M
Customer Groups CM Tab Caption: |Mame of First Tab v TablnlUse
Data Entry Defaults M
Extended _Iser Defined Fields el o ki ox IT‘EXt field 1 et oS IDate field 1
Payment Methods CH TextBoxforTab 1 [Textfield2 Date for Tab L Line [Date field 2
:mi Es,::::: " Thiis section TextBoxfor Tab 1 |TextField3 Date for Tab 1 Line [Date field 3
displays all el
Systern Types customizable fields %, | Custom name of drop  [rop down bt 1 Date for Tab 1 Line [Date field ¢
Type Of Custorner for this tab Erop Dowr For Tab. 1 Date for Tab [pate field 5
Alarm Services Drop L |prop down list 2 Date for Tab 1 Line [Date Fiel
Authorities Ccs Drop Down for Tab 1 |prop down fist 3 Date for Tab 1 Line |Dat8 Field &
Signal Types Cs
:tl‘-a(n;:::::ﬁon il 22 Ehledlilﬁ_cxx fc_lr M Shatk Box fc_n‘ Im Date for Tab 1 Line |Date field 7
Branches GL CheckBox for [Check2 CheckBoxfor [Checkd  Datefor Tab 1 Line [Date field®
Categories GL FEEARAE el R =
Chart of Accoun.ts . Gl Notes for [Nul:&s P
Create Accounting Periods GL | Tab 1 Line
Define GL Segments and Length GL 1
Open Current Accounting Period GL
Custorn Fields Setup(Part) IN
Custorn Fields Table1{Part) 1N
Custorn Fields Table2{Part) IN ] User Defined Field Edit
Custorn Fields Table3{Part) N
Customer Part Groups 1N Drop down list 1 (DropDown) I” FieldIn Use

Product Line been clicked on above
i
Warehouses
Caormnrmission Types M
Contract Forms M
Custorn Fields Setup (Job) M
M

Custorn Fields Tablel {Job)

Field Label:  |Custom name of drop down list Drop Down List Trems:
Default Yalue: I LI =+ | |Drop down option 1 Up
I Dirop dowven option 2 _l
Start Tag: _]
= Down |
End Tag: ]
Apply |

SedonaOffice
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Within this setup table the following types of fields are available for customization:

Check Boxes

Date entry fields

Drop downs (for selecting one entry from a list)
Money entry fields (for entering dollar values)
Note entry fields

Text Boxes (for short bits of free form text)

To begin:

1. Check the “User Defined Fields In Use” box in the very top right corner and label this
feature by entering the name of your choice in the “Form Title” field.

2. Click through the six tabs to see which of them fit your needs. When you find a tab you
wish to activate check the “Tab In Use” box and enter a name for the tab in the “Tab
Caption” field.

3. Click on a field on your tab that you wish to activate. Details for that field will appear in
the bottom portion of the screen.

4. Enter a name for the field under “Field Label”

5. If you want the field to have a default, enter one in the “Default Value” field

6. Leave the Start Tag and End Tag fields blank. These fields are for future functionality not
yet implemented

7. If your chosen field is a drop down, enter all possible drop down options under “Drop
Down List Items”

e Select the + sign. The following pop up box will appear:
DropDownustinry |
Tupe DrapDown list enty
Cancel |
f
e Enter the drop down option and click Okay
e You can change the order of the drop down options by selecting an option
and using the Up and Down buttons at right to adjust
e You can remove drop down options by selecting the option and clicking
the (=) button at left
8. Select Apply
9. You may return at any time to activate more fields and tabs. You can inactivate fields and

tabs by unchecking the associated Field/Tab In Use boxes.

SedonaOffice Page 14 of 19
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Using the Extended User Defined Fields
To view and edit the extended user defined fields:

1. Open a customer

2. Expand on one of the customer’s sites and then expand Systems so you can see the
individual system names

3. Highlight a system, right click, and select edit

|| Dovyle, Edith
) Customer Information
"% Payment Options
| Bill To
27 Doyle, Edith

. contacts
| | Sites
|| {25244 Edith Doyle
B Systems

&0 Intrusiol

Mew System
Documents

i Equipment Edit System

[ Equipment Hi "~ Mail Merge

4. Select the U/D Fields button at the bottom (U/D stands for User Defined)
5. A window will pop up with all of your activated custom tabs and fields listed
6. To use these fields simply enter the appropriate info and save

'S 0010042 V41380 Intrusion System

Balance Due:
Last Statermnent Date:
Last Late Fee:

| Gral

) Customer: 0010042 Address: 50 0ld Clark Hill Rd
Edith Doyle Cleveland, OH 44110

w. New User Defined Fields Section

System ]Custw Fields I Recurring | Equipment I Insw:tlcns] Motes & Co

) Customer: 0010042 Address: 50 Old Clark Hill Rd
System Information Second Edith Doyle Cleveland, OH 44110
System Account  fy41380 SYSem  cuctemio: V41380
System Type [ rtrusion =] panelT e ' |
il Upselling info
Panel T: UNKMNOWN Transm
Eepsiies S = Fomet
Location 2054 Service -
| Marne of 1st text box  [vou can enter anything A date for | =

