MACONOMlY

—people made profitable

Considerations for Closing Jobs

In order to close a job the following must be in place otherwise you will
receive a Maconomy error that will prevent you from closing the job:

Open job entries must be ‘closed’

Invoices on account fully ‘matched’

Open purchase orders must be ‘closed’

. All sub jobs must be closed before the main job is closed.
Fixed price jobs budget must match what was invoiced.

Job cannot be closed due to tax on account rounding errors.

mmooOw»

A. Open job entries must be ‘closed’

To ensure there are no open job entries on the job go to

Menu >> Job Cost >> Lookup >> Job Card

1.

Show Entries Island

Blank out the periods so entries for all periods can be selected
Ensure that ‘Show Open Only’ is ticked

Selection Criteria Island

Ensure that all fields are blank
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2 Job Card
File Edit Menu Reports HNavigate Search Window Help
[xe]
s
H * Job * Show Entries
Job Ma. 10110001-002 Period - [I
Job Name Equity Program Show Open only [V
Job Group Billable
Closed r > Description
Internal
* Ship to Client
Client Mo, 100164
Mame Smuckers Ref.
¥ Bill to Client * Current Phase
Client Mo, 100164 Phase
Mame Smuckers Planned Ending Date
Cue |- |
£ >
B8
Date Act. No. Entry Type Description Quantity Billing Price Quantity InvBilling Price, InvReve
1 | &/6/2007 4817600 Registration RESEARCH 1.0 &.10 0.0 0.00 #
2 9/1/2007 4810902 Job Surcharge Administrative Sun -1.0 -15.00 0.0 0.00
3 9/1/2007 4810902 Job Surcharge Administrative Surn -1.0 -7.50 0.0 0.00
4 9/1/2007 4B10202 lob Surcharge Administrative Sun -1.0 -7.50 0.0 0.00
5 9/1/2007 4810902 Job Surcharge Administrative Sun -1.0 -7.50 0.0 0.00
6 9/1/2007 4B1090Z Job Surcharge Administrative Sun 1.0 15.00 0.0 0.00
£ 9/1/2007 4810902 Job Surcharge Administrative Sun 1.0 .50 0.0 0.00
& 9/1/2007 4810902 Job Surcharge Administrative Sun -1.0 -7.50 0.0 0.00
9 a/4/2007 4B10902 Job Surcharge Administrative Sun 1.0 7.50 0.0 0.00
10 9/4/z007 1R10900 Fegistration Client Billable 1.0 300.00 0.0 0.00
11 9/4/2007 4B10902 Job Surcharge administrative Sun 1.0 9.00 0.0 0.00
12 9/4/2007 1Bi0900 Registration Client Billable 5.5 1,072.50 0.0 0.00 1w
—— . T . 2
FILTER

3. If there are job entries in the table part of the screen then these must
be dealt with by either

e Reallocating to another job

e Invoicing

e Matching entries to an existing invoice on account (prebill) in invoicing
process to create zero invoice

e Processing Job journal to effectively write-off open amounts and then
invoice all ‘open’ entries in Invoicing process to create zero invoice.

e Or writing off the entries in the invoice selection window or invoicing
component in the portal.
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B. Invoices on account fully matched

If the job is invoiced at the job level and not at the product level there could
be an unmatched invoice on account (prebill) on the job. The system will

give you an error that there are open invoices on account if you close the job
before the on account invoices are reconciled..

1. To check the unmatched invoice on account amount on the job go to

Menu >> Job Cost >> Invoicing>Job Invoices on Account

= Maconomy - Maconomy X+ MAS - Demo - [Job Invoices On Account]

M File Edit View Menu Analge [ndex Mavigate Search Action  Special  Seftings  Window  Help

-8 X
@S|+ 2B BRI -|DX|B8 X
CERERNCHP™Y Y I
Reconcile All
-
=7 Job =7 Invoice on Account
Job Mo, 2010002 Invoiced, Met 3,500.00
Joh Mame Graduation 20 sec. commercial Invoiced, Tax 612.50
Job Group Billahle On Account Reduction 3,500.00
Respansihle Administrator
Cepartment Main Department “ F
Payment Terms | COD
7 Client Blanket Invoice
Ship to Client 10002 Tax W
Light Currency GBP
Bill to Client 1000z
Light = Ci
Compary Ma. 20
~ Settling Company Mame Advertising Agency 1
“
1
Invoice No. Invoice Da... Debit/Credit Amount, C... Settled Reconciliation Amo... Amount Reconciled, Curr... Tax, Curre... Reconciliation Tax Tax Reconciled, Currency
20400004 902002008  Dehit 3,500.00 [ S,SUEI.EIEI} n.oo B12.40 B12.80 n.oo
£ >

B l§ Inbox - Mic.,,

1y Start

Cov rﬁSInterne‘.. - ‘Window Microso,., - mM'5":':'”:'”":"'"' 2] ?

