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Chapter 1 — Introduction: What is Special Invoices?

Special Invoices is a CLIP module that provides a means of tracking payments applied to specific
invoice numbers. It was developed at the request of CLIP users who service large commercial
accounts requiring “true invoicing”.

With the addition of Special Invoices to the CLIP Pro Family, you may choose a Balance
Forward or Open Invoice system for each customer. This flexibility permits you to choose only
those customers who require “true” invoices and to continue using the Balance Forward system
for all others. You may also choose an Open Invoice system for all your customers.

We hope that this additional module will help make your company more profitable and your
paperwork more efficient.

i Customer File Maintenance i |m] 5]

FEE EEEIEEEEE =L EEE
Jobs | Project History| Billing | Instront | Ingoice Bank HNotes Letter | Mames | Phone | Office Fields | Property| Prirt. Exit
1

Customer Number | Searchifdd New

Property Name [PATTERN - RESIDENTIAL Order By:
Address |Acc0untNumber
City Janytown @
StateiZip [MD [55501 Taxld [up | CtyCode (. Buick Find
Billing Name - oY
Greeting [Dear Search
cio
Address D
CtyiStiZip  [Anytown, MD [a5501 sadd Hew
Work [(200] 555-5555 Fax [( ) -
Home [;200) 123-5655 CU.Pager Phone Number [ 7 -
Credit Limit 1400.00 RIC Code F Wiew Master Customers _I
Cl.Custom Letters |5 Customer Type Master Customer [~
CU.Custom Numbers 0.00 Finance Charge? l‘r'_ Pmpe;ty Grp Code |
CUWord Processing Code |y Billing Type: |Balance Forward )
Customer Since i |
Last Activity Date | J /
g Status IPA‘I‘FERN - | Reason: |
I” Customer [ Wendor [~ Estimate [~ Employee 1
ID: I Delete

Special Invoices is an optional module for CLIP Pro that allows you to change specified customers from a
Balance Forward Billing to an Open Invoice Billing Customer. The difference between the two types of billing is:

Balance Forward:
Activity for a customer is not assigned an invoice number
All payments apply first to the oldest outstanding debit
Each Month starts with a Previous Balance and all credits and debits show only the current month’s

activity.

Open Invoice:
All activity for a customer is assigned to an Invoice Number
Every Invoice Number is unique
Each Invoice can include multiple lines or multiple debits
Statements reference invoice numbers and only show total amounts
All payments must be applied to an invoice number
If there is no invoice number to apply a payment to, a credit memo is created and can be later applied to an
invoice number.




Chapter 2 — Changing from Balance Forward to Open Invoice

You will want to change specified customers to the Open Invoice billing method. This is
accomplished quite easily.

If conversion is done in the middle of the month, a transaction entry will be generated with the
“Balance from previous billing method” which is their balance as of the last billing cycle. You
can, at that time, generate the invoice for that transaction or leave it to be assigned to the invoice
at the end of the month. All current debits will be left for you to assign to an invoice or to leave
for the End of Month closing process to assign to an invoice. All current credits will be totaled
and a credit memo created. You will then have to manually apply that credit memo to the invoice
that was generated with the balance information.

NOTE: We have determined that the changeover process runs much more smoothly if
converted right after the End of Month billing process. This will take the total balance owed at
the time of billing and generate an invoice (and line item in the history) with “balance from
previous billing method.” Please note, also, that this eliminates the process of having to apply
credit memos to the newly generated invoice.

Search for the customer in the Quick Search button in File Maintenance.
When the desired customer appears, press the Invoices button.

+ Customer File Maintenance

30|

=lol x|

2

T

L

= S =

Jobz Project Histary | Eilling 1-|:|stmnt I‘F\goi e Bamk HNotes Letter Marnes | Phaone Office Fields | Property Prirt “Egit
Customer Number | 1002 searchidd New
Property Name [NBD COOK JOHN Order By:
Address [190 Barton Shore Dr. [Accaunt Number
City  |Anytawn @
Statezip [MD  [55501 Tax Id |MD j CtyCode | A A —' |
Billing Name  |nbd Bank i @
Greeting |Dear Greg Cote: |
Search v
CiO At Greg Cote
Address [300 Tower Drive - 12th Flaor 0 w |
—
IStIZ
Cty/StZip  [anytown, MD [55501 s e
Work |[(300) 555-5555 Fax |( 1 -
Home [(800) 123-5555 CU.Pager Phone Number |{ ) -
Credit Limit 1500.00 RIC Code IR_ View Master Customers _I
CU.Custom Letters |m Customer Type | Master Customer [~
CU.Custom Humbers 0.0 Finance Charge? |Y_ Property Grp Code |
CUMord Processing Code Billing Type: IOpen Invaice «

0
Customer Since i |
Last Activity Date | i
8 Status IACTIVE | Reason: | Q{H;»

¥ Customer [V \endor [~ Estimate [~ Employee

D: I— Delete

Billing Type displays whether the customer is under the Open Invoice or the Balance Forward
system.



CLIP will ask you if you want to change the customer to Open Invoice Billing.

If your customer has outstanding balances and activity you will see the following warning:

By changing this customer From BALAMCE FORWARD ko GPEM INWOICE you will be erasing all of the aging information
For this custormer, CLIP will create a debik For the customer thak will egqual his outstanding balance. You will be able ko
either generate an invoice For this customer based on that debit or you can wait until the end of the period and CLIP
will generate an invoice automnatically,

WARMIMG:

Yau will nat be able ko change this cuskamer back ba a BALAMCE FORMWARD custamer without deleting this accaunt
and starking with a new customer number, Make sure you wank ko change this customer o Open Invoice before wou
go ahead with this,

Do wou wish ko conkinue?

Mo |

Select “Proceed” if you want to generate an invoice based on the customer’s outstanding balance.
If you select “Return”, CLIP will automatically generate an invoice when you close the period.

i Invoice Header B ] B4
Invoice Header @
Customer Number: 1025 Return

Harme: MARTIN ANM
Address: 3650 Windermere
Project:

Options:

Imsoice Date:l 10528101 Invoice Humber: 1028
Date Payment is Due:l 11738001

Proceed |

If your customer does not have a prior balance or activity, you will see the following warning:

WARMNIMNG:

@ ou will not be able to change this cuskomer back ko a BALANCE FORWARD customer without deleting this account
and starking with a new customer number, Make sure you want to change this customer to Open Invoice before you
go ahead with this.

[ wou wish to continue?




Once you hit “Yes” you will get a confirmation window as seen below.

CLIP System Note x|

& Customet: SPANGLER JACK is nowy an OPEM INVOICE bype customer,

Warning: Once a customer is set up as an Open Invoice
customer YOU CANNOT CHANGE THE CUSTOMER
BACK TO THE BALANCE FORWARD SYSTEM. You must
delete and re-enter that customer as a new customer, losing all
your history for that customer.

Once you press the “Yes” button, the customer is an Open Invoice Customer. If there is any
outstanding balance, the balance will be set to zero and the amount will be converted to a straight
debit. At this time you can create an invoice for the debit amount or let CLIP do it automatically
at the end of the billing period.

If the customer has credits in the current period, CLIP will set up an Open Credit Memo to which
you may apply it to a specific invoice when a debit is generated.

Please note: Payments are not automatically applied in an Open Invoice System. You must
apply them directly yourself.

