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Financial Software Solutions

Order Processing — Invoicing

Dear user,

You must make sure that you have read “Navigating the System” first before reading any other Clarity
guides as without a good knowledge of the navigation you will not fully benefit from the features and

shortcuts that Clarity will provide for you.

Click here to read Navigating the System:
https://dataflow.co.uk/images/uploads/release notes/Clarity - Navigating the System .pdf

Also at the end of each guide, there may be a list of other supplements for further explanation of

features within this routine.

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be

useful to add to this document.

Warmest regards

Dataflow (UK) Ltd



https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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Within Clarity you have the option of generating an Invoice directly from an Order, bypassing the

receipt stage, as well as creating an Invoice from a GRN.

The processes explained throughout this guide are the same for Invoicing directly from an Order or

Invoicing a GRN, you just have a different starting point.

Invoicing an Order

To Invoice an Order navigate to the Purchase Orders tab (red arrow). Within the Purchase Orders

section click on the Orders icon ( arrow).

In this example | am raising an Invoice directly from an Order and bypassing the Goods Received
stage.

If you have progressed the order through to the Goods Received stage you can follow the

same steps but starting from the Goods Received window (green arrow).

Ensure that you have the correct company selected (blue arrow).

VN

&) Dataflow Clarity - [4 x
Company Miles Brown and Sons & Co. .2 @ ~
Sales Ledger Sales Orders Purchase Ledger | Purchase Orders Nominal Ledger  Audit Timesheets System

e B E e « m

Orders Goods Invoices Accruals Agprove Reporting
Receive: rders =

Mew cXml
Punchout Order Setup Wizard

| L/)cusng Authorisation Punchout All Reports
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This takes you into the Purchase Order Invoice browse window where you’ll find all of the active

purchase orders:

&) Dataflow Clarity [Purchase Orders] - [m] X
Company Miles Brown and Sons & Co. - User: JPB~™
Sales Ledger Sales Orders Purchase Ledger Purchase Orders. Nominal Ledger Audit Timesheets. System
r—
e 8 @ % B =
Orders _Goods Invoices Accruals Approve New cXml Reporting
Received rders Punchout Order Setup Wizard -
Document Processing Authorisation Punchout All Reports
Authorised Released Type Order Reference Status Account Code| Account Name Date Due Date Amount| Currency Amount O ®-
L B] ORD 0000007833 [Outstanding DBWO001 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 333.60 £ 333, E
‘ @ B ORD 0000007832 Outstanding DBWO0O01 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £442.56 £442. =
@ B] ORD 0000007831 Qutstanding DBWO001 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £699.59 £ 699.!
‘ @ B] ORD 0000007830 Part Delivered, part invoiced DB0001 Deeside Brewery Ltd 29-Jun-2020 29-Jun-2020 £ 64.29 £26.
@ B ORD 0000007826 Part Delivered, part invoiced CPMO0O1 Campbells Prime Meat Ltd 01-Jul-2020  01-Jul-2020 £518.40 £ 105.{
‘ L] B ORD 0000007825 Outstanding 5M 5M Quality Rail Services Ltd 12-Aug-2020 12-Aug-2020 £ 240.00 £ 240.0
L] & ORD 0000007823 Outstanding M 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £1,200.00 £ 1,200.
‘ * B ORD 0000007822 QOutstanding BRAT Bratford Design Services 14-Jun-2020 20-Aug-2020 £ 50,868.00 £ 50,868.
L] B ORD 0000007821 Outstanding 5M 5M Quality Rail Services Ltd 14-Jun-2020 14-Aug-2020 £ 55,200.00 £ 55,200.(
‘ L] B ORD 0000007320 Outstanding 5M 5M Quality Rail Services Ltd 08-Mar-2020 08-Mar-2020 £2,620.25 £2,620.
L] B] ORD 0000007819 Outstanding AUDIO Audio Supply and Rental Services bu 04-May-2020 04-May-2020 £ 3,260.62 £ 3,260.
‘ L] B ORD 0000007818 Outstanding AUDIO Audio Supply and Rental Services bu 04-May-2020 04-May-2020 £323.12 £ 323,
@ B ORD 0000007817 Outstanding NOVES Noves Consultancy&Design Ltd 01-Jun-2020 01-Jun-2020 £117.50 £117.)
‘ @ 3] ORD 0000007816 Part invoiced NOVES Noves Consultancy&Design Ltd 01-Mar-2020 01-Mar-2020 £ 94,000.00 £11,750.(
@ B] ORD 0000007815 Qutstanding CAPLON Caplen Furniture Supplies 24-May-2020 24-May-2020 £117.50 £117.)
‘ L B ORD 0000007814 QOutstanding 5M 5M Quality Rail Services Ltd 07-Jun-2020 07-Jun-2020 £ 12,925.00 £12,925.
@ B ORD 0000007812 Outstanding TO0001 Texauto Ltd 15-Mar-2020 15-Mar-2020 £7,050.00 £ 7,050.
“ " b
Outstanding W4 llm Page | 1 of 2
& e Delivel oice Add W odif Remove