This window shows all un-reconciled on account entries for the job.
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Note that the reconciliation amount field in the table part of the window
shows what is open and to be reconciled, you can change this amount here
or in the invoice selection window or in the invoicing component window in

the portal.
2. If there is an amount here then the options are:

3. Matching Invoice on account to existing job entries in Invoicing
process to create zero invoice

1] Maconomy - Sterling Brands - [Financial Project Card]

M File Edit View Menu Analwge Index Mavigate Search Action Special Seftings Window Help -8 X
SS|sREY|H|EFf R L. 2| o |[f X | B8 X
= Project =~ Show Entries “
Praject ha 2340-02 Periad J1.152008] ] - iEzo0T
Project Mame ‘Welch's Fission 12pack shrink for Club stores - Impleme Currency Type Base Currency |v
Project Group Fixed Price - Expenses Billed Separately Currency usD
Closed O Project Currency | LISD
Base Currency uso
= Rewvenue Recognition
Opening Change Closing ~ Registrationlivoicing
Revenue Recognized 0.00 (1,700.00) (1,700.00) Opening Change Closing
Hereof Revenue Adj 0.00 0.00 0.00 Cost, Reg 0.00 0.00 0.00
Billing Price, Inyv. 0.00 0.00 0.00 Billing Price, Reg. 0.00 0.00 0.00
Wark in Prog. 0.00 (1,700.00) (1,700.00) Billing Price, Open 0.00 (1,700.00) (1,700.00)
Billing Price, lnw. 0.00 0.00 0.00
=7 Billing Price Deviation Billing Price, UpiDawn 0.00 (1,700.00) {1,700.00y
Opening Change Closing
Standard Billing Price 0.00 0.00 0.00 ~ Transfer
Standard UpiDown 0.00 0.00 0.00 Opening Change Closing
Billing Price, Req. 0.00 0.00 0.00 Billing Price, Transferred To 0.00 0.00 0.00
Billing Price, UpiDown 0.00 (1,700.00) (1,700.00) Billing Price, Transferred From 0.00 0.oo 0.0n
Billing Price, Inv. 0.00 0.00 0.00
Total UpiDown 0.00 (1,700.00) {1,700.00) = On Account
Opening Change Closing
~ Selection Criteria On Account, Met 0.00 2,500.00 2,500.00
Show Lines | Tax on Account, Met 0.00 0.00 0.00 2
1 T
G/L Entry Date Entry Date Act. No. Task  Empl Description Quantity  Cost, Reg. Billing Price, Reg.
< ¥

—————— -
f.‘.’ start | connected-B... | [@] 3 Microsoft ... = | 7. 2 Intetnet E... - f m Maconommy - C... m Maconomy - 5...

4. Review the job card for each job to make sure that when you do a zero
dollar invoice, you are not writing off entries. Note that there are no

open entries; the invoice selection window confirms this also.
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-~ ToDos Al

- MaconomyWindows
Workflows
" Preptocess
Alert
Time Sheets & Expenses
Purchase Orders
=l Project Management
- My Projects
- Mew Project
- Project Home
- Project Invaicing
- Project Invaice Crediting
- Project Budgeting
- Project Progress FIP
- Evaluation of wiP
- Blanket Invoice
- Revenue Recognition Shee
Resource Planning
Hendor Invoice Handling
Customer Management
Human Resources
Contact Database

Maximize Refresh data Snapshot Change password Logout Ml
L]

%

©. | 5. Invoice History

aus  InvoicedCredit Memo Mot Submitted
omment | |

| 1. Create Invoice Plan | 2 Transfer PlaniCreate FEE Invaice | 3. Edit Invoice Text

Approve OOP Invoice

Print Draft OOP Invoice

Amaurt for Invicing

l

Invvaice Diate
On Acct. Reduction

Irvvoice Layout

e Activity Mame Employes Mame
EIReports

- Bilkto Custarner Mismatch ¥ My Projects [ T v
< 1l 3 & i ] ]

This can be done in the portal or client.

5. Review the financial job card or the project invoicing window for the

job in question; make sure there are no open entries to bill.

a. Usually there are not but you to not want to write them off by

accident as part of the zero dollar invoicing if they are.
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Maximize Refresh data Snapshot Change password Logout M

- Maconomy Windows Close Al

Workflows | 1. Create Invoicy Bl -~ Invoice | 3. Edit Invoice Text .| 5. Invoice History
i elimi

>

" Preprocess )
alus  Invaiel Transfer Fixed Price

Alert
[ Time Sheets & Expenses omment Transfer Desired Sales Price |
FPurchase Orders A Tranzfer Budget
[=IProj 3 i

EpiEEl Mﬁ"agemem APRFoYE O Transfer Invoicing Flan e

- hity Projects

- Mew Project

- Project Home

- Project Invaicing

- Project Invoice Crediting

- Project Budgeting

- Project Progress FIP

- Evaluation of WiP

- Blanket Invoice

- Revenue Recognition Shee
[+ Resource Planning

FVendor Invoice Handling
Customer Management

Approve For Crediting on Accourt
Amourit far Inyvol . a
Approve Invoice Selection
Invoice Date Approve Credit Memo Selection
On Acct. Reduc) Print Draft

Frint Invoice

Print Crecdit Memo
Invvoice to Credit kema

Invoice Layout

Remave Approval
Rederive Tax Code

Submit Invoice

Human Resources Approve Inveice
Com?ic‘l Database AT NETE ; =
[* Studio Traffic Remove Approval of Invoice
E:| Reports : Reopen Invoice I
\ Bill-to Customer Mismatch My Projects | _ v v

< i 2 & i i il ] 2

6. Do the following steps in the Project (job) invoicing window:

a. Action close all, this closes any open entries (there are none open
as detailed before) .
b. Action: Approve Invoice selection.

c. Action: Print draft (again note zero entries), this is done to cross
check that there is nothing to bill.
d. Action: Submit invoice...