In addition, for your contract customers, the only time you will be able to bill the monthly
installment for an open invoice type customer is at the End of Month Billing. You will no longer
be able to use the midmonth billing for open invoice customers or to bill the installments for
them. If you want to bill your installments prior to the end of the month, you will have to forgo
the installment function of CLIP and set your monthly installments as a monthly job in the
customer’s job list. You can then mark that job as completed and manually generate your
invoices for those installments. Our recommendation would be to review your current procedures
and change to billing them at the end of the month for the installments. This will be the easiest
method to billing for contract installments.



Chapter 3 — Generating an Invoice

x| Special Invoices  Other Modules
Invoice Options Generate Invaices
Prink Invaoices
Feturm Skakements

Apply Open Credits
Un-apply credits

Crverdue Report

Inwoice Company Skatus
Yoid Invoices

Yoid Credits

Tax Repork

Invoice Adjustments
Accounts Receivable Report

Generate Invoice: %

Print Invoices: |

Statement: 'E'E_}
=i

File Maintenance Menu Snecial Invoices Main Menu

CLIP generates invoices in two ways:

Automatically at the end of a billing period.

Invoices cannot “bridge” over a billing period in CLIP. In order to maintain the integrity of the
data, all debits that are to be included on an invoice must be assigned to an invoice before the
period is closed. To accomplish this, CLIP takes all outstanding debits before the close of the
period and assigns them to new invoice numbers. These invoices will include all debits created
through “Record Work”, “Enter Transactions” or any automatic debits, such as monthly
installments. This process does not require any input from the user.

Manually assigning debits to invoices.

You can generate invoices manually by using the Invoices button from File Maintenance or the
Generate Invoices from the Special Invoices sub-menu. This option allows you to “build” an
invoice for the debits generated through “Record Work™ or “Enter Transactions”. When you use
the Generate Invoices option, an Invoice Header (date of invoice, date due, and invoice number)
is created and you may select outstanding debits to assign to the invoice.

You may generate invoices from File Maintenance or from the “Special Invoices” main menu
screen:

|Special Invoices  Other Modules  Help

%@ @Se)d

ErCEEELIELE
Customer Number [ 1002 [

Property Name [NBD COOK JOHN
Addeess [T 8 D

ciy

Staeln [

Generate Invoices
Print Invoices
Statements

Apply Open Credits
Un-apply credits

Billing Name [} Invoice
) - Owverdue Report
e Invoice Company Status
_ i — Yoid Invoices
o o8 e P e Void Credits
== R co [ e o = Tax Report
i Byl e — Invoice Adjustments
S ——— - e Accounts Receivable Report
Lsstacnayoste [0 |
5 s [reme dmm{ﬁcm F vendor [~ Estimate [~ Employes E
L ]



Selecting Generate Invoices from the Special Invoices menu opens the Quick Find window so
you can type the customer name or number for which you want to generate an invoice.

+ Search for Customers/Contacts =ol x|
Quick Find
Enter Pronerty Name or Cust # Customer #1002 ... NED COOK JOHN @[
190 Barton Share Dr. Return
Cust# |Property Mame Address City State  |Zip Code -
1|PATTERM - RESIDEMTIAL Arytown []n} 55401
100{GONZALEZ, VICTOR 123 Qak Avenue Anyton MD 20854 J
101 | GONZALEZ, JUNIOR 123 Dakmaoant Street Arytowwn MO 20854
102 |JONES, ERIC 123 Dakmaont Street Arntonm ]} 20854
103|KING, ED 123 Maple Avenue Arytown WD 20854
1001 [CRESS GEORGE 37849 Barton Way Arnytonm ]} a5501
B 1T NER] SR
1003 ({FISCHER SUSAM 9360 Scully Road Arytown []n} 55401
1004 |FETTMAN MARK 3745 Barton Drive Marth Anytown MD 45401
1005 (GOMBERG HEMRY 430 Hillspur Arytown WD 55401
1006 [HAMER SYLWIA 1742 Westridge Arntonm ]} a5501
1007 (MEADOWS 1733 Westridge Arytown WD 55401 -
Customers Chosen
-
Fitter Options: | ¢ Customer - 8
i~ endor
" Estimate
_| " Employee
- & Al

After you select your customer, the Invoice Header window will appear. This will allow you to
modify the date of the invoice in addition to the payment due date. ~ You cannot change the
invoice number. Press the Proceed button and the debits that have not been assigned to an
invoice for the period will be displayed.

Note: The button to the right of the date fields will allow you to select a date from the calendar.

\ Invoice Header o o] |
Invoice Header @
Customer Number: 5022 Return { Choose Date x|

Name: WD INSTITUTE FOR INDE
_ [« | ober 2001
Address: 12501 Greenbriar Road

Sun hMon Tue Wed Thu Fri Sat

Project:
! 01 2 3 4 5 86
Options: fo8 8 10 11 12 13
Invoice Date;l 10520001 aig| Invoice Humber: 1031 14 15 16 17 18 19 20
} 21 22 23 24 25 26 27

Dﬂ‘EPa}ﬂ’“EmiSDUE:I-]”zBm'] 2@ oM o123

4 5 B T &8 § 10
TToday: 10/29:2001

Proceed |

-10 -



+ Instructions:

Usze the arrows to move up and down.
Use =Zpace bar= to Select and =Erter= to Process,

=Ezcape= to Cancel

mlx

Include Date Amount |Code Descript.
L 06£1 1101 175.00:0 Moy & Trirn All
H 0611071 W iThis jobis under PO # 34568

[ KN

»

.

F

When you press <Space Bar> an “X” will appear, indicating that these line items have been
selected and will appear on the invoice. You can unmark each line by pressing the <Space Bar>
again. When you have chosen all the lines you want to include on this invoice, press the <Enter>
key. To cancel the operation hit the <ESC> key. If you hit <ESC> you will get a message stating

the operation has been cancelled.

-11 -



Chapter 4 — Printing an Invoice

To print or preview an invoice for only one customer, select Invoices from the File Maintenance
screen. If you are printing invoices for more than one customer, it is best to use the Print Invoices
option under the Special Invoices sub-menu.

From File Maintenance

Select the customer for which you want to print an invoice. In the File maintenance window,
click on the Invoices button at the top of the screen. In the invoice options menu, click on Print
Invoices.

i Customer Invoice S x|
Invoice Options
Feeturn
%
Generate Inmvoice: %
Invoice >
Print Iivoices: % |
Statement: =g
=i
You will then get the Print Configuration window:

v Print Invoices ﬂ
Filter by: Configure the Invoice: Cﬁ
i Dte: [10/20701 Jrom1i02 % Print Comparny Name h

Return
= ¥ Include Notes ~
Customer I Print Notes in Arial Font
" Imvoice # _ ¥ Print Project Detail
" All Unprinted Invoices ¥ Include tems with Mo Charge
" Customer Range ¥ Include Paid Invoices;
I_I 1 I 599999 I Print Reference Humbers
¥ Print Property name ("Svcs Rend™)
Form:
Flain Paper -

I ¥ J ¥ Sort by Date

Offset Laser By: IE 0-2) ¥ Prompt Printer Before Printing

Billing Message:

Thank You far Your Prompt Paymentll

A

" Preview | Print I

Previewing will allow you to view all open invoices for this customer on the screen before
actually printing.

You may enter a three-line message in the Billing Message area which will print on all invoices.