In this example | am using Purchase Order 0000007833. Note the current order status which is
highlighted in blue in the image above.
You can either right click on the order and choose the option | |4 Invoice 0000007833 or left click on

the order and click the wice ;' button located on the footer of the window.

By doing so this opens up the Invoice window. The window will default to the Header tab highlighted
in green below. If Clarity is not setup to generate automatic invoice references you will need to
manually enter an Invoice number. This is done within the References tab, which is highlighted in red

below, and the Invoice number entered into the Number field highlighted in

£ New Invoice for DBWOD1 De Burgh Wine Merchants Ltd — O x

Header [7|| Details £X Lines 1=
.

References - o x

Type
Invoice

References Dates

Number |12836 Date | 10 August 2020 =]

ours |

Theirs |

Supplier gl References I

Delivery g. | Notes || Analysis £ | Miscellaneous (, | International [l | Defaults & | Totals =

Add =g

| Discard T} || update @) |
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Once you have entered an invoice number you can either click uedate &) to Invoice the order as it is or
click on the Details tab to make any amendments.

The Details tab is highlighted in and the update button in orange below:

&) New Invoice for DBWOD1 De Burgh Wine Merchants Ltd - O X
Header | | Details X | Lines =
Lines
Item Code MNotes Packs| Pack Size Quantity Price| Goods Met| VAT Code VAT Nominal Code| WAT % | Cost Centre’
FR21 Chateau Beauregard Ducasse... 1.00 Dozen 12.00 129.00 129.00 129.00 1 25.80 EQP HIRE 20.00 %  Staines
FR23 Chablis Domaine Seguinot-... 1.00 Dozen 12.00 149.00 149.00 149.00 1 29.80 EQP HIRE 20.00 %
Details -~ 0 x
Item Code | FR21 ‘
Description Chateau Beauregard Ducasse BLANC Graves, 2015 Discount % [ o |
Discount Amount | 0.00 |
Net Amount | 129.00 |
Il |
Packs | 1| Dozen - vat ‘1 || standard Rated |l 20.0% |
Each | ol Vat Amount | 25.80 |
ol 1 —
Quantity 12 Weight | 0| volume| 0|
price | 129.00 |
Goods | 129.00 |
IE‘ Complete
Nominal @é Cost Centres 35 Job costing »,  Intrastats (&) | Totals =
Add 5p IR.emDve X' IDisr.ard 'j II Update (&)

In this example | have not received item code FR23 so | need to amend my Invoice accordingly by
removing that line using the remove X button, highlighted in red above.

The image below shows the FR23 line removed and | am now ready to complete my Invoice and have

clicked on the | update i+ | button. A successful update dialogue window is generated.

&) New Invoice for DBWDO1 De Burgh Wine Merchants Ltd

m} X
Header | | Details £% | Lines :=
Lines
Item Code| Notes Packs| Pack Size| Quantity Price| Goods Net| VAT Code| VAT Mominal Code| VAT % Cost Centre
FR21 Chateau Beauregard Ducasse... 1.00 Dozen 12.00 129.00 129.00 129.00 1 25.80 EQP HIRE 20.00 % Staines
Details Update complete s - Qox
Item Code | FR21 |
Document 12896 updated! |
Description | Chateau Beauregard Ducasse BLANC Graves, 2015 o
D| 0.00 |
.
125.00
| I |
Packs 1 | Dozen - vat |1+ | Standard Rated |" 20.0%]
| |
Each 0 Vat Amount | 25.80 |
. 1
Quantity 12 weight | 0| velume | ol
Price | 129.00 |
Goods | 129.00 |
O] complete

Nominal Z[& = Cost Centres B3 | Job costing », Intrastats (@) | Totals 5

Add 5 ‘Rgmuve X | ID\sl:ard ﬁ || Update (%) |
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Once you have updated the Invoice it is added to the Purchase Orders Invoices browse window (blue
arrow below). At this point it has not yet been updated to the Purchase Ledger account, this is

reflected in the Status column highlighted in orange below.

