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Please Note: This document is intended as a guide only to assist with the purchase invoice process in TemplaCMS and
Sage. It is solely the responsibility of the customer to ensure that payments are processed correctly each pay period.

Each step in this document is indicated by a step number and with an S or C in the first column where:
S = Sage
C=TemplaCMS

All points where back-ups should be taken are marked in Red. The user is welcome to take any additional back-ups if needed.
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m Templa CMS / Sage Billing Run Process

o 1 Create a Purchase Invoice Batch

A new batch can be created from the Purchase Register | Purchase Batches menu by selecting New:

. (o .. |
(J close {J Open @ New @, view @ Refresh (3 Print & Excel % Search & Clear Search =@ Expand ® Collapse @ Auto refresh - |« Show po!
i &) Filter selected ] Un-fifeecafected
-
Alerts | Purchase Invoice Balches |
Transaction Register Purchase Invoice Baiches
@ Purchase Register
@ Purchase Batches Drag a column header here to group by that column.
@ Purchase Invoice Line list =
@ Cashbook Register St Batch number Description Batch date Net value Vat value Gross value Met disputed Vat disputed
@ Cashbosk Batches = & o} o} o} D O] ® & m
® Joumnas » 57 Aprl invaices 3004720716 1 .00 £0.00 £0.00 000 0,00

On the following screen enter a Description select the relevant Accounts system and enter the Batch date.

- = Y
31 purchase Invoice Batch Details - * l | (5] -'E‘S-I

! File Tools Help
[J close kl save '\ Motes

| General |
-
Description

| May Invoices - up to 05/05 |
Accounts system
Batch date 05052006 [=]

Mote, to post or delete this batch you must first apply the lock

Financial period i 5

Batch totals Disputed totals

Net £0.00 Net £0.00

VAT £0.00 VAT £0.00

Gross £0.00 Gross £0.00

PurchaselnvoiceBatchDetail 82075 Templs Computer Sysfems Lid g

The Financial period will default to the current Purchase Ledger period in Sage for the selected Accounts
system. This can be overridden to a later financial period if the operator has future period posting authority.
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C 2 Purchase Invoice Creation

Purchase Invoices can be created and accessed from the Transaction Register | Purchase Register menu:

File window Tools Help

J Close J Cpen © MNew L view @ Refresh iz Print & Excel &) Delete @ Reinstzte B8 Show deleted =@ Expand @ Collapse @'Aulu refre
&) Filter selected ] Un-ﬁll@ﬂ; *f Change filter % Select fiter @ My assignments @ Add to batch @@ Remove from batch & Change poste:

iz e b Alerts  Purchase Invoice Batches | Purchase Invoice Register
Transaction Register Purchase Invoice Register
@ Purchase Register
@ Purchase Batches Drag a column header here to group by that column.
@ Purchase Invoice Line list i . . . .
@ Cashbook Register t O Di Lognumb Status Type Supplier ¢ Supplier name Supplier ref Text
@ Cashbook Batches @ @ = o] = = o] =
@ Journals 5 564 PO5- Posted  Invoice  VANITO  Vanitorials Ltd 503803 AFFID0
Y ) P05 - Posted  Invoice VANITO  Vanitorials Ltd 504016 GSIS01
A FRA PN5 - Pasted  Invoice VANITO  anitarials | 14 snanin GSISNT

Select New to display the Purchase Invoice Details screen:

T Purchaze Invoice Details - Invoice
: File Tools Help
J close k) Save ked Save and new ' Motes ¢ Attachments ] Process sheets

=@ Request approval

Inweoice

Purchase Invoice header

Bateh [hot batched] ﬂ
Log number o Tupe Irvoice El
0 Invoice
Supplier ref
Tax paint (ot set] El Due date [t s2t) El e
eck totals
Drescription Met WAT Gross
—_ Invaics £0.00 £0.00 £0.00
£0.00 Cumulative: £0.00 £0.00 £0.00
VAT total £0.00 WYariance £0.00 £0.00 £0.00
Giross total £0.00 [7] Disputed?
Dreg a column header here to graup by that column. _
E: Quantity  Met unit cost Text Met WAT

e Select the Batch this Invoice or Credit note needs to go into (the invoice can be saved and added to a
batch at a later stage, if needed).

e Selectthe Type i.e. Invoice or Credit note.

o Select the Supplier and enter a Supplier reference.

e Enter the Tax point as per the Invoice or Credit note and set the Terms and Due Date accordingly.