-12 -



Please Note: The only option you have is by “Customer,” when going through File Maintenance.
You cannot print for other customers from the File Maintenance side, only for the current
customer whose record you are in.

Invoices are listed in numerical invoice order (the most recent at the end of the list). To select the
invoice you want to print/preview, go to the invoice you want to print and hit the <space bar>.
Once you are done selecting the invoices, hit <enter> to print/preview. To cancel the process, hit

<esc>.

i Choose the Invoices to Print o ] 55
Invoices f:ﬁ
Return

Mark |Cust# Ihwnice # Due Date It Diate Ihvaice Amth Frinted?( =

¥

I anzz 1011 || 020172001 0122001 ga4.15 %

I~ a022 1012 || 020172001 om0t

I~ a022 1016 || 0471272001 02152001 1177.05

I anzz 1017 || 05/3172001 Qamz2rzo01 100.00

I~ a022 1025 |10/ 052001 narorzond

I~ a022 1026 || 1071872001 nararzo01 122.25 M

I anzz 1031 || 1172872001 1002952001 17500 M

Follow the same steps to print invoices from File Maintenance. When you have selected the
invoices you want to print by pressing the <spacebar>, press the Return button on the screen to
preview and/or print. Once that is completed you will be asked if you want the Invoices to be
marked as printed. Hit “Yes” to prevent them from reprinting at the end of month when you print
all unprinted invoices that have been generated either prior to or during the Billing Process.

-13 -



From the Special Invoices Main Menu:

It is best to print from the Special Invoices main menu when you have more than one customer

for which you want to print invoices.

Choose Print Invoices from the Special Invoices menu.
CLIP provides several options for printing invoices.

Special Invoices  Cther Modules
Generate Invoices

'-"'3'3".]_ Print Invoices

Prink Inwoices
Statements
Apply Open Credits
Un-apply credits

Owerdue Report

Invoice Company Skaktus
Woid Invoices

Void Credits

Tax Report

Invoice Adjuskments
Accounts Receivable Report

— Filter by:

Inw Dtel: 1 0i01 .02

i Invoice #
i+ All Unprinted Invoices
i(:ustumer Range

|

1 = | 993939

- 103102

Fotrn:

|Plain Paper

-]

Offset Laser By: (0-2)
Billing Message:

—— Configure the Invaice:

I” Print Company Hame

F Include Notes

[ Print Notes in Arial Font

™ Print Project Detail

F Include kems with No Charge

v Include Paid Invoices

I~ Print Reference Humbers

|+ Print Property name ("Svcs Rend")

[¥ Sort by Date
[+ Prompt Printer Before Printing

Preview I | Print I | Return I

By Customer

This is a good way to select a customer and print an invoice for them when you do not
know the exact invoice number. You can select the customer and then it will bring up a
list of invoices that belong to that customer that meet the criteria you set in the “filter”
and “configuration” section of this window. This works the same as in the File
Maintenance portion of the program.

By Invoice Number

If you know the invoice number and want to print it, use this option.

All Unprinted Invoices

When you print an invoice CLIP will ask you if you want to mark it as having been
printed. This option will print invoices that have not yet been marked as printed. You
will use this option to print invoices automatically generated from the End of Month
Billing process

Customer Range

This option will allow you to print invoices for a specific customer range “Print” will
print all your selected invoices. When you have printed your invoices CLIP will ask you
if you want to mark the invoices as printed. If you answer “yes”, the next time you select
“All Unprinted Invoices” these invoices will not print unless you specifically ask for
them. You can reprint any invoice at anytime using either Individual by Customer or
Individual Invoice by Number.

-14 -



Configuring the Invoices
The options here function the same as with the balance forward method of billing.

Print Company Name
Use this option if you are not using preprinted forms with your company name or logo.
This will print your return address and company name on the upper left hand side of the
invoice.

Include Notes
If you have Invoice Notes for your job(s) that have been marked done and posted, this
will print the notes under the line item on the Invoice.

Print Notes in Arial Font
This will print your notes in Arial font so that they stand out on the invoice from the line
items. If unchecked, they will default to Courier New as the rest of the invoice.

Print Project Detail
This feature is for those using the Projects Module in CLIP. This will print out the line
item detail of the project being charged with the breakdown of parts and the charge for
those parts underneath the Project Name on the invoice.

Include Items with No Charge
Select this feature if you want your contract work that has a zero charge to show on the
invoice. If you prefer not to show this detail or if your customer has asked for an invoice
with just the Installment amount, uncheck the box.

Include Paid Invoices
If you want to preview/print all invoices for a customer, check this box. If it is
unchecked, you will only see unpaid/outstanding invoices.

Print Reference Numbers
This will print the “Done to Date” number to the left of the line item on the invoice.

Print Property Name (“Sves Rend”)
If the property name is different from the billing name, selecting this box will show the
property name for which the work was done. This is especially helpful when you do
maintenance for a company that has multiple properties.

Sort by Date
This feature will sort the line item detail on the invoice by the posting date vs. the order
of entry.

-15 -



Chapter 5 — Statements

Now that you have generated invoices, you can print or preview your statements. Unlike the
regular CLIP statements, Open Invoice Statements only reference Invoice Numbers and only
show the Invoice Number, the date generated, the date due and payments applied as well as any
open credits (credit memos). You can preview or print your statements at any time from either

the Special Invoices menu or the Invoices button in File Maintenance.

From the Main Menu option you will see the following options:

| Print Statements |
| Special Imvoices  Other Modules  Help
Generate Invoices Invoice Statements
Print Invoices q : e e
Statements 5 Filter: [~ By Invoice Due Date | I [2E] tul I el
Apply Open Credits W Show Total Owed Property Grou CDdEI
Un-apply credits Options: — .
Owverdue Report Al Custormers I_ Show Onby Paid Invoice
Invoice Company Status " Only Overdue Customers [ Show Onhy Unpaid
e oS ” Only Customers With A Balance Imsoices
Void Credits o
Sy —— * Individuals
e " Customer Range

Invoice Adjustments
Accounts Receivable Report I— Start:l 1 Stnp:' 9949494

Configuration: & Summany

[¥ Print Company Name " Detail

Statement Date: | 062 TI01 || " Overdue Contact
Preview Report | Print Report Cﬁ

All Customers:

Eeturn

This will print out a statement for every “Open Invoice” customer you have.

Only Overdue Customers:

This option will print statements only for customers that have overdue invoices.

Only Customers with a Balance:

This option will print statements for all customers that owe you money or have a
credit balance. This will include overdue customers and those with a current

balance.

-16 -



Individuals:

This option allows you to choose a customer for which you want to print a

statement.
+ Search for Customers/Contacts =lol x|
Quick Find
Enter Property Name or Cust # Customer #1002 ... NBED COOQK JOHN
190 Barton Share Dr. Return
Cust# |Property Mame Address City State |Zip Code -
1|PATTERM - RESIDEMTIAL Arytown []n} 55401
100|GOMZALEZ, VICTOR 123 Dak Avenue Antowm MD 20854 J
101 | GONZALEZ, JUNIOR 123 Dakmaoant Street Arytowwn MO 20854
102 |JONES, ERIC 123 Dakmaont Street Arntonm ]} 20854
103|KING, ED 123 Maple Avenue Arytown WD 20854
1001 [CRESE GEORGE 37849 Barton Way Arnytonm ]} a5501
B 1 NER] SR
1003 ({FISCHER SUSAM 9360 Scully Road Arytown []n} 55401
1004 |FETTMAN MARK 375 Barton Drive Maorth Anytown MD 564501
1005 (GOMBERG HEMRY 430 Hillspur Arytown WD 55401
1006 [HAMER SY¥LWIA 1742 Westridge Arntonm ]} a5501
1007 (MEADOWS 1733 Westridge Arytown WD 55401 -
Customers Chosen
-
Fitter Options: | ¢ Customer - 8
" endor
" Estimate
_| " Employee
- & Al

The summary report displays your statements in summary form. This is useful for providing an

overview of each customer’s account.