&) Dataflow Clarity [Purchase Invoices] — [m] X
Company Miles Brown and Sons & Co. v User: JPB~
Sales Ledger sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
1 @ -
s ot =W,
& e =] #, -
Orders Gogds  Invoices  Accruals  Approve Hew cXml Reporting
Received rders Punchout Order Setup Wizard A
Document Prog Autharisation Punchout All Reports.
Authorised Releas E| Invoice Reference  Status Account Code Account Name Date Amount| Currency Last sent as| Email to Net Amoun l}
@
* A 12896 DBWOO1 De Burgh Wine Merchants Ltd 10-Aug-2020 £ 309.60 ben.rice@dataflow.co.uk £258.00 &£
‘ @ B] INV  DX456980 Outstanding DB0001 Deeside Brewery Ltd 25-Jun-2020 £ 38.14 ben.rice@dataflow.co.uk £ 31.7§
‘ @ B] INV PD45689 Outstanding 5M 5M Quality Rail Services Ltd 29-Jun-2020 £ 360.00 ben.rice@dataflow.co.uk £ 300.00|
‘ i »
Outstanding W4 el Page 1 of 1
el Add g Modify 7 | Remove X

In addition to removing lines you may make other amendments such as reducing the quantity on a

line, amending the notes or changing the cost centre analysis etc.

If I now return to the Orders Browse window (orange arrow) I'll see that the order status has now

changed, highlighted in blue below.

&) Dataflow Clarity [Purchase Orders] - m] X
Company Miles Brown and Sons & Co. v User: JPBT
Sales Ledger Sales Orders Purchase Ledger  Purchase Orders Nominal Ledger Audit  Timesheets System
[ =]
& m = @ =
D i e I e e et B ot e e
ent Processing Authorisation Punchout All Reports
rised Released| Type Order Reference| Status Account Code  Account Name Date Due Date Amount| Currency| Amount 0/S  Last l}
B] ORD 0000007834 DBWOO1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £1,876.75 £ 333.60 E
=] B] ORD 0000007833 DBWOO1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 333.60 £178.80 =
@ _I ORD 0000007832 Outstanding DBWOO1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 442.56 £ 442.56
L] B] ORD 0000007831 Outstanding DBWOO1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 699.59 £ 699.59
L] B] ORD 0000007830 Part Delivered, part invoiced DB0001 Deeside Brewery Ltd 29-Jun-2020 29-Jun-2020 £64.29 £26.15
L] B ORD 0000007829 Fully Delivered, part invoiced SM 5M Quality Rail Services Ltd 29-Jun-2020 29-Jun-2020 £480.00 £ 0.00
@ B] ORD 0000007828 Fully Delivered, part invoiced DBWO0O1 De Burgh Wine Merchants Ltd 01-Jul-2020  01-Jul-2020 £ 816.54 £ 0.00
=] B] ORD 0000007827 Fully Delivered, fully invoiced DBO0O1 Deeside Brewery Ltd 01-1ul-2020  01-Jul-2020 £ 446.57 £ 0.00
@ _I ORD 0000007826 Part Delivered, part invoiced CPMOO1 Campbells Prime Meat Ltd 01-1ul-2020  01-Jul-2020 £ 518.40 £ 109.00
L] B] ORD 0000007825 Outstanding 5M 5M Quality Rail Services Ltd 12-Aug-2020 12-Aug-2020 £ 240.00 £ 240.00
L] B] ORD 0000007824 Fully delivered SM 5M Quality Rail Services Ltd 09-1ul-2020  09-Jul-2020 £ 2,400.00 £ 0.00
] E ORD 0000007823 Qutstanding SM 5M Quality Rail Services Ltd 05-1ul-2020  09-Jul-2020 £1,200.00 £1,200.00
® B ORD 0000007822 Outstanding BRAT Bratford Design Services 14-Jun-2020 20-Aug-2020 £ 50,868.00 £ 50,868.00
L] B ORD 0000007821 Outstanding 5M 5M Quality Rail Services Ltd 14-Jun-2020 14-Aug-2020 £ 55,200.00 £ 55,200.00
L _I ORD 0000007820 Outstanding 5M 5M Quality Rail Services Ltd 08-Mar-2020 08-Mar-2020 £2,620.25 £2,620.25
[ ] B ORD 0000007819  Outstanding AUDIO Audio Supply and Rental Services bu 04-May-2020 04-May-2020 £ 3,260.62 £3,260.62
L ] B ORD 0000007818 Qutstanding AUDