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Create an Interim Invoice

1. Click on Jobs:

Dashboard ~

My Timesheet ~ Health and Safety ~

2.

Locate the applicable Job:

JobID Job Code Job Identifier Client Code Client Job Details Target End Date Date Entered Job Status

JOB-
2 e THOM Thompsons Jul132020 - B R
20 JOB - Apples AGL Apple Grower Limited Jul 08 2020 - L4

3. Click the Job ID:

cecrer e
JobID JobCode Job identifier ClientCode  Client Job Details TargetEndDate  DateEntered  Job Status

m THOM Thompsons Jul 132020 - A X
&= VINEYARD = .

20 | Jos-Aoples AGL Anple Grower Limited Jul08 2020 - B R

A similar screen will appear:

Job Details

Job ID
Job Type
Job Code
Job Client

Current Job Status
Update Job Status

Work in Progress Total
Job Cost

Next Review Dale

2g
general
JOB - Apples

Add Interim Invoice

Apple Grower Limited - contacts

Q
§745.00
50.00

save >>

eY - [EETE—

Add Bulk Time to Job Add Time to Job Add Disbursement Add Inventory Add Client Info Q Allocate Resources View Job Costing View Current WIP

Job Comments.

Currently there are no logged comments on this job.

Add Comment

#

Add Comment >>

Currently there are no emails for this job.

4. Click Add Interim Invoice:

Job Details

Job Details
Job ID

Job Type
Job Code

Current Job Status

Update Job Status
Work in Progress Total
Job Cost

Next Review Date

Job Client : Al

Add Bulk Time to Job Add Time to Job Add Disbursement

)

general

5745.00
50.00

save >>

Add Inventory

) - [ETe—

Add Client Info

Add Interim Invoice

Q Allocate Resources View Job Costing View Current WIP

Job Comments.

Currently there are no logged comments on this job.

Add Comment

#

Add Comment >>

Currently there are no emails for this job.




5. Select/enter the applicable details:

Create Interim Invoice

balance wip

current fofal - interim invoices total -
745.00

74500

Job Code: JOB-Apples | Oy
Task Date : [l clear task date
Task Description

Task Price
Budget % % of job budget | 0.00

MBIKE - Motorbike (not subject to gst) 10.00

Disbursements UTE - Ute 1250

UTE - Ute 1250

Total

Timesheets

[] 2000000 LizzyGreen  Apple Apple Picking Jul 08 2020 3.5000

6. Click Add:

| ] o0.00 Total 0.0000 “

(=




View an Interim Invoice

1. Click on Jobs:

Dashboard ~ My Timesheet ~ Health and Safety ~ Jobs vj

2. Locate the applicable Job:

=W TECETeE T e OT T

JobID Job Code Job Identifier Client Code Client Job Details Target End Date Date Entered Job Status

JOB-
2 e THOM Thompsons Jul132020 - B R
20 JOB - Apples AGL Apple Grower Limited Jul 08 2020 - L4

3. Click the Job ID:

=g TERErEE T TE T

JobID JobCode Job identifier ClientCode  Client Job Details TargetEndDate  DateEntered  Job Status

J0B-
22 VINEYARD THOM Thompsons Jul 13 2020 - A X
20 | Jos-Aoples AGL Anple Grower Limited Jul08 2020 - B R

A similar screen will appear:

sob Dstas (oo o]
Add Bulk Time to Job Add Time to Job Add Disbursement Add Inventory Add Client Info O\ Allocate Resources ‘View Job Costing View Current WIP

Add Interim Invoice
Job Details Job Comments.