] Page Preview B
Statnent Summary Report = 113 I
Page # 1
Wrs. George Cress =
Innice # Cate Date Due Ioice Total __ Balance Amourt Paid -
1023 034348 D498 13405 13405 E LB
1024 033398 042298
1028 038588 0424098 Zoomlin
1051 DHOBME  O5O55E 3500 35.00
ot e or Due Today] Tt0 78 Cays | Hito 53 Tays |
169.05 |
Nbd Bank Aq
Inupice # e Ciate Due Foice Total __Balance Amourt Paid
0o I 38 46
145 65
10,00
1001 050647 DEOSAT 12600 126.00
1002 020298 020998 212600 3000
1000 00
2006 00
1003 020208 030408 500 -19.00 5.00 hd
[T 3|
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Sample of a CLIP statement:

You can also print a statement from File Maintenance.
statements for specific clients.

Use File Maintenance for printing

Invoices will be
listed on this
side of the page
with the total of
the invoice.

Senslole Sorowers, Inc. Statement
9637 U octar Parry Romsd
ljamawiile, MD 21754 T )
(A1) B74-3611 31N 3613 S Der27K1
| Toesmonkbug
The total
MD Inctihte For Independent Living 62, 456.86 due is based
12301 Gresnbriar Read
Pstomaz, WD 20854 on the total
outstanding
Amourt Enc ke § invoices
HEMWIT Td: SEMSIHLE SOFTWARE INC. less any
Te StatamEn hots .
- credits.
T G
&Mty
B to avenclie Bcoounts.
Paged 1
Ircice # (=] ] Oabe Do Inucice Tolal Balarcs Aok Pald Oate Paid Pokd Desch|
107 12H2MO0 DTMH1mM BrB.95 BE7E.95
MOEAZHIMD  HHA 47125 FHE MM Chectd 123
1009134200 H10 112000 11Im =] Chech 0 17534 All credits will be
A0 0100 O displayed here. If
A0 AR R A &H.15 154,40 SGTS  OEDIAN Chech @ 1 credits are not
e applied, they will
T8 T O 2 {TOs|  447R0s show up at the top
1047 OSKR 0SS tolon|  1oooo as Credit Memos.
1120 F3HOM  I0H O Any Credlts . that
20 CAHAMT 10N S 1735 1208 are applied WIH .be
1N 10E™=m  113Em 175.00 175.00 neXt tO the Invoice
to which they
were applied.
HNok Dun or Cus Todmy 1o A CimE 30 ko 55 Dy Crer B0 chays Tobed Sk Oue
17501 1225 211340 2 A36.65
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Chapter 6 — Credits: Entering Transactions

Entering Credits from Enter Transactions:

Credits are entered the same way for Open Invoice Customers just as balance forward customers
with one exception: you must apply the credit to a specific invoice or create a credit memo.

When you enter a transaction and press <Save> for an Open Invoice Customer you will see the
remaining open invoices for that customer.

» Enter Transacktions

Operator: |EIOE| Find Customer

€ .

Find Customer Find Invoice Check Reader Return
Customer # | 5022 — | - | — |

Property Mame: [hD [METITUTE FOR IHDE o tFe |
Praperty Address: [12501 Greenbriar Road Potomac =

Billing Address: [12501 Greenbriar Road Potorac, MD

Enter Transaction Information
Credit: |11380 IAccuunts Receivable

Date: |1DI29.fD1 2E
Ae = Debit: [11000 [ Checking - Mations Bank

Code:
Armount: | 100.00 Edit Credit/Debit Codes
Descr: |Check#12345

#| Mame | Code

Pr.essmg Save Save | Get Transaction Amount From Last Billing
will  generate Preview 0.00 History
the list of Open Print [” Sort Transactions by Name Before Printing (Global Setting)
Invoices. —_— [ Default Amount to Last Billing
Bost [Check#
Edit Credit: 000  Returns: 0.0o

Cancel | Diehit: 000 Service: 0.0o
Tax Labor: 0.00 Bad Debt: 0.0o
;I Deposit Slip | Tax Mat: 0.o0
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This is the list of
open invoices for
this customer.

i Choose Invoices to Apply Pa

Paid| Invoice # (Customer # Date Amount Tax Total Paid Amt. | Due Date
1011 5022 101 0201 53415 000 3415 508 75 02001 01
1015 5022 10324 4 1177.05 Qoo 1177.05 Q4 2004
1017 502205021 100,00 0.00 100,00 0573 1
1025 5022 10aM 804 12225 000 12225 0.00:10M 801
' 103 5022110291 17500 000 17500 0.00:11/728m01

Kl

o

Use your arrow keys or your mouse to move up and down through the open invoice list. Press the
<Space Bar> key to select the invoice(s) for which you want to apply payment. The column
marked “Paid Amt” will reflect the payment you just applied. Press <enter> to apply the payment

to the selected invoice(s).

Each invoice can have multiple credits. In other words, if your

payment amount is greater than the amount of one invoice, when you select one invoice to apply
partial payment to, you will see the amount “left to be applied” in the window above the list of
invoices. You can then select another invoice to which you may want to apply the remaining
amount. If you do not apply the remaining amount of the credit, a credit memo will then be
generated for that customer.
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Chapter 7 — Applying Credit Memos

A credit memo is a credit that was received but not applied to an invoice. The Billing Status
option in File Maintenance will indicate if a customer has a credit that has not been applied or

you may check the customer’s statement.

Most credits will be applied as you record the payment received through Enter Transactions.
When you have received a payment and do not want to apply it to a specific invoice, a credit
memo is created. Credit memos do not expire and are held in the customer’s record until applied

to an invoice.

To apply credit memos to an invoice, choose Apply Open Credits from the Special Invoices

menu.

|S|:|e|:ia| Invoices  ©Other Modules  Help
Generate Invoices
Print Invoices
Statements
Apply Open Credits

v Apply Credit Memos

v

Un-apply credits

Overdue Report

Invoice Company Status
Void Invoices

Yoid Credits

Tax Report

Invoice Adjustments
Accounts Receivable Heport

-21 -
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By Customer:
Selecting “By Customer” allows you to choose a specific customer account number or name to
apply a credit memo.