Terms are set by selecting the Terms and choosing one of the following options:

Terms
From invoice date El

From imvoice date

End of following maonth

Day of following manth

Days after end of following month

If the From invoice date option is selected the number of Days can be entered.

! Terms
From invoice date EI
Days 15

In the Net, VAT and Gross Total fields, add the total amounts for the entire invoice/credit.

Please Note: The invoice items will be added next
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37 Purchase Invoice Details

File Teols Help

(J Close I save ke Save and new b Notes £ Attachments (5] Process sheets

Invoice:

Purchase Invoice header

Bz GAIL200§12 @2
Lognumber [ ey Type Inveice [+]
e ARADESPA =@

Supplierref | TEMPLAD0D45

Tax point 06/062013 Terms)| Duedate 06/07/2013
El El Check totals

Description | Cleaning Products i e N Er=e
nvoice £200.00 £40.00 £240.00

Net total £300.00 f—
umulative £0.00 £0.00 £0.00

VAT total £40.00 Variance £200.00 £40.00 £240.00

Gross total £240.00 (] Disputed?

Drag & column header here to group by that colum

= Quantity Net unit cost Text Net VAT
Add Remove Details [ Match stores order | [ Match goods receipt | [ Match workbill | [ Match selfbiling invoice | [ _Build from posted |

The purchase invoice can also be matched to a Stores Order, Goods Receipt or Workbill at this point.

From the Build from posted option, a previously posted Purchase Invoice for the supplier can be selected.

Please see Recurring Invoices (C3) for more information on this option.

On the right-hand side is a Check totals box that gives a quick overview of the invoice details entered so far,
along with any variances that need to be rectified before posting the invoice to Sage which will be highlighted

in red, for example, if the wrong Gross amount or VAT has been entered:

Check totals
Met
Imvoice £200.00
Cumulative £0.00
Variance £200.00

If the Check totals box is green (see below), the invoice is ready to post; if it is red (as above) then it is not

VAT Gross
£40.00 £240.00
£0.00 £0.00
£40.00 £240.00

ready to post, i.e. the invoice line details do not match the total invoice values entered on the header screen.

Check tatals

Met
Invoice £50.00
Curnulative £60.00
Variance £0.00

To add the invoice items/lines, select Add to display the Invoice Item Details screen:

WaT Grosz
£10.00 £E0.00
£10.00 £E0.00

£0.00 £0.00

T Invoice Item Details - Invoice for AAADESPA
File Tools Help
(J Close @ Accept @ Accept and new

Irvigice item

Invaics details

Oty Unit cost Met value
1 £0.000 £0.00

tatching type
@ Mot matched
I Site
) Stores order
~) Goods receipt
) Wworkbill
_ Self billing inv

Accounts details
Purchase analysis

Check totals

Met VAT
Invoice £0.00 £0.00
Cumulative £0.00 £0.00
ariance £0.00 £0.00
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dated 06/06/2012 due 06/07/2013 - (new)

VAT value Grosswalue  WAT code

£0.00 £0.00  Standard Rate [=]

Gioss
£0.00
£0.00
£0.00
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On the detailed invoice line, enter the following:
a) Invoice details - item or line as per the invoice (or a brief description)
b) Net, VAT and Gross values for the item, plus select the VAT code
¢) Select the appropriate Matching type:
e |ftheinvoiceis notintended to match a contract, then select Not matched
e Iftheinvoice is to be matched against a contract or site select Site which will allow you to
select the Site, Task type and Cost type

% Invoice Item Details - Invoice for AAADESPA dated 06/06/2013 due 06/07/2013 - (new) = 53
File Tools Help
u,J Close B Accept g Accept and new