JobID: 20 ﬁ Currently there are no logged comments on this job.
Job Type : general
Job Cede : JOB - Apples
Job Client : Apple Grower Limited - contacts

Add Comment

Current Job Status

#

Undate Job Status : € Add Comment >>
Work in Progress Total : $745.00

Job Cost: §0.00
Next Review Date = [m] Currently there are no emails for s job.
povriiois |

4, Scroll down to the bottom of the screen to Interim Invoices:

Invoice Number Amount (incl) Date

Interim Invoices © [ 20200714201

856.7% Jul 142020

Total 856.75

5. Click on the spyglass icon in line with the applicable invoice to view it:

Invoice Number Amount {incl) Date

Interim Invoices : | 20200714201 856.7% Jul 142020 Q

Total 856.75




Create a Final Invoice

1. Click on Jobs:

Dashboard ~

My Timesheet ~ Health and Safety ~

2. Locate the applicable Job:

W TECETeE T e OT T

Job D Job Code Job Identifier Client Code Client

JOB-

VINEYARD Thompsons

Job Details

Target End Date

Date Entered Job Status

. 2 x

Jul 13 2020

JOB - Apples Apple Grower Limited

Jul 08 2020

G 2 x

3. Click the Job ID:

WG TSRS T TI O

JobID JobCode Job identifier ClientCode  Client Job Details TargetEndDate  DateEntered  Job Status
J0B-

22 VINEYARD THOM Thompsons Jul 13 2020 - A X

20 | Jos-Aoples AGL Anple Grower Limited Jul08 2020 - B R

A similar screen will appear:

Job Details

Add Interim Invoice
Job Details

JobID: 20 (5
Job Type : general
Job Cede : JOB - Apples
Job Client : Apple Grower Limited - contacts

Current Job Status

Update Job Status
Work in Progress Total
Job Cost

5745.00
$0.00

save >>

Next Review Dale

o X o= -0

Add Bulk Time to Job Add Time to Job Add Disbursement Add Inventory Add Client Info O\ Allocate Resources ‘View Job Costing View Current WIP

Job Comments.

Currently there are no logged comments on this job.

Add Comment

#

Add Comment >>

Currently there are no emails for this job.

4. Change the Current Job Status to Invoiced:

Current Job Status : -
Update Job Status ; L Change To

Wvork in Progress Total : 500 cancelled
Job Cost : 50
Next Review Date : . pending
allocated

rogress Transfer Total
n Allocated resources :

5. Click Ok:

c3.timesmart.co.nz says

All timesheet entries for the current job will be locked.

Are you sure?

Cancel




View a Final Invoice

1. Click on Jobs:

Dashboard ~

My Timesheet ~ Health and Safety ~ Jobs «

2. Locate the applicable Job:

ob ID ob Code ob ldenti g ode ob Deta arg d Da Da d ob a
22 diglz THOM Thompsens Jul 13 2020 A X
2 VinEvarD
0 JOB-Apples AL Apple Grower Limited Jul 02 2020 a1 %

3. Click the Job ID:

JobID Job Code

JOB-
VINEYARD

Job klentifier

Client Code

Client

Thompsons

Job Details

Target End Date Date Entered Job Status

Jul 13 2020

JOB - Apples

Apple Grower Limited

Jul 08 2020

A similar screen will appear:

Job Details

JobID:

Job Type :
Job Code :
Job Client -

Current Job Siatus :

Update Job Status :
‘Work in Progress Total ©

Add Bulk Time to Job Add Inventory Add Client Info Q View Job Costing View WIP History

Currently there are no logged comments on this jeb.

28
general
JOB-VINEYARD
Thompsons - contacts

invoiced

Q

524167

Add Comment

£

Add Comment >>

4, Click View Invoice:

Job Details

Update Job Status

JobID -
Job Type ©
Job Code :
Job Client :

Current Job Status :

‘Work in Progress Total :

Add Bulk Time to Job Add Inventory Add Client Info Q View Job Costing

28
general
JOB-VINEYARD
Thompsons - contacts

inv

Q

524167

ed

View WIP History

View Invoice

Currently there are no logged comments on this job.