+ Search for Customers/Contacts I ] 1
Quick Find
Enter Property Natme or Cust # Customer #1002 ... NED COOK JOHMN
180 Barton Shaore Dr. Return
Cust# |Property Mame Address City State [Zip Code -
1|PATTERN - RESIDEMTIAL Ariytawnn D 45501
100|GOMNZALEZ, VICTOR 123 Qak Avenue Anytown WD 20854 J
101 | GOMZALEZ, JUMIOR 123 Oakmaont Street Anytown D 20854
102|JOMNES, ERIC 123 Oakmaont Street Arytaownn [N} 20854
103 |KIMG, ED 123 Maple Avenue Anytown D 20854
1001 {CRESS GEORGE 3789 Barton Way Arytownn [N} 55501
IR iECE 00K JoHN
1003 (FISCHER SLISAMN 9360 Scully Road Ariytawnn D 45501
1004 |FETTMAN MARK 375 Barton Drive Morth Antown WD A5501
10058(GOMBERG HENRY 430 Hillspur Anytown D 55501
1006 [HAMER SYLWIA 1742 Wiestridge Arytaownn [N} 55501
1007 [MEADOYYS 1733 Westridge Anytown D 55501 -
Customers Chosen
-
Fitter Options: |  Customer — 8
" Vendor
" Estimate
J ~ Employee
— = Al

All Credit Memos for this customer will appear. . Highlight the one you want to apply to an
invoice and push the “Select” button.

« Choose the Credit memo to apply - |EI|5|

Unapplied Credit Memos

Eeturn

Customer# [Name Credit Amount|Credit Date Description =
1002 |NBD COOK JOHM 189.00|06/0500 Credit Mermao, Nat applied

Select Print
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Pressing the “Select” button on the highlighted item will indicate to CLIP that you want to apply
$189.00 to an Open Invoice and will present you with a list of Open Invoices for that customer.

v Instructions: : 5'

U=ze the arrovws to move up and down,

=Space bar: To payicancel payment; =Enter= 1o finish.
Total to Apgly: ki 159.00

Credit Date: 060500

e Choose Invoices to Apply Pa ﬂ
Paid| Invoice # |Customer #| Date Amount Tax Total Paid Amt. | Due Date 1=
1001 1002 ;050637 100,00 -1.05 9595 0.00: 060597
1005 1002 101800 E3.00 0.00 53.00 00014700
1006 1002 21200 143.00 0.00 143.00 0,000 4101
M 1015 1002 03001 i 101.00 0.00 101.00 0.00:03/31 101
=
| K oy

Select an Invoice Number to apply the Credit Memo of $189.00 by arrowing down to it and
hitting the <space bar>. If there is a balance on the credit memo, CLIP will alert you of the
unapplied amount.

CLIP System Note : X

Credit amount left over.
& credit memo for $ &5.00 will be produced Faor this client,

In the above example, the credit memo chosen was in the amount of $189.00. The Invoice
Number chosen to apply the Credit Memo to was only $101.00, hence the message that a new
credit memo in the amount of $88.00 will be generated.
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By Credit Memo

When you select “By Credit Memo” you will see a list of all Open Credit Memos. Choose the
Credit memo you wish to apply payment to by highlighting it.

i Choose the Credit memo to apply o ] 4
Unapplied Credit Memos N
Feturn
Customer# [Mame Credit Amount|Credit Date Description -
1002 {NBD COOK JOHM 88.00(06/05/00 Paid Chat 144159
1004 [FETTMAR MARK 997 60060601 Credit Memao, Mot Applied
1009|CO0OCH ROBERT 255.00(041 B/01 Check# 1000

L n

Select Print

You will be presented with the list of Open Invoices for that customer. Choose the Invoice to
which you want to apply payment by pressing <Space Bar>. Hit <Enter> to proceed to apply the
credit memo and return to the main menu.

v Instructions: il

Uze the arrovws to move up and dowvwn.
=Space bar= To payicancel payment; =Enter= to finish.
Total to Apply: b 85.00
Credit Date:06/05/00

@ Choose Invoices to Apply P3 il
Paid| Invoice # |Customer #| Date Amount Tax Total Paid Amt. | Due Date =)
1001 1002 ;050687 100.00 -1.05 9595 0.00: 060597
1005 1002 104 300 53.00 0.oa £3.00 0.00:114 700
N 1006 10023124 200 143.00 0.00 143.00 0.000141/01
-
| KR oy
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Chapter 8 — Un-applying Credit Memos
CLIP allows you to “Un-apply” credit memos.

The Un-apply Credits function will take a payment applied to an invoice and convert it to a credit
memo. The new Credit Memo can then be applied to another invoice.

|Specia| Invoices Other Modules  Help

Generate Invoices

Print Invoices

Statements

Apply Open Credits
—p Un-apply credits

Overdue Report

Invoice Company Status

Void Invoices

Void Credits

Tax Report

Invoice Adjustments

Accounts Receivable Beport

Step 1: Type in the Invoice Number to which you want to un-apply credits and click the “Process

the Un-Apply” button.
i Un-Apply Credits ﬂ

Un-Apply Credits to Invoices

Enter Invoice Number:

I 1]
Process the Un-Apphy |

Step 2: If the invoice number is correct, press “Yes” and CLIP will inform you that the payment
has been un-applied.

CLIP System Mote

You have chosen invoice & 1015
F L : 100z MNED COO0K J0HMN
oF EUsamEr & Payments ko Invoice # 1015 have been un-applied.

Is this carreck?
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Chapter 9 — Overdue Report

All invoices are due on the due date you put on the Invoice Header when you generate an Invoice.
To view overdue customers, select the Overdue Report.

The Overdue Report has various options.

| Special Invaices  Other Madulss  Help : Over Due Invoices

G te | i .
enerate alees Over Due Invoices

Print Invoices

Statements Sort Options:
Apply Open Credits Invoice Options: = ioice Dale
Un-apply credits
OverI;I:l:Repun = Al Invoices " Due Date )
Invoice Company Status LU A {Tctal inepice Amourt
Void Imvoices " Only Invoices Due between; " Amount Outstanding
Void Credit " Customer Number

oid Credits _

" Imvoice Number

Tax Report Date RBange
Invoice Adjustments Print Optiohs:
Accounts Receivable Report Start:| 09r29501

Preview Report

smp:| 10/29/01 EEE

Print Report

i

All Invoices:
All Invoices displays or prints all generated invoices, both those in history and those that
are current.

Only Overdue Invoices:
Only Overdue Invoices displays or prints invoices that are overdue.

Only Invoices Due Between (Date Range):
Fill in the specific start and stop dates for which you want to display or print invoices.

Sort Options:

+« Sort Options: allows you to display or print invoices by a number of options.

+¢ Invoice Date: Sorts the printouts by the Date of the Invoice.

¢ Due Date: Prints in order by the Invoice Due date.

+» Total Invoice Amount: Orders the list by the total due on the invoice.

% Amount Outstanding: Sorts the reports by the amount still due on the invoice.
¢ Customer Number: Prints in numerical order by account number.

+ Invoice Number: Will list the overdue invoices by Invoice number.
Note: You may also view your overdue customers by printing statements.
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Chapter 10 — Invoice Company Status

« Company Status - Invoice Customers ﬂ
| special Irvaices  Other Modules  Help Company Status for Invoice Billing
Generate Invoices Inveices Due:
Print Invoices
Statements Current ar Mot Due 1-79 0-549 FO-849 a0+ Tatal Due
Apply Open Credits 191.00 | 130.35 | 0.00 ] 0.00 3,448.57 | 377092 o
Un-apply credits § : . .
ove,ﬂﬂ: Report Credits, Taxes and Debits - Date Range: |n1m1m1 ru:|1ngm1 Process Date Range
enlize o e ks Credits: Taxes: Debits:
Yoid Invoices Credits not Total Tax .
Yoid Credits applied: 0.00 i[ on Invoices: 0.00 | Total Dehits: 0.00 il
Tax Report _ _ Total Tax Paid Debits Mot
Invoice Adjustments LA 000 vl by Customer. 0.00 [ on Invoices: 000
A ts Receivable R r
ccounts Recervable Repo Tiatiel izl aon il Total Invoices Yoided: 0 il
- | ot | ' Preview
Pril Return « Print

You may preview or print a Company Status report for Open Invoice Customers.

The check boxes to the right of each total allow you to print or display reports that itemize each
section. This feature permits you to review how each total was derived. If there are zero
balances you will not be able to view a report when you click on the check boxes.

The lower half of the Company Status screen allows you to select a specific date range for
analysis of credits, taxes and debits.
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Chapter 11 — Voiding Invoices

You may void an invoice if it is within the current period and no payments have been applied to
it. Invoices generated prior to a period closing must be adjusted (See Chapter 16 - Invoice
Adjustments).

Voiding an invoice will erase all record of the invoice (almost...the voided invoices will appear
in the Invoice Company Status Report). Any transactions that were applied to that invoice will
now be available to apply to a new invoice.

|Specia| Invoices Other Modules  Help ’ ’
+ ¥Yoid Invoices

Generate Invoices
Print Invoices
Statements

Apply Open Credits
Un-apply credits
Overdue Report
Invoice Company
Void Invoice
Yoid Credits

Tax Report Enter Invoice Humber to 'u'uid:l i

Invoice Adjustments

Accounts Receivable Report
Yoid Irvoice | Return I

Void Invoices

Warning:

By wvoiding an invoice you will he erasing all record of
the invoice itself and all records associated with it.
You may not void an invoice that has records in
History or that has amy payment associated with i.

We highly recommend that you void invoices only when the situation can not be avoided.
Remember that you can always enter correcting or reversing entries.

To void an invoice, you must enter the invoice number you want to void. Make sure you enter it
correctly.

You will be prompted before the actual voiding occurs:

If you answer “No” you will be returned to the Invoice Sub Menu.

¥isual CLIP
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Chapter 12 — Voiding Credit Memos
| Special Invoices  Other Modules  Help + ¥oid Credit Memos =]

G te | i . .
onee s olees Void Credit Memos

Print Invoices
Statements

Apply Open Credits By Customer |
Un-apply credits
Overdue Report By Credit Memos |

Invoice Company St
Void Invoices
Yoid Credits -

Tax Report

Invoice Adjustments
Accounts Receivable Heport

This function will allow you to void credit memos that were accidentally created for the wrong
customer through Enter Transactions. For Special Invoice type customers, this is the only way
you can void a credit transaction. DO NOT DELETE the line from the History screen in File
Maintenance. This will delete the transaction but leave a credit memo without a matching
transaction and throw off the balances.

You have two options through which to void a credit memo.

By Customer:

This option will bring up the customer selector and allow you to select the customer for whom
you want the void the credit memo.

+ Search for Customers/Contacts o [m] |

Quick Find
Enter Property Name or Cust # Cugtorner #1002 ... NBD COOK JOHM
1590 Bartan Share Dr. Return

Cust# |Property Mame Address City State [Zip Code -
1|PATTERN - RESIDEMTIAL Anytown WD 55501
100|GONZALEZ, VICTOR 123 Oak Avenue Anytown WD 20854 J
101 |[GOMZALEZ, JUNIOR 123 Oakmont Street Anytown WD 20854
102|JOMES, ERIC 123 Cakmaont Street Anytown WD 20854
103 |KING, ED 123 Maple Avenue Artown D 20854
1001|CREES GEORGE 3789 Bartan Way Anytown WD 55501
| oJEEE[ B0 00K JoHN
1003|FISCHER SUSAN 9360 Scully Road Anytown WD 55501
1004 |FETTMAN MARK 375 Barton Dirive Marth Anytown WD A5501
1004|GOMBERG HEMNRY 430 Hillspur Anytown WD A5501
1006|HAMER SYLWIA 1742 Westridge Anytown WD 55501
1007 |MEADOWS 1733 Westridoe Anytown WD A5501 -
Customers Chosen
7
Filter Options: | Customer o 8
" Wendor
" Estimate
_ " Employee
—I « Al
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Once you have selected your customer, a list of credit memos that exist for them will come from
which you can choose to void.

+ Instruction |

Uze the arroves to move up and down,
Use =Enter= to select and <Ezc= to Cancel.

i Choose the Credit to Yoid X|
__|Choose Date Amount Operator ;I
M QBr05i00 101.00;Program

-
| KN L4 [

Use the arrow keys to go up and down the list. When the box is highlighted next to the credit
memo you want to void, hit the Enter key.

Now you will be prompted to make sure you want to delete the credit memo.

Are you sure you wank to delete credit of
$101.00 dated 08/05/00

fFor MED COOK JOHM

ref: Credit Mema

Once you hit YES it will bring back to the Void Unapplied Credits window. Hit Return to go
back to the main screen.

By Credit Memo:

This option will display a list of unapplied credit memos that you can void.

i Instruction: x|

Uze the arroves to move up and davn.
Use =Enter= ta select and =Ezc= to Cancel.

g Choose the Credit to void x|
Customer Hame Amount Date Description Jdﬂ
CR GEORGE 308.85{05M6/01  Credit Memo, Mot Applied 15
FETTMAN MARK 997 60i06/06/01  Credit Memo, Mot Applied 30
COOCH ROBERT 285 000G EMO1  (Check# 1000 10

| |

KN | 2V




Use the arrow keys to go up and down the list. When the box is highlighted next to the credit
memo you want to void, hit the Enter key.

Are wou sure you want ko delete credit of
$ 308,95 dated 05/16/01

for CRESS GEQRGE

ref: Credit Memo, Mot applied

Now you will be prompted to make sure you want to delete the credit memo. Once you hit YES
it will bring back to the Void Unapplied Credits window. Hit Return to go back to the main
screen.
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Chapter 13 — Tax Report

Because payments are applied directly to debits, CLIP can now track taxes based on sales tax
paid, not just sales tax charged. When you print the Tax Report, CLIP will mark all taxes as
having been reported to you and will report them subsequently.

| Special Invoices  Other Modules  Help ! Print Tax Report E: =15 =]
Generate Invoices
Print Invoices
Statements
Apply Open Credits
Un-apply credits
Overdue Report
Invoice Company Status
Void Invoices
Yoid Credits
Tax Report

Invoice Adjustments Return |

Accounts Receivable Heport

Print Tax Payments
I For Invoices Due IJ‘I -IJ‘I
¥ For Invoices Dated |10/01/01 - [ror2em01

¥ Show Only Paid Invoices

| Proceed to Print I Preview |

Enter the date range for the Invoice Due dates, and select to show only paid invoices (this is
selected by default) if that is what you want to see. If you want to see all taxes charged on the
invoices due during that time, then deselect this box. This will now list all invoices due between
the dates you selected and the taxes charged on them.

This report will also break down the total taxable sales, the total non-taxable sales and the total
taxes on the invoices by tax area.
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|Special Invoices  Cther Modules  Help

Chapter 14 — Invoice Adjustments

This will allow you to correct invoices that have had mistakes and for which the period has
already been closed. This is where you will make your corrective entries for your Special Invoice

type customers

Click on find Invoice and the window will open prompting you for the invoice to which you want

to make the adjustment.

+ Invoice Adjustments

Generate Invoices
Print Invoices
Statements

Apply Open Credits

Customer # | 1002 (0 to Exity Operatar: I

Property Marme:

MBD COOK JOHM

Property Address:

150 Barton Shore Dr. Anytown

Billing Address:

Q00 Tower Drive - 12th Floor Anwtoven, MD

Find Invoice |

Un-apply credits #| Name | Code Credi :
Overdue Report D=Mo Tax Dbt = redit: 41014 |Sa|es Maintenance
Invoice Company Stat L=Taxed Labor Debit: |11380 |Accnunts Receivable

Void Invoices M=Taxed hitrls
Void Credits
Tax Report

Invoice Adjustments

Accounts Receivable Report

Preview |

=l pate: [10r2001
Code: ID_
Amount; | 100.00

Descr: [IMv# 1006 Additional Service

Invaice Date:[ 12112100 Invoice Due:[ 01711701

Print

Cancel |

Once you have typed in the invoice number and hit OK, a preview screen will open up allowing
you to view the invoice to insure that you have selected the correct one.
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i CLIP System Enter Number - 1[

Enter Invoice Number to Search for:

1006

Paye

Sensible Software, Inc.

9639 Doctor Pemy Road | nVOi Ce

liamsville, MD 21754
(301) 8743611 (301)874.3613 Invoice # | Account ho.
1006| 1002
Date Due Date
Nbd Bank 12/42/00 011101
Attn: Greg Cote Total Amount Due:
900 Tower Drive - 12th Floor
Anytown, MD 55501 $143.00

REMIT TO: SENSIBLE SOFTWARE, INC.
Services Rencered At
1490 Barton Shore D

Anytown MO 55501 Service Charge

5.00%Amanth
added to overdue accounts.

Date Description Amount
1100298 Pick up branc hes after Storm 35.00
110288 Clean up Pond 45.00
070900 oy & Trirm All 63.00

You will now have the adjustment screen which will allow you to enter the correction.

+ Invoice Adjustments x|

Custarner # | 1002 (0 ta Exit) Operator: |
Froperty Mame: [NBD COOK JOHM

Froperty Address: [190 Barton Shore Dr. Anytown : :

Billing Address: [300 Tower Drive - 12th Floor Anytown, MD MI

# | Mame | Code 5 -

Credit:
D=Mo Tax Dbt ﬂ |41D14 |Sa|es Maintenance
L=Taxed Labar Dehit: |113BD |Accnunts Receivahle
W=Taxed htrls
=l pate [10r20i01
Code: ID_

Arnount: | 100.00

Descr: [ My 1006 Additional Service

Invice Date: 1212000 Inwoice Due:[ 01011101

Preview | Print | Post | Save | Cancel |
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In our example, we are crediting back an over charge of $5.00 for services that were posted to this
invoice.

Please note that the code used is the same code for which the job was charged and that the
amount being credited is a negative amount. This will reduce the invoice total allowing for the
correction. You may also add charges through this function that were not entered and should
have been and need to go on the same invoice.

Once you have made the corrective entry, click on save. When you are finished making your
corrections, click on Post. This works the same way as posting in Enter Transactions. You will
be given the opportunity to print a final list of transactions. Keeping a printout copy is beneficial
if your hard drive was to crash and you would need to re-enter the information after restoring
your backup.
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Chapter 15 — Accounts Receivable Report

This report will give you a list of those customers who still owe you money. There are no options
except for the output location. The list goes strictly by the due date of the invoice verses the

current date.

| Special Invoices  Other Modules  Help

Generate Invoices

Print Invoices
Statements

Apply Open Credits
Un-apply credits
Overdue Report

Invoice Company Status
VYoid Invoices

VYoid Credits

Tax Report

Invoice Adjustments
Accounts Receivable Report

overdue it will appear in the 1-29 days overdue column

+ Dutput Destination

Report Output

' To Printer
" To Screen
" To Ascii File

{” To Database
{” To Excel Sheset

" To MS Word Document

S

¥

Eeturn

TEMP

Proceed |

Note the report shows the status of every customer’s billing status. If an invoice is even one day

Customer

ACCOUNTS RECEIVABLE

1025% - MARTIN AR

90382# - JOMES, BOB

Unapplied Debits Mot

MotDue _1-29days 30-59 days BO0-89 days Over 90 days Credits Billed Balance

100# - GOMZALEZ, VICTOR 0.0n a.10 0.0n 0.0n 799.22 0.0n 0.0 a07.32
1001#- CRESS GEORGE 0.00 0.00 0.00 0.00 0.o0 308.95 0.o0 -308.95
1002# - MBD COOK JOHN 0.00 0.00 0.00 0.00 417.95 0.00 0.o0 417.95
1003# - FISCHER SUSARN 0.0o 0.0o 0.0o 0.0o B5.00 0.0o 0.o0 B5.00
1004% - FETTMAMN MARK 0.00 0.00 0.00 0.00 0.o0 997 .60 0.o0 -997.60
10063 - HAMER SYLVIA 0.00 0.00 0.00 0.00 128.00 0.00 0.o0 128.00
1009#- COOCH ROBERT 0.00 0.00 0.00 0.00 0.o0 255.00 0.o0 -255.00
116.00 0.00 0.00 0.00 0.o0 0.00 0.o0 116.00

5022#- MD INSTITUTE FOR INDE 7a.00 122.25 0.00 0.00 2139.40 0.00 0.o0 2336.65
115.00 0.00 0.00 0.00 0.00 0.00 0.00 115.00

306.00 130.35 0.00 0.00 354957 1561.55 0.00 242437

You may also export this report to a database, Excel Worksheet, or even directly to an MS Word

merge document.
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Chapter 16 — Billing Status

The Billing Status box in File Maintenance for an Open Invoice Customer is very different than
that of the Balance Forward customer. The billing status box is changed since the methods for
aging and applying payments are different.

[ “ICLIP Pro - Sensible Software., Inc. [_ O] -]
Files Edit DaiyHoutines Hepoarts: Suster Eifling Htientodulzs Help:

5] CLIP File Maintenance - Multi-User Unlimited

Quick Search | Customer Number 4 [ MHotes [ Letters [+ Contacts |Account Humber
Property Mame [NED COOK JOHM
TTohe Address 190 Barton Shore Dr.
City JAnytown

tistory State\Zip MD 8501 Tax |d Code [MD

Find C

Eilling Marne Mbd Bank
Greeting Dear Greg Cote:
C/O Attn: Greg Cote
Billing Status: Address 800 Tower Drive - 12th Floar
oIS Cy/St/Zip Anytown, MD 155601

Add Hew Work (900 555-5555 Fax [ )

Print Home [(300) 123-5555 Pager [ )
More Options Credit Limit 150000 R CodeR Type Maore #s: !ﬁ
Custom Algha M Contract Customer? [N ‘-:n‘

Custam Nurm 0.00 Service Charge? [¥
Word P. Code Y

Projects

Installments

Billing Type: Open Invoice

Exit, Ho Save s Status |ACTIVE Reason

Select action to perform. Press PgUp to return to Quick Search Ing | MWum

The Invoices Due line
shows you all outstanding
invoice amounts that have
been assigned for this

customer. Aging is based i billing| [nforonaHEY
on the due date of the Qﬁ
invoice, not the Invoice Billing (Gtuis
transaction date. Invoices Due:
Current or Mot Due 4 45 79 301059 B0 to B9 o0 + Total Due
f 0o | 000 | 000 | 0o | 41795 | 417.95
Credits: Taxes: Debits: Debits include

| 0 Total Tax _ . both the debits

. : i v ees: I -1.05 Total Dehbits: I . .