Warran

Memo. |esz44 e - -
This is the second box iThs is & default value
Monitored By SedanaSecurit Warran
] edonasecurity :J arr aswu“ke I
' S Service
R T ikt .
eceiverTransmitter I A Do Dov Bk ] L]

Contrack Information Brimary
Contract Form [ 3 vear =] aksen
Contract Number Izsusn Akt Sers
Contract Date [71a1j2007 ] Redquirt If yescheckhere [~ Dog? w
Contract Length I36 Renewal Months [ﬁ Parts? nl

Critice
OF ko Rate = P
Increase After | AI Expire
Cyele P.O. |
Cycle PO Expires I | I

=
e ATy
[#-{ | Deferred Income {Unposted)

|4 Documents
T3 EFT History Save Close
-~ Events History
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AP Credit Card Payments Made in Error

When you pay a bill via credit card a credit gets auto created on the original vendor and auto
applied to that bill. The bill on the original vendor is therefore paid and closed. A new bill then
gets opened for the same amount on the credit card vendor. In essence the bill is being moved
from the original vendor to the credit card vendor. None of this can be backed out. So if you pay
a bill via credit card and later realize the bill should have been paid a different way, how can you
undo this transaction?

The bill on the credit card must be credited off and a new bill must be created on the original
vendor. Whenever you have paid a bill by credit card in error follow these steps:

1. Go tothe original vendor and make note of what expense line/GL account is in the body
of the bill.

2. Gotothe Credit Card vendor and create a credit. In the body of the credit use the
expense line/GL account you noted.

3. Apply that credit to the open bill for this transaction on the credit card vendor (do not try
to credit off the original bill, that bill was already paid by CC)

4. Open the vendor the bill was originally on

5. Re-create the bill from scratch on the original vendor

Note: Under no circumstances should the credit card bill be deleted. Doing so will not open back
up the original bill and it will throw off the GL. If a bill has been deleted off of the credit card
vendor it must be recreated and then the steps above should be followed.

Parts Updater

Sedona has a parts updater that can be used to import parts lists to your inventory. In some
cases the parts updater can also be used to update info on your existing Sedona parts, such as
adding a new vendor to all of your parts, or updating parts pricing.

Note: The parts updater cannot update standard costs. Standard costing is done on a
warehouse by warehouse basis and the updater does not assign part warehouses.

To use the parts updater:
1. Acquire your parts list — You can create this yourself, get it from a vendor, or export it
from Sedona if you are updating existing parts.
2. Download the parts updater by going to Sedonaoffice.com - Resources — Downloads -
Sedona Office Parts Update Utility (use version 10 for Sedona versions 5.7.26 and higher,
use version 9 for older versions of Sedona). The updater will save as a zip file named Parts

Updater.
3. Open the Parts Updater folder on your machine, double click PartsUpdateSetup, and

select Run.
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4. The setup wizard will extract the files from the .zip and then open the updater. Make
sure to note what folder the files get extracted to so you can find them later. The files will
include the setup wizard, help docs, example docs, and the parts extractor. If you are
updating existing parts in Sedona, use the parts extractor to pull your part list, making
sure to include all columns.

5. After extracting the files the setup wizard will open the updater which begins with the
terms and conditions. Read the terms and conditions and if you agree, check the box to
accept. This step is important because the parts updater allows you to change a large
amount of data in one swoop. If you are not careful you could incorrectly adjust data. The
terms and conditions ask you to:

e Backup your database before using the updater, and test the updater in your
sandbox first.

e Understand that this is not an official module and while we will answer questions,
we do not officially offer support on it. This means if the updater is used
incorrectly and your database requires extensive data repair, this will not be

covered under regular support.
©) PartsUpdate ver. 10.0.10.0 o

|The SedonaParts Importer is a module provided for the use by SedonaOffice clients only. This
|module is an unsupported application and is not covered by the SedonaOffice Support
{agreement. This module is being delivered "As |s”, and the usage of this module is at your own
|risk. Perennial Software, Inc_, provides no warranties or representations to the usability or

| functionality of this module. The usage is solely at your own risk. We strongly suggest you test
the usage of this module on a test ("Sandbox") database pnor to usage on a live ("Production”)
|database. It is HIGHLY recommended that you do a complete back-up of your existing
|database BEFORE you run this utility. Once this utility is run, it CANMOT be undone except by
restonng from a back up. Any support required for the module or the results it may cause on
|your live database is billable at the current support rates. “our use of this product confirms your
lacceptance and understanding of these terms and conditions.

™ I accept and understand these terms and conditions. | have made a back up of my database

I Cancel l

T i

6. Select the database you are updating: If your database does not appear it means you do
not have authority to run the updater on it. You may try contacting your internal IT.

Select the database you wish to update. (tis
highly recommended that all new updates be Connected to server: LENOVO-PC
tested in the Sandbox database )

Master Setup Standard
Test
Sedona Security

Cancel
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7. Select CSV file type. The updater now only accepts .csv files.
8. Select your .csv parts list from your files and the Update window will appear.