Job Comments

Add Comment

£

Add Comment >>




Create a Supplier Invoice

1. Hover onJobs and click on Add Supplier Invoice:

Jobs ~ Clients ~ Pay

Add Job
Quote Job

Job | Activity Codes  »

Manage Rows
Job Order

Bulk Job Creation

Add Disbursements »

Add Supplier Invoice »

2. Click the spyglass icon in the Supplier field:

1 —
Supplier Invoice

Add Supplier Invoice

Supplier :

Invoice Mumber :

Packing Slip Mumber

3. Select the relevant supplier:

Supplier 1

4. Enter the Invoice Number and Packing Slip Number:

Supplier © Supplier 1 Q

Invoice Number @ 100

Packing Slip Mumber : T17158

5. Select the Invoice Date and Due Date:

Invoice Date © Jul 01 2020 e
Due Date : Jul 31 2020 s

6. Enter the Description:

Item 1

7. Enter the Quantity:

Quantity Buy (3) Markup (%)




8. Enter the purchase cost (excluding GST) in the Buy (S) column:

Quantity Buy (%) Markup (%) Seli($)

9. Enter the Markup (%):

Quantity Buy ($) Markup (%) Sell($)

10 20 20 24.00

The Sell (S) column has now been populated:

Quantity Buy (%) Markup (%) Sell($)

10 20 20 24.00

10. Click the spyglass icon in the Activity column:

Quantity Buy (%) Markup (%) Sell($) Activity

10 20 20 24.00 Q

11. Select the applicable Activity:

Job / Activity Code Lookup

search : m
wviewing records 1 - 36 of 38
Code Description

ACC On ACC- paid by ACC
ACCSD ACC stand-down period - first week’s pay paid by Employer
AL Annual Leave

12. Click the spyglass icon in the Job column:

TRIP1 Q E'

13. Select the applicable Job:

Job Lookup

search job status type  allocated to include locked partner order by
open v all v no v all v clientcode w ascending v m

wiewing records 1 -5 of §

ID Code Jobidentifier Client Code Client Job Details Date Entered Job Status

JOB - e
20 Apples AGL Apple Grower Limited Jul 08 2020 -

14. Repeat for each item
NB: If you need to add more item rows, click the plus icon:

Items:
Description

ltiem 1

i

Item 2
]

r

I_




15. Once all the items have been added, check over the invoice totals:

Supplier . Supplier 1
Invoice Number @ 100
Packing Slip Mumber : T17155
Invoice Date © Jul 01 2020
Due Date : Jul 31 2020
Invoice Subtotal : | 350.00
GST: | 52.50
Invoice Total : | 402.50

Q

16. Click Save:

Description Quantity Buy (5} Markup (%) Sell($) Activity Job
Item 1 10 20 20 24.00 TRIP1 Q ID(20} JOB - Apples - Apple Grower Limited - Date(Jul 08 2020} Q>
rd
Item 2 15 10 20 12.00 Trip3 Q. ID(20} JOB - Apples - Apple Grower Limited - Date(Jul 08 2020) Q @ >
£
1 0.00 0% 0.00 Q Q @ >
£
1 0.00 0% 0.00 Q Q @ >
A
1 0.00 0% 0.00 Q Q @ >
A
+

save and edit >> m

e—



View a Supplier Invoice

1. Hover onJobs, hover on Add Supplier Invoice, and click on Saved Supplier Invoices:

Jobs ~ Clients ~ Payments ~ Export Repor

Add Job
Quote Job

Job | Activity Codes

Manage Rows
Job Order
Bulk Job Creation

Add Disbursements »

Add Supplier Invoice » || Saved Supplier Invoices

A similar screen will appear:

Saved Supplier Invoices

supplier

invoice date from inveice date to

] e}

due date from

Invoice Number

Supplier

ID Invoice Date

1 Jul 012020 Jul 31 2020 Supplier 1 100

invoice number

due date to

T17158

m Add Supplier Invoice

packing slip number

order by

5 i

v | descending v m

«  ID{20) JOB - Apples - - Apple Grower Limited 40250

2. Click on the applicable invoice to view it:

Saved Supplier Invoices

supplier

invoice date from inveice date to

=2 =

due date from

1 Jul 012020 Jul 31 2020 Supplier 1 100

invoice number

due date to

B

wiewing records 1-10f 1

g Slip be

T17158

m Add Supplier Invoice

packing slip number

order by
= id w | descending v n
ob ota

«  ID{20) JOB - Apples - - Apple Grower Limited 40250




Edit an Invoice

1. Hover onJobs, hover on Add Disbursements, and click on Disbursements:

Jobs - ents ~ Payments ~ Export

Add Job

Quote Job
Job | Activity Codes

Manage Rows due date fron|

Job Order

Bulk Job Creation

: Add Disbursements il Disbursements |

A similar screen will appear:

Disbursements Auto Allocate Disbursements Disbursement Codes | Add Disbursement
search - disbursement status . all ~ order by . eniered dale v  ascending n
wigwing recards 1- 18 of 18
Job ID Client Code Description Cost Price Sell Price  Entered by Entry Date Status
20 Apple Grower Limited GENMAT Item 2 150.00 180.00 Timesmart Limited Jul 14 2020 allocated j x
20 Apple Grower Limited GENMAT Iltem 1 200.00 240.00 Timesmart Limited Jul 14 2020 allocated j x

2. Locate the invoice that is to be edited:

Disbursements Auto Allocate Disbursements Disbursement Codes Add Disbursement

search : disbursement status . all ~ orderby: entered date »  ascending v ﬂ

viewing records 1- 18 of 18

Client Sell Price  Entered by Entry Date

20 Apple Grower Limited GENMAT ltem 2 150.00 180.00 Timesmart Limited Jul 14 2020 allocated j x

20 Apple Grower Limited GENMAT Item 1 200.00 240.00 Timesmart Limited Jul 14 2020 allocated j x

3. Click the edit icon:
Disbursements

search - disbursement status . all ~ order by . entered dale v  ascending

viewing records 1- 18 of 18

Client Sell Price  Entered by Entry Date
20 Apple Grower Limited GENMAT Item 2 150.00 180.00 Timesmart Limited Jul 14 2020 allocated e
20 Apple Grower Limited GENMAT Iltem 1 200.00 240.00 Timesmart Limited Jul 14 2020 allocated j x

4. Update the applicable details, then click Edit:

Edit Disbursement

Job : 1D(20) JOB - Apples - Apple Grower Limited - Date(Jul 02 2020) &
Select Client : Apple Grower Limited
Dispursement Code : GENMAT

Disbursement Description ; 8™ 1

Unit : each
Cost Price: 20.00
Selling Price . 24.00
Quantity : 10
Disbursement Date : Jul 14 2020

Supplier : Supplier 1
Subject to GST:




Delete an Invoice

1. Hover onJobs, hover on Add Disbursements, and click on Disbursements:

Jobs ~ Clients ~ Payments ~ Export

Add Job

Quote Job

Job [ Activity Codes

Manage Rows due date fron|

Job Order

Bulk Job Creation

I Add Disbursements il Disbursements

A similar screen will appear:

Disbursements Auto Allocate Disbursements isbursement Codes Add Disbursement

search - disbursement status . all ~ order by . eniered dale v  ascending

20 Apple Grower Limited GENMAT Item 2 150.00 180.00 Timesmart Limited Jul 14 2020 allocated j x

20 Apple Grower Limited GENMAT Iltem 1 200.00 240.00 Timesmart Limited Jul 14 2020 allocated j x

2. Locate the invoice that is to be deleted:

Disbursements Auto Allocate Disbursements Disbursement Codes Add Disbursement

search : disbursement status . all ~ orderby: entered date »  ascending v ﬂ

Sell Price  Entered by Entry Date

Client

20 Apple Grower Limited GENMAT ltem 2 150.00 180.00 Timesmart Limited Jul 14 2020 allocated j x

20 Apple Grower Limited GENMAT Item 1 200.00 240.00 Timesmart Limited Jul 14 2020 allocated j x

3. Click the delete icon:
Disbursements

search - disbursement status . all ~ order by . entered dale v  ascending

viewing records 1- 18 of 18

Sell Price  Entered by Entry Date

Client

20 Apple Grower Limited GENMAT Item 2 150.00 180.00 Timesmart Limited Jul 14 2020 allocated j x

20 Apple Grower Limited GENMAT Iltem 1 200.00 240.00 Timesmart Limited Jul 14 2020 allocated j x

4. Click OK:

c3.timesmart.co.nz says

Delete, are you sure?

“ Ca ncel