e. Action: Approve Invoice.....
f. Action: Print the invoice

7. Post the invoice journal if you do not have auto posting enabled.
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Universe Reports
Users
Maconomy Windows
o Workflows
" Preptocess
Alert
[+ Time Sheets & Expenses
Purchase Orders
=l Project Management
- My Projects
- Mew Project
- Project Home
- Project Invaicing
- Project Invaice Crediting
- Project Budgeting
- Project Progress FIP
- Evaluation of y¥WIP
- Blanket Invoice
Revenue Recognition Ehee
Resource Planning
Hendor Invoice Handling
[+ Customer Management
Human Resources
Contact Database
Studio Traffic
ElReports
<5----El\||-tu CustomerMismatcr; b
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. Project Home: Welch's Fizsion 12pack shrink for Club stores - Implementation (2240-03) E
Find GoTo Action Configuration Help

Convert to Order
Description Convert to Gude Employee Cortrol Imwoicing Plan Invoice History Main Project Documenits
Status Projed cloze Job
Comment Reopen Jokh

Unblack Only First Sub Job
Project Mame Prirt This ack shrink for Cluk stores - Impll 2240-03
AdTaol Job #
Billing Type Fixed Price - Expenszes Billed Separately
Customer Wiglch's 10191
Branct Welch's
Responsible Department Brand Identity 100
Company Mumber Sterling Brands = 10
Fraject Type Brand Identity Bl
Project PO Mo,
Start Date
Eztimated Ending Date
Project Status Crrder
Project Clozed? r
Blocked for Time Registration [V
Blocked for Invoicing v

v

Irneaice |aseant Bl

I Tarl

8. Close the job in the job home (or jobs window in the client).

C. Open purchase orders must be ‘closed’

1. To check any open purchase order lines against the job go to

Menu >> Accounts Payable >> Registration >> Show Purchase

Order Lines

2. Click on Search icon (CTRL-F) to obtain the search window.

3. In the advanced tab select the Job No. and Closed fields and enter the job
in the ‘Job No.’ criteria and leave the tick box blank in the ‘Closed’

criteria.
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m Show Purchase Order Lines

g menu | B save [ -] (R[] « > [H R[]
%? Do Search || \i More |I§"§”i"@|£|

Search

¥ &

Date Committed

Delivery Date

33010002-005 Line R " P Kits - © . ioe for Belki
Closed - ] ine Remarks ress Kits - Sgueezie mice for Belkir
- Job Mo, 33010002-005
Activity Mo, 4B17400
fccount Mo,

Act./Account Name  Press Kits
Company Mo, 330

Mame GCI Toronto
Purch. Order Mo, 330200009

Committed, Company 0.00

Base Currency, Company CaD

|

4. Press ‘Do Search’ Button to display open purchase orders that reference
the job to close.
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m Show Purchase Order Lines

File Edit Menu Reports Mavigate Search Window Help
NEICIRIDENEY
¥ Do Search || & @II%E' : * Purchase Order Line
Search advanced Date Committed
Purch. Order No. Line MNo. Job No. Delivery Date
Criteria: [ ] 3010002-00% Line Remarks Press Kits - Squeezie mice for Belkir
1 3302000584 1 33010002-005
2 330200254 17 33010002-005 Job No. 22200002 022
Activity Mo, 4817400
Account Mo,
Act./Account Name  Press Kits
Company Mo, 330
Mame GCI Toronto
Purch. Order Mo, 330200009
* Committed Amount
Committed, Company 0.00
Base Currency, Company CaD
< > £ >
FILTER

a. The search pane will list the purchase orders that need to be closed
b. To close the purchase order lines go to

c. Menu >> Accounts Payable >> Registration >> Purchase
Orders

d. Click ‘Action’ then choose ‘Close Purchase Order’
D. Sub Jobs Must be closed before the main job is closed

1. The sub job will receive the same error as any job that tires to be closed
that has any of the open entries (A-E) discussed in this document,

2. Thus, all open PQO’s, un-reconciled, invoices on account, open entries, etc.
Must be resolved using the steps outlined here before it can be closed.

3. Go to each sub job in the Jobs window or in the job home in the portal,
Action close job. Repeat this step for each sub job until the main job is
closed.
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4. The job cannot be closed because the amount invoiced does not match
the fixed price on the job

a. This error is caused by a difference between what was billed
(which is all entries that are included in the fixed price of the job
plus invoices on account less what was budgeted in the fixed
price budget of the job or the quote (this is based on the fixed
price job parameter on the job. So the formula is as follows:

E. All entries billed that are included in the fixed price (as defined in
the job budgets

a. Plus: Invoices on account
b. Minus: The fixed price job (budget or quote).

1. Usually the cause of this error is that there are open and un-reconciled
entries on account.

a. See Step B for resolution.
F. Job cannot be closed due to tax on account rounding errors.

a. Here is the Jobs screen where I have looked up the Job
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M File Edit “iew Menu Analze Index MNavigate Search Action Special Seftings Window Help -8 x
98|t By Y|P [DX|[BE xf e v [RE]: .. <k
CTO CT@ CJ R CJ |CF'D

~ Reminder =

i e B[4 2| x
v- =2

Search Advanced

Job No.
Criteria: 55100829

Joh Name

1 [55100828 |ROC RETINOX HYDRA

< |

Find Joh

b.