Tips and Tricks

@ PartsUpdate ver. PartsUpdate ver. 10.0.10.0

Customer_Egquipment
Service_Description
Service_Price
Sales_Description
Sales Price

Purchase Cost
Vendor_ Code
Vendor_Part_Number
Purchase_ Description
Labor_Units.
Manufacturer_Part_Code
upC

Notes
Non_Value_Part
Service_Part
Sales_Part

Special Order
Inactive

Customer Equipment
Service Description
Service Price

Sales Description
Sales Price
Purchasze Cost
Primary Supplier
Supgplier Part Number
Purchase Description
Labor Units.
Manufacturer Part Number
UpC

Motes

Mon-Value Part
Service Part

Sales Part

Special Order
Inactive

Supplier List Price
Userdef Table 1
Userdef Table 2
Userdef Table 3
Userdef Text 1
Userdef Text 2
Userdef Text 3
Userdef Text 4
Userdef Text 5
Userdef Money 1
Userdef Money 2
Userdef Check 1
Userdef Check 2
Userdef Check 3
Userdef Check 4
Userdef Check 5
Userdef Date 1
Userdef Date 2

PPV Account

Direct Expense Account
Invoice tem

Job Use Default
Service Price 2
Purchase Quantity
Manufacturer Warranty
Wew Part Code
Income Account Code

Excel Columns Mapping

Part_Code Part Code Part_Code
Description Description Description
Deetail Deetail Detail
Product Line

Manufacturer_Code Manufacturer

Drag Excel headers to Mapping list. Double click mapping to erase mapping. Click "Import

Spreadshest”when done

i Defaults -

Supplier -
Set Supplier as Primary Supplier I

ProductLine -

Manufacturer -
-

Invoice ltem ] v]

Warranty

Sales Markup 1.0

Addto Sales pricelist v

Service Markup] 1.0

Add to Service price list v
Show on Customer Equipment List ird

Mon-value Part [

Haltan errar v

Update parts only, do NOT create v
Do NOT add new supplisr 2
Set Part —
& Active

" Inactive
& Mo Change

PPV Account

All Accts
| =l

All Accts
| 2

Manufacturer Income Account

| Z
All Accts

(* SedonaOffice PartCode

Direct Expense

[~ ldentifierto Use-

" Suppliervendor Part Mumber
" Manufacturer Part Number

SaveMapping Load Mapping

Import Spreadshes Cancel

9. The first column pulls the fields from your .csv file. These must be mapped to the Sedona
fields in the middle Mapping column. Drag and drop fields from the left column to the far
right, next to the Sedona field they should be mapped to. In this example the Part_Code
field from the Excel column has been mapped to the Part Code field in Sedona.

Some extra notes about mapping:
e You can map one CSV field to more than one Sedona field.
e To undo a mapping selection, double click that field in the Sedona column

SedonaOffice
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TAKE SPECIAL CARE IN MAPPING ALL FIELDS THAT APPEAR IN THE DEFUALTS
SECTION AT RIGHT. Every filed listed in the defaults section must be mapped in
the columns section or all parts in the system will be updated to the default.
Sometimes this is intentional, but typically you do not want all parts to carry the
same value in these fields.

10. The right Defaults section lists necessary part fields and gives you the ability to select a
default for these. Any part that does not have an entry for one of these fields will be
updated to the default. If you fail to map one of these fields in the mapping section all
parts will be updated to the default for that field.

Supplier — sets default for part vendor, and when the ‘Set Supplier as Primary
Supplier’ box is checked that vendor is made the primary vendor

Product Line, Manufacturer, Warranty, Invoice Item, Sales Markup, Service
Markup — all allow you to set a default for their named field

Add to Sales price list and Add to Service price list — when checked parts will
default to being on the sales and/or service price list —

Show on Customer Equipment List — if checked when a part is issued to a ticket or
job it will appear on the customer’s equipment list.

Non-Value Part — marks a part as non-value

Halt on error — if this box is checked and the parts importer experiences and error
it will immediately stop the import. Always check this box.

Update parts only, do NOT create — if this box is checked and there are parts in
your .csv file that are not in Sedona those parts will not be added to Sedona. If
this box is unchecked those parts will be added.

Do NOT add new supplier — If your .csv file references a new vendor and this box
is checked that vendor will not be added to Sedona.

Set part — sets default for whether or not your parts are active

PPV Account, Direct Expense, and Manufacturer Income account — set defaults for
which GL accounts should be used

Identifier to Use - Is the part code you are using for mapping the internal part
code, the vendor’s part number, or the manufacturer’s part number?

11. Save Mapping — Saves your progress if you need to return and finish later

12. Load Mapping — Re-loads a saved mapping

13. Import Spreadsheet - When all mapping and defaults are ready, import the spreadsheet
to your sandbox. Double check that everything updated as intended, and if so, repeat the
process for your live database.

SedonaOffice

Page 19 of 19