Imvice item
Irmvnice details
Bleach
Gty Unit cost Met value WAT value Gross value VAT code
1 £50.000 £50.00 £10.00 £60.00 Standard Rate El
Matching type Matching details
Mot pﬁatched Client AlME, 0 -

[ Site ABMA, Bth =@
Goods receipt
Wworkbill Task type Daily office cleaning =@
Self billing in
Cost tupe Inclusive Consumables =@
Accounts details
Purchase analysis | 51qg -- Fe-chargeable Goods %) 0
Check tatals
Met WAT Gross
Ihvoice £0.00 £0.00 £0.00
Curnulative £60.00 £10.00 £60.00
Warance -£50.00 -£10.00 -£60.00

The Purchase analysis will default based on a combination of the site’s business analysis and the cost type
selected. Alternatively, the appropriate Purchase analysis can be selected, as it always needs to be when Not
matched is chosen.

When the items are completed, select Accept. When the Invoice is completed select Request Approval.

'_E_. Purchase Invoice Details - Invoice for AAADESPA dated 06/06/2013 due 06/07/2013
File Tools Help
u,,J Close H Save bﬂ! Save and new @ Delete <A Previous &» Mext % Motes ' Attachments J Process sheets
=@ Reguest approval B \Worldlow

Invoice

Purchase Invoice| Request approval
Batch TEMPLAZO0G13 =@ Enteed
10 February 2014 15:07:56 Templa support user
Log riumber Tvpe ;
10213 Irvaice El [
Supplier AAADESPA /@ 10 February 2014 15:08:00  Templa-CMS master user
Supplier ref TEMPLAO0D4S
Tax point 00642013 Terms Due date 06/07/2013
EI |—| El Check totals
Description Met WaT Gross
Invoice £60.00 £10.00 £E0.00
Met tatal £50.00
Curnulative £50.00 £10.00 £60.00
WAT total 8
o £10.08 Variance £0.00 £0.00 £0.00
Grozs tatal $E0.00 Drisputed?
Drag a column header here to group by that calumn.
El Quantity  Met unit cost Text Met WAT
» 1 £50.000 Bleach £60.00 £10.00
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Posting a Purchase Invoice batch

From the Transaction Register | Purchase Invoice batches menu find the relevant batch, make a note of the

Batch Number and select Post:

27 Purchase Invoice Batch Details - TEMPLAZ00613 = PG

File Tools Help
iJ close k= save <@ Previous E» Mext

:
*. NMotes

[} thvoices €3 Delete 4% Post

General
Post
B atch number 1157
Desciiption TEMPLA200613
Acoounts gpshemn Accounts
Batch date 2040642013 El
Mote, whilst this batch iz open, all ather users will be preventad from
opening aszociated detailz for amendment.
Financial period 2ma / 3
Batch tatalz Dizputed totals
Met £550.00 Met £0.00
WAT £110.00 WAT £0.00
Gross £660.00 Grass £0.00
| Purchaseimmicesatcherat © 2073 Templs Computer Systems Lid

Please Note: Post will only be enabled when invoice(s) in the batch has been sent for approval.

Purchase Invoice batches may contain invoices with a mixture of invoice dates that could be posted into
separate periods within Sage. At posting time, the possible period of each invoice is determined, and where
more than one period is targeted and is open, the user will be warned of this and presented with the

following options:

e Apply the batch period to all invoices - Yes on the confirm action screen
o Apply the determined period to each invoice - No on the confirm action screen

| Cenfirm action

USE BATCH PERIOD?Y

2012-09

55

The batch contains transactions for differing periods:

Press ¥ES to post all transactions to the BATCH period.
Press MO to post each transaction to the SPECIFIC period,

s Mo

Cancel

Browse to the folder or location where the Sage Import files will be kept and select OK. A .csv file will be
generated in this location ready to be imported into Sage.
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Select folder for export file

B Desktop

>[5 Libraries

> [ Adam Noronha

> 18 Computer

- € Network

» B3 Control Panel
£ Recycle Bin

S 5 Take a back-up of Sage before Importing the above file

S 6 In Sage select File and then select Import:

& Sage 50 Accounts 2011 - Practice Company

File | Edt  View Modules Settings Tools  Favourites

Mew »
[# Qpen » [
) Close Chrl+F4

Iy Maintenance...