i

REMEMBER TO CLICK ON SPECIAL>CREATE PROJECT DIMENSION AFTER THE JOB HAS BE

4«

= Client = Job
Client No. 5510027 Job No 25100829
Client Name JOHMEON & JOHNSON
Joh Name ROC RETINGX HYDR:
Revenue Activity RO1
Job Group CHARGEABLE CLIEMN
Department MB STRUCTURE
= o
Description Invoice Layout FI¥ED FEE
Subject Matter TOILETRIES - SKIN | » MNan-lvoiceable |
Joh MotesfComments Intetnal Job ]
Previous Job No. R | MO
Client PO No. Joh Status ACTINE
Blanket Invoice Ref. Client Approval PURCHASE ORDER
Language ENGLISH |+ Template Job O
Job Start Date 1102(2005 Systern Status Crder
Field Start Date 114212005 Converted by BUTTOMN ALRELIAN
Field End Date 114312005 Blocked for Budg. m|
Final Pres. Date Blocked for Trans. ]
Projected Job Start Date Blocked far Iny. ]
Projected Job Completion Date End Invoiced 1
# of Interviews 4 Closed O
|

o

|[FILTER

[car |Mum][scrRLY

When I try and close the Job I receive an error message:

The

job cannot be closed as the net amount invoiced on account is

negative
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M File Edit “iew Menu Analze Index MNavigate Search Action Special Settings  Window Help
@98 iBay|p|Bie[DX|[B0 x|

|11>>||“ﬁ§&|:‘,= Iy

-8 X

CTO CTQ CJ  RI Cl | CPD
H¥|Hi"k §i¢|x ~ Reminder
- = REMEMBER. TO CLICK ON SPECIAL>CREATE PROJECT DIMENSION AFTER THE JOB HAS BE
Search Advanced = Client =7 Job
Job No. Job Name
Client No. A510027
Criteria: 55100829 : Job No. 55100829
1 55100828 RO RETINGY HYDRA Client Name JOHMSON & JOHMSOMN job Name ROC RETIMNGX HYDR.
Revenue Activity RO1
Job Group CHARGEABLE CLIEM
_ Department ISTRUCTURE
Q The job cannot be closed as the net amount invoiced on account is negative Invoice Layout FIHED (FEE
Non-lrnvoiceakle 1
Internal Joh (|
R MO
Client PO No. Job Status ACTIVE
Blanket Invoice Ref. Client Approval PURCHASE ORDER
Language ENGLISH |+ Template Job O
Job Start Date 1102/2005 Systermn Status Order
Field Start Date 11/2/2005 Converted by BUTTON AURELIAN
Field End Date 11/3i2008 Blocked for Budg. m|
Final Pres. Date Blocked far Trans. (]
Projected Job Start Date Blocked far Irv. 1
Projected Job Completion Date End Invaiced |
# of Interviews 4 Closed =]
« | 3| CT | f
Ready [FILTER |[car][MuNM][SCRL

C. I go to the Invoice Selection screen where I can see that there is
a (0.01)Tax invoiced on Account. To resolve this I need to
create an invoice on account that will produce a tax on account
which will zero out the negative tax on account. In this
particular instance this is 0.05
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d.

H M File Edit View Menu Analyze [Index Navigate Search Action  Special  Bettings Window Help -8 X
@S|t REY|R[@o P X[RE xEN Rz .. 2
CA (8] TFF  TDSP TH AFIOA  AFCOA  AlS ACHMS FD Fl FCh ITCM RA
ST IO SO STOTITET BETOOZT ;I
 [HEpriE JOHNEON & JOHNSON
Pmt. Terms 30 DAYS, MET Bill to Custamer 5510182
Blanket Invoice O Johnson and johngon Consumer waol
Tax o
Currency EUR * Selection Criteria
Add. Invoice Text Only Open Activities |
~ Imvoice Selection
Frefarred Inv. Date Met Invoiced on Account 0.00
Invoice Discount % 0.0000 Tax Invoiced on Account (0,01}
End Invoice (] Amount for Invoicing on Account [ b.DS]
On Account Reduction 0.00
Hours Cost Billing Price GM GM %
Time 0.0000 0.00 0.00 0.00 0.0000 %
Amaount 0.00 0.00 0.an 0.0000 %
Taotal 0.00 0.o0 0.an 0.0000 %
Hereof Outlays 0.00 0.00
Excluding Qutlays 0.00 0.00 0.00 0.0000 %
Frev. Invoiced (17.78) 27,013.00 27,030.78 100.0658 % LI
Activity No. Activity Name Billing Price, Inv.  Invoice Qu...  Billing Price to Inv.  Close Bal...  Dir. Inv. Employee Name Cﬂ
00z INCENTIVES 0.00 0.0ano 0.0o O O Carry Far..
fujuke} HALL HIRE 0.00 0.0a00 0.00 0 0 Carry For.. =
Ready | |[CaF]NUM][ECRL

I enter this amount into the Amount for Invoice for Invoicing on

Account
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M File Edit Wiew hlenu Analze Index Bavigate Search | Action| Special  Seftings  Window Help -8 %
@S|+ RBY| R @i |DX[RD x[fY Cosea b
Delimit
CA D TFP TDSF  TB TIF  AFIOA AFCOA _— . ITCM — RA
= Transfer Fixed Price _I
-
== Payment N Transfer Desired Sales Price N
Pmt. Terms 30 DAYS, NET g|  TransferBudget
0 — Transfer Invaicing Plan R
Blanket Invoice m} — Consumer wol
= Approve far Invoicing on Account  [fF—————
Tax M m
Approve For Crediting on Account
cunoncy ELR = Approve Invoice Selection
Add. Invoice Text 0 Approve Credit Memo Selection
Print Draft
= Invoice Selection Pt Invgice
Print Credit Mema
Freferred nv. Date Metl 0.0o
Imvaice ta Credit Memo
Inyoice Discount % | 0.0000 Taxl (0.01)
Remave Approval
End Invoice 0 AT TOT TIPS BT AT DDS}
On Account Reduction 0oo
Hours Cost Billing Price GM GM %

Time 0.0000 0.00 0.00 0.00 0.0000 %

Arnaunt .00 0.00 n.0oo 0.0000 %

Tatal 0.00 0.00 0.00 0.0000 %

Hereof Outlays 0.00 0.00

Excluding Outlays 0.00 0.00 0.00 0.0000 %

Frev. Invoiced 7.78 27.013.00 27,030.78 100.0658 % LII
Acthity No. Activity Name Billing Price, Inv.  Inwoice Qu...  Billing Priceto lnv.  Close Bal...  Dir. Ime. Action Empl. No. Employee Hame Cﬁl
ooz INCEMNTIVES 0.00 0.0000 0.0o 0 0 Carry Far...

003 HALL HIRE 0.00 0.0000 0.00 || || Carry For... -

o T i . H . ;l_l

Ready [ I llcap TMumIScRE
e. And I approve this amount for invoicing on account
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MEile Edit Miew Menu Analze |ndex Mavigate Search  Action Special Seftings  Window Help -8 %

SSG| L 2BE% Q@i OX[BB xf" ATz L. 2|k
A (0] TFF TODSP THB TIP AFIOA AFCOA  AIS ACME PD PI Pih ITCMW RA

ST T TSTOTTTET SOTOoLT ;I
~ Payment JOHNSOM & JOHNSOM
FPmt. Terms 30 DAYS, MET Bill to Customer 5510182
Blanket Invoice O Johnsan and johnson Consumer wol
Tax o
Curreney ELR =~ Selection Criteria
Add. Invoice Text Only Open Activities |E|
= Inice Saection acoamy x

IPUEEEE 1% T 1 E when invoicing the spedfied amount on account, more than the fixed price of the job will be invoiced.

Invoice Discount% | 0.0000 =

End Invoice | Cancel

Hours Cost Billing Price GM GM %

Time 0.0000 0.00 0.00 0.00 0.0000 %

Amount 0.00 0.00 0.00 0.0000 %

Total 0.00 0.00 0.00 0.0000 %

Hereof Outlays 0.00 0.00

Excluding Outlays 0.00 0.00 0.00 0.0000 %

Prev. Invoiced 7.78 27.013.00 27,030.78 100.0658 % L"
Activity No. Activity Name Billing Price, Inv.  Invoice Qu... Billing PricetoInv.  Close Bal...  Dir. Ime. Action Empl. No. Employee Hame Cﬁl
noz INCENTIVES 0.00 0.0000 0.0o 0 0 Carry Far...

0o3 HALL HIRE 0.00 0.0000 .00 1 1 Carry For. =

—— Conmeaeec e T e = = = — ’_l

Ready [ Il J[cap]MuM][scRL
f. I receive a warning. I click OK
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g.

I go in and print the draft.

M File Edit Wiew henu Analyze Index HMavigate Search | Action | Special Seftings  Window Help -8 %
@G| P REY|A[FEi B X[RB xfY Cl=A b
Delimit
CA u] TFP TDSF TH TIF AFIOA  AFCOA o i X ITCM RA
Transfer Figed Price
-
[i 7 Payment N Trangfer Desired Sales Price N e
Pmt Terms 30 DAYS, MET B EEAEF EMEEES
- 1 Transfer Invaicing Plan U
Blanket Invoice O COnsumer wal
= Approve far Invaicing an Account f———
Tax 13 "
Approve For Crediting on Account
Currency EUR l Approve Invaice Selection
Add. Invoice Tesxt 0 Approve Credit Memo Selection
Frint Draft
=~ Invoice Selection Print Invaice 7
Frint Credit Memao
Preferred Inv. Date Metl . . 0.00
Imvaice to Credit Memo
Invaice Discount % 0.0000 Tax| (0.01%
Remoye Approval S bt
End Invoice 0 A o QIO IOy T AT 0.0
On Account Reduction 0.an
Hours Cost Billing Price GM GM %

Time 0.0000 0.00 .00 0.00 0.0000 %

Amount 0.00 0.00 0.00 0.0000 %

Tatal 0.00 0.00 0.00 0.0000 %

Hereof Outlays 0.00 0.00

Excluding Outlays 0.00 0.00 0.00 0.0000 %

Prey. Invaiced 7.78 27.013.00 27.030.78 100.0658 % -
Activity No. Activity Hame Billing Price, Inv.  Invoice Qu... Billing Price tolmv.  Close Bal...  Dir. Inv. Action Empl. Ho. Employee Hame Cﬁl
o0z INCENTIVES 0.00 0.0000 0.00 O O Carry For...

o3 HALL HIRE 0.00 0.0000 0.00 0 0 Carry For... -

e e RECE R — S LI_I
Reaty Il llezap Tt IS cR1
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MEile Edit Miew Menu Analze |ndex Mavigate Search  Action Special Seftings  Window Help
@& 2B @D DX[BB x> ARz .. |n
W< G000 laaa g

16-18 QUAJ DE LA LOIRE » 75019 PARIS » Tel +33 (1040 20 09 02 « Fax+33 (1)40 20 09 17

Johnson and johnson Consumer worldwide JOHHSON & JOHNSON
199 Gradview Road 1 rue Camille Desmoulins
SKILLMAN, USA NJ 025520418 02787 155 LES MOULINEALX
usa TSA S0 002

FRANCE
Sheila KUMAR

Senvice comptahilité fournisseur

©USTOMER N0t 5510182 5510027
RESPONEIBLE JOB N, 55100329
REFERENCGE DATE 11/14/2007
FREF. INV. DATE
PATMENT TERME: 30 DAYS, NET H
WT.CHARCEREINGER TERIE Draft Invoice
BT GuAN NI PRICE PRCE
0.05
TOTAL EUR. 0.05
TR EUR. 0.01
TOTAL BUE EUR 0.08

|
Page 1 011

Ready [ I

[[car][Num][scRL

h. I confirm that the draft balances out the tax on account
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M File Edit Wiew hlenu Analze Index Bavigate Search | Action| Special  Seftings  Window Help -8 %
9GP RBY[B[FEio D X[RD x[fy Cosea n
Delimit
CA 8] TFF TDSF TB TIP AFIOA  AFCOA o i X ITCM RA
Transfer Fixed Price _I
-
Ii =7 Payment N Trangfer Desired Sales Price N
Pmt Terms 30 DAYS, NET B TS B
- 1 Transfer Invaicing Plan —
Blanket Invoice O Consumer wal
= Approve for Invdicing on Account  f————"—
Tax W -
Approve For Crediting on Account
Cumrency EUR l Approve Invoice Selection
Add. Invaice Text 0 Approve Credit Memo Selection
Ptint Draft
= Invoice Selection Print Invice
Frint Credit Memo
Preferred Inv. Date Met| . . 0.00
Imvaice to Credit Memao -
Invoice Discount % 0.0000 Tax | (0.01%
Remove Approval Jirrntsiirrnturinariii
End Invoice | AT 0 DT T O TE T O A T T }
On Account Reduction 0oo
Hours Cost Billing Price GM GM %

Time 0.0000 0.00 0.00 0.00 0.0000 %

Amount 0.00 0.00 0.00 0.0000 %

Total 0.00 0.00 0.00 0.0000 %

Hereof Outlays 0.00 0.00

Excluding Outlays 0.00 0.00 0.00 0.0000 %

Prev. Invoiced 7.78 27.013.00 27,030.78 100.0658 % LII
Acthity No. Activity Name Billing Price, Inv.  Inwoice Qu...  Billing Priceto lnv.  Close Bal...  Dir. Ime. Action Empl. No. Employee Hame Cﬁl
ooz INCEMNTIVES 0.00 0.0000 0.0o 0 0 Carry Far...

003 HALL HIRE 0.00 0.0000 0.00 || || Carry For... -

- o [ e Ee R LI_I

Ready [ I [CAF UM [ECRL
i And then I can print the invoice
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M File Edit Wiew hlenu  Analze Index Bavigate Search  Action  Special  Seftings  Window  Help -8 x
@G| 2BY| R @i |DX[BB x[f [ @aRz.. o|k
W o on(gDr[ARaRA

FACTURE
Johnson and johnson Consumer worldwide Date
199 Gradview Road 111452007
SKILLMAM, USA NI 08558-9418
LSA
Votre référence
Sheila KLIMAR
Notre référence
55100829
Numeéro de facture
551002019
[Numéro de TVA client]
Morn de l'étude
ROC RETINOK HYDRA
Description
0.0s
hantant HT EUFR 0.0s
TvA & 19,6% EUFR 0.01
hantant TTC EUFR 0.06
|
Pa§e1 of1
Ready [ i [[car][Num][scRL
j- OK....so now we have the tax on account cleared up but we now

have an amount on account which needs to be resolved. To do
this I want to go to the Job Information card and unclick Tax.
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M File Edit Wiew hlenu  Analze Index Bavigate Search  Action  Special  Seftings  Window  Help -8 %
@S| sEx|a@ionx[PBAxf v @G|z L. -]k
Address 1 1 rue Camille Desmaouling Company Mo, |85 ;"
Address 2 Name
Address 3 TSA G0 008
CityTown 155Y LES MOLILINEALRS = Derived Dimensions
Address 4iCounty | FRANCE Overwrite
Zip/Post Code 82787 Dirn. Comb. Mo, J551000
State/Country FRANCE v CaEERy I, 55 =)
Attn. Service comptahilité fournisseur Client 5510027 o
Phane Labor Grade O
IFaxe Job M. 55100829 o
Revenue Activity RO1 Praduct 700 v ]
Local Account Mo O
~ Company Cost Centar |
Company Mo 55
Mame ~ Payment
Pmt. Terms 30 DAYS, MET
= Quote Blanket Imvoice |
Date Printed
Mo. of Copies 1] =7 Customer Information
Department
~ Order Confirmation Custorner Group TRADE D
Drate Printed Language EN
Mo, of Copies 0 Tax L1
Tax Mo. LII
I e ST e T i TN - eI Fem oo oo
Ready [ i [[car][Num][scRL

K.

Next I want to go back to the Invoice Selection window and
Approve for crediting on account
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E M File Edit Wiew hlenu Analze Index Bavigate Search | Action| Special  Seftings  Window Help -8 %
BG4 BBY| @B DX[BD x[Ey Cosea n
Delimit
CA 8] TFF TDSF TB TIP AFIOA  AFCOA o i X ITCM RA
AT Transfer Fixed Price _"
esired Sales Price o
Ii | Trangfer Desired Sales Price
Transfer Budoet
7 Main Job Imvoicing Transfer Invoicing Plan
Includes Subjobs O Approve for Invdicing on Account
Invoiced on Main ok |01 | Approve For Crediting on Account
T Cost Approve Invoice Selection GM T
. 0.0000 0.00 Approve Credit Memo Selection 00000 %
Ptint Draft
Armaunt 0.00 0.0000 %
Frint Invaice
Total 0.00 Print Credit Memo 0.0000 %
InEGEr O o Imvaice to Credit Memao
Excluding Outlays 0.00 BermE SaaaEl 0.0000 %
Prev. Invoiced (17.78) 707300 703078 100.0658 %
Tatal far Jobs (17.78) 27,013.00 27,030.78 100.0658 %
Budget 17,239.93 27.013.00 9.773.07 361791 %
Fixed Price 27,013.00
= Delimitation =~ Company
Extend Selection [ Company Mo, |55
Cut-aff Diate | ] Mame
1
Emplovee Tyne [+ Base Currency | EUR Lll
Acthity No. Activity Name Billing Price, Inv.  Inwoice Qu...  Billing Priceto lnv.  Close Bal...  Dir. Ime. Action Empl. No. Employee Hame Cﬁl
ooz INCEMNTIVES 0.00 0.0000 0.0o 0 0 Carry Far...
003 HALL HIRE 0.00 0.0000 0.00 || || Carry For... -
- o [ e Ee R LI_I
Ready [ I [CAF UM [ECRL
. This will credit out the amount invoiced on account previously.

We can go ahead and Print Draft
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M File Edit View Menu Analze [Index Navigate Search m‘ Special Settings Window Help -8 X
@S| BRY| @@ X|B® xf  Clssal i
CA o TFP TOSF TB TIF AFIOA  AFCOA '?r:l;f:er Fixed Price ITCMW RA
Ii psiedsalesinics | Transfer Desired Sales Price ;I
Transfer Budget |
7 Main Job Invoicing Transfer Invoicing Plan
Includes Subjobs O Approve for Invoicing on Account
Invoiced on MainJob | Approve For Crediting on Account
Hours Cost Approve Invaice Selection GM %
Time 0.0000 0.00 | Ap.prove Credit Memo Selection 0.0000 %
Amount 0.00 L Printran 0.0000 %
Frint Invgice ——
Total 0.00 Print Credit Memo 0.0000 %
I EGEE O i Invaice to Credit Memo
Excluding Qutlays 0.00 Remaye Approval 0.0000 %
Prev. Imoiced (1778 207300 2703078 100.0658 %
Total far Jabs (17.78) 27,013.00 27.030.78 100.0658 %
Budget 17,238.893 27,013.00 9.773.07 361791 %
Fixed Price 27,013.00
= Delimitation =~ Company
Extend Selection |1 Campary Mo 55
Cutoff Date | Marne
Emplovee Type Base Currency | EUR Ll
Activity No. Activity Name Billing Price, Inv.  Invoice Qu...  Billing Pricetolny.  Close Bal...  Dir. Inv. Action  Empl. No. Employee Name G 3
ooz INCENTMWES 0.00 0.0000 0.00 O O Carry For..
o3 HALL HIRE 0.00 0.0000 0.00 O O Carry Far.. =
Ready [ Il JlcarP |Num [[SCRL
m.  You can see when you print the credit memo that this will

reverse the invoiced on account amount but since the tax box
has been unchecked it does not credit back any of the tax
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MEiIe Edit Miew Menu Analyze |ndex Navigate Search  Action Special Seftings Window Help
@& ¢ 2AY B DD X[BB X[ > V[AK|[z .. =]n
M on [ &0 ER AR a

A6-18 QUAI DE LA LOIRE - 75019 PARIS « Tel +33 (1)40 2009 02 - Fax +33 (1)40 2009 17

Johnson and johnson Consumer worldwide JOHHSON & JOHNSON
189 Gradview Road 1 rue Camille Desmoulins
SKILLMAN, USA HJ 02552-0412 92737 155 LES MOULINEALX
T5A 60 008
FRANCE

Sheila KUMAR
Service comptabilité fourniszaur

CUSTOMER HO. 5610182 5510027
RESPONSIELE JOE O 55100229
REFERENCE DATE 11142007

PREFERRED CRED. DATE

Draft Credit Mamo

TEST GUAN. UNT PREE PRKGE
0.05
TOTAL CREDTED EUR n.os

=
Pa§91 of 1

[car |[NuM][SCRL

Ready [ I

n. This looks OK so we can go ahead and print the credit memo
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M File Edit Wiew hlenu  Analze Index Bavigate Search  Action  Special  Seftings  Window  Help -8 %
B3|t RBY A D DX[BB X AT 2k
W B0 laan g

AVOIR
Johnson and johngon Consumer worldwide Date
198 Gradview Road 11i4iz2007
SKILLMAMN, LISA NJ 08558-9418
LISA

Votre référence
Sheila KUMAR
Notre référence
55100829
Numeéro de I'avoir
554000237
[Numéro de TVA client]

Morn de 'étude
ROC RETIMNCE HYDRA
Description

( 005)
Montant T EUR 0.05)
=
FPage 1 of 1
Reay [ I |[car MM ][SCRL

0. We have now cleared out the on-account billing. We want to
now go back to Job information and re-check the tax box
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p.

Now we can go back to the job card and close the job.

M File Edit Wiew hlenu Analze Index Bavigate Search  Action Special  Seftings  Window Help -5 X
@g|smax|aldio|Dx|pB xf e P RG]z L. -]k
Address 1 1 rue Camille Desmouling Company Mo, |55 ;"
Address 2 Name
Address 3 TSA 50 008
CityTown 155 LES MOUILINEALX = Derived Di
Address 4County | FRANCE Overwrite
Zip/Post Code 82787 Dirn. Commb. Mo, J551000
State/Country FRANCE v Company Na. 55 2
Attn. Serice comptabilité fournisseur Client 5510027 o
Phane Lahor Grade 0
PRt Job M. 55100829 o
Revenue Activity RO1 Praduct 700 (w ]
Local Account Mo O
~ Company Cost Center |
Company Mo a5
Mame ) = Payment
Pmt. Terms 30 DAYS, MET -
= Quote Blanket Invoice |
Date Printed
Mo.of Copies |0 =7 Customer Information
Department STRUCTURE -
= Order Confirmation Custorner Group TRADE DO © -
Date Printed Language ENM v
MNo. of Copies 1] Tax %}
Tax Mo LII
T e e T r— T T e [y et e S e
Reay [ Il [[cAR][Hun [sCcRL
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qg.

Click OK

M File Edit View henu Analze Index BNavigate Search Action Special Settings  Window Help -8 X%
9S4 RER|B|Aio|DX[BB XN P ARz .. -k
CTO CTa CJ R.J Gl | CPD
Client No. 5510027 Job No 55100829 ;I
Chient Name JOHNEOM & JOHMSON
Job Name ROG RETINGK HYDRA
Revenue Activity RO1
Job Group CHARGEABLE CLIENT JOBS (P&LY -
Department STRUCTURE -
= D pti
escription Invoice Layout FIXED FEE -
Subject Matter TOILETRIES-SK\NC|v War-Invoiceahle 0
Joh Motes/Comments Internal Jok [l
Previous Job No. x|
x
Client PO No. i
Blanket Invoice Ref. ] There ate non-recanciled invoices on account with and withaut tax, respectively - continue?
LY
Language EML
Job Start Date 114 Cancel
Field Start Date 110 COTETET 07 BT TOTT RO TR
Field End Date 11/3/2005 Blocked for Budg. m|
Final Pres. Date Blocked for Trans. |
Projected Job Start Date Blocked far [ny. O
Projected Joh Completion Date End Invaiced O
# of Interviews 4 Cloged (=]
# of Presentions 1 Date Closed
# of Open Ends o Reference Job Mo,
Due Date
Waork Comp. On [ C
= Revenue [ Derived Dimensions =
Ready |[FILTER J[cap [Mum ||SCRL!
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M File Edit Wiew hlenu  Analze Index Bavigate Search  Action  Special  Seftings  Window  Help -8 %
B3|t RBAY @D DX[BB X [ AT ok
M on | &0 Ea AR

FACTURE
Johnson and johnson Consumer worldwide Date
198 Gradview Road 1M 452007
SKILLMAMN, LISA NJ 08558-9418
LISA

Votre référence
Sheila KUMAR
Notre référence
55100829
Huméro de facture
557001157
|:Numéro de TVA client]

Morn de l'étude
ROC RETINGE HYDRA

Description
Montant TTC EUR oon
| |
Pa§e1 ofl
Ready i |[car |Mum[scRL
1 ﬁstartl J @ a J 3 Wi\Program Files\Macon. .. ”MMacunumy—Millward . 155 PM
r. A Zero Dollar invoice is created and the Job is now closed
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M File Edit View hlenu Analze Index MNavigate Search | Action| Special Seftings  Window Help -0 X
83|+ RBER|@ [P |DX[BE xjEq  Cometodr | .|k
Convertto Quote
CTO CTa  CJ R.J Gl | CPD
Close Jaoh
=~ Reminder Reopen Job
REMEMBER TO CLICK ON SPECIAL>CREATE PROJECT DIM% B HAS BEEN CREATED
7 Cient REEE.
Client No. Job No. 55100829
Client Name JOHMSOMN & JOHNSON
Job Name ROG RETINGK HYDRA
Revenue Activity RO1
Joh Group CHARGEABLE CLIENT JOBS (P&LY
Department I STRUCTURE
= Di iptii
EEEED Invoice Layout FIXED FEE
Subject Matter TOILETRIES - SKIMN CARE Mar-Invoiceable ]
Job Motes/Comments Internal Jok O
Previous Job No. R MO
Client PO No. Job Status ACTIVE
Blanket Invoice Ref Client Approval PURCHASE ORDER
Language ENGLISH Template Job O
Job Start Date 117212005 Sysiem Status Order
Field Start Date 11212005 Converted by BUTTON AURELIAN
Field End Date 11732005 Blocked for Budg. O
Final Pres. Date Blocked for Trans. O
Projected Job Start Date Blocked for Iny. O
Projected Job Completion Date End Invoiced v
# of Interviews 4 Closed o
# of Presentions 1 Date Closed 1111412007 =
I |[FILTER J[car|Num][scrL]

Job Closing
Once the above has been resolved, To close the job go to:
Menu >> Job Cost >> Creation >> Jobs

Click ‘Action’ then choose ‘Close Job’
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