Credit totals represent those Crodite Aving o ot ot gsmgned to
redits jed: . otal Tax Pai I ehits MNao

that have been entered for o by Customer: i on Invoices: 0.0o 1mvoices and

this customer during the CreﬂEEnﬁ”& 0.0o the. open
debits that are

Total Credits:

current period. : o
Print | Total Invoices Yoide d:l 1 still Waltll’lg to

be assigned.

The Taxes area allows you to
track the exact amount of sales
tax your customers have paid,
not just the tax that you have
charged.

CLIP keeps track of
all voided invoices.
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Chapter 17 — What happens at the regular billing cycle?

You must close the month every month even if all your customers are Open Invoice Customers.

During a Billing cycle CLIP finds all Open Invoice Customers and searches the Journal to find
any debits that have not been assigned to an invoice. CLIP adds each of these “open” debits to a
new Invoice number automatically. Also at this time monthly installments are generated. If the
“Due Upon Receipt” option in the billing screen is checked off CLIP automatically assigns a 7
day due date to any automatically generated invoices otherwise it will use the “Due Date” in the
billing screen.

When you close the period, CLIP creates Service Charges, as applicable. Service Charges will be
placed on separate automatic invoice listing the overdue invoice(s) for which the service charges
were applied.

As soon as you have closed the period, you should Print Statements from the Special Invoices
Menu selection. This will provide your customers with their payment status and charges. You
should also print all Un-printed Invoices so they can be mailed to your customers.

Note: The Open Invoice Customer will not show up on Balance Forward Overdue lists and

reports. Overdue payments are handled in the Open Invoice Statement and Invoice Printing and
Previewing options (see Chapter 10 for more information).
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Chapter 18 — What about Route Sheet Invoices?

Normally, a “true” invoice is not an Invoice until the job has been completed and an Invoice has
been printed. In the case of Route Sheet Invoices, they are “before the fact” and therefore are
work orders, not invoices. That has now changed in CLIP Pro.

NEW to the Special Invoices Module — You can now create a true invoice in the route sheet
invoices section of CLIP for your Open Invoice customers. There is a new form, “Legal Size
Plain” and this is the only form that will work. The following information will detail how this
function works in addition to the features it entails.

Start with the Job screen in File Maintenance:
You will see new fields in the job details screen. These fields are updated through the
“Print Route Sheet Invoices” function of CLIP:
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RT Invoice Printed - This field is used with the Legal size Route Sheet Invoice. The box will
be checked when the Invoice is printed. When the job is recorded as done and posted, the check
mark will disappear. When you see this boxed checked it means that the invoice has been printed
but the job has not been recorded as done yet.

Invoice # - Used with the Legal Size Route Sheet Invoice. When the route sheet invoice is
printed a true Invoice number is reserved and the number is placed in the invoice number field in
the job details. You can re-print the route sheet invoice with the same invoice number on it
provided you have not recorded and posted the work. When the job is recorded as done and
posted this field will be cleared.

Date Printed - Used with the Legal Size Route Sheet Invoice, this field gets filled in when the
job is printed on the route sheet and then gets cleared out after the job is posted.
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Printing Route Sheet Invoices:

7 Print Route Sheet Invoices

3

Sorting: Type:
@ Sort by Crew, Route Only * Imioices Options: =
™ Sort By Date, Crew, Route " Service Tickets ¥ Due Upon Receipt =
" Sort By Crew, Route, Date )
{~ Sort By Customer Num, Crew " Print Job Number
¥ Consolidate Johs
Filter: B | " Print Bar Codes
I™ By Next Scheduled Visit E ?Im E:_)ates I; Print Phone #s
. | . rint Company Name
CrewRange:| 1) To:[9999 ¥ Use Cust # for Inv #
Only Job# | 0 | 0 | 0 | 0 | i ¥ Show Job Area
. .. [ OnhyUn-Printed Invoices [ Show Man Hour Rating
Ll = ¥ Print Amounts
Imsoice Date: I 0611101 | I~ Show Last Visit
. . = Text:|Last Service:
—PForm: I Legal Size Plain Paper J Offset Laser| 1-={{0-2) I Property Name (Sves Rend)
[" Print Reference #
Print Invoices I Preview Invoices | I™ Print Project Detail

Billing Message:

[” Show Hist. Back Tu:l 05012401

[ Show Previous Balance
Using Footer:

IFuuter#1

Modify Footers

[
|

In order to generate true invoices for your Open Invoice customers in the route sheet invoices,
you must select the “Legal Size Plain Paper” form.

When you print the invoices on this form it performs the follow tasks:

Generates an invoice and assigns an invoice number to that job on the invoice.
Records the “Date Printed” in the job details.
Prompts you as to whether or not to mark the invoices as printed
If you choose to mark them as printed, it will mark the checkbox in the Job Details screen for

“RT Invoice Printed.

When the invoice is marked as printed in the job details and you decide to reprint the invoice, the
invoice will appear with a watermark that says “Reprint.” To reprint an invoice, go back into
“Print Route Sheet Invoices” and choose “By Individual” to select the customers for which you

want to reprint an invoice.

Once you mark the job as completed in the Record Work section of CLIP and post it, the invoice
will be assigned and posted to the account.
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Sample Route Sheet Invoice

(Legal Size Plain)

Sensible Software, Inc.
9639 Doctor Permmy Road

Customer #: 5030
Home Phone: (g0 1235555

Schedule Date: 10/25101

Crew: 1 i
) _ Work Phone: (500) 5555555 Lsa: a
lamsuille, MD 21754 Date Printed: 1106101 Map Cm:l:le
Charge 45.00 T 000  Today's Charge 4500  Service Address
EMGLAMDER'S
: : 11514 Partricige Fun Lane
Customer Directions Potomas, WD 20854
go here.
1-2-54.61-58.21 Route Sheet Notes
go here.
Job History goes
- here.
These are the job
numbers of the jobs
that this customer Date: __ Start__ _ Stop: ___
hae Ey. D&
Product: Rate:
Sensible Software, Inc.

9639 Doctor Perry Road
ljamsville, MD 21754

(301) 8743611 (301)874-3613

Service Invoice
Inv#. 12575

M S Herbicide Service Address:
_ Do not ko for _ Hours pray ENGLANDER'S
Do not Water for Hours i
_Water L MDI’EWEH 11514 Parridge Run Lane
— Pt MD 20854
__Shamen Mower Blades . omae,
__ Raise Mowing Height Invoice Notes g0
__Keep children and pets off here.
the lawn far _ Hours Customer # 5030
Specialist: _
Date: .~~~
Time:
Charge 45,00
MO T &% 0.00
Today's Change 45.00
Pleas e Remit 4500
Please pay promptly. Atter 30 days,
) 1.5 percert lste charge wil be
Please Mote: I. MINIMUM $2.00 ON ALL
LATE ACCTS.
Keep this for your records.
|:| Pleaze have technician call me
COnCEming:
Bill To Address
Englander's ot . 5030
uomer
11514 Partridge Run Lane Ik, 12575
Potomac, MD, 20854
Charoe 45,00
Send Payment to: MD Tax a.00
. Today's Charge 45.00
Sensible Software, Inc.
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