I
‘@ Import.,..
Office Integration  » Mew Invoice
Send »
’ =
Lag Off = Pl
Exit

Cus List Batch Invoice
[ Quotations List
Q Invoice List Ej
& Activity 4
il aed Balance

From the Data Import Wizard screen select Backup... and ensure a back-up is taken before continuing with

any further steps.
,/
Sage 50 Accounts - Data Import re
£ e
Welcome Welcome to the Data Import wizard.

Uzing thiz wizard, you can import data from Excel worksheets [%.xlz:7 klex) and files e
Drata bype containing comma-separated values [*.cav).

Drata source
Field mappings

Finish

WARMING: This operation is MOT reversible.

‘we strongly recommend you take a backup of your data before

proceeding

Cancel l Hel [ Back ] I Nest I [ Finizh ]
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S | 7 Processing Invoices in Sage

Once a backup has been taken, select Next. On the Data type screen select Audit Trail transactions:

Data Import Wizard

Sage 50 Accounts - Data Import

o irelcome

Data type
Drata source

Field mappings

Select the type of data you want to import:

Mominal accounts
Product records
Stock ranzactions
Supplier records

?

Finish
Cancel l Hel Back l Mext l Finish

Select Next to continue to the Data source screen. Select Browse and locate the .csv file that was generated
when posting the invoice batch. Please ensure that the correct file is selected for the import.

Data Import Wizard

Sage 50 Accounts - Data Import

o wielcome Select the format of the data you will be importing:
(3} Comma-separated [.csv)
Dta t
e e rpe () Exel workshest [ xls:* dlsw)
Data source Select the file to import:

‘E'\Users\admmlslralnrTEMF‘LAIJ\DeSktnp\AEEDUNTS_Saleslnant|| Browse... |

Field mappings

First rove contains headings

Finish

7

l

Back.

R

] |

Finizh

J

Select Comma-separated (*.csv).

Select First row contains headings.

Select Next to continue.

There should be no need to make any changes on the Field mappings screen.
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Data Import Wizard

Sage 50 Accounts -

o welcome
e Data bype
o Crata source

Field mappings

Finish

Data Import e

Map the fields in your data ta the fields in 5age 50 Accounts.

Required | Imported Field | Sage Field
* Acocount Feference Account Feference
* Morminal &/C Ref Mominal £/C Ref

Department Code

* Date Date
Reference Reference
Detailz Detailz
* Met Amaunt Met Amaunt
* Tax Code Tax Code

Map file in uze: [none]

&ear tap I [ Load Map... I l Save Map... I

Cancel l Hel

[ Back I I Mext I [ Firizh ]

Select Next to continue.

The Final screen gives a summary of the import settings and data source.

Select Finish to import the selected file.

Data Import Wizard

Sage 50 Accounts -

relcome
Crata bype
Crata source

Field mappings

Data Import A

“f'ou are now ready to import pour data.

The following is a summary of the options you have chozen. |f you need to change any
of them, click the Back button now.

Audit Trail transactions

D ata source:
ACCOUNTS_SaleslnvBatch_806_2014_07.caw

Data type: ;I

Header row:
Finish Yes
All fields have been mapped.
« _>I_I
To begin importing your data, click Finizh.
[ Cancel I [ Help I [ B ack I [ Mext ] [ Finizh l

A summary of imported and not-imported records will be shown. If any records did not import the issue needs
to be identified and corrected.

‘mpott Results [ <]

~ Records Imported

SI,HERONS, 22/12/2014, 100.00,

T

~ Records nat Imparted

Prirt I { Save Erors

] { Edit [mpart ] l Help I
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» TEAM Software

by WORKWAVE’

TEAM Software develops market-leading solutions for companies with distributed workforces. TEAM has a focus on the cleaning
and security industries helping the companies who serve these sectors manage and optimise their business; from front line
service delivery to back office financial management. TEAM’s technology is designed to help improve productivity, employee
engagement and profitability, and at the same time help control cost, risk and compliance. For more information, visit
teamsoftware.com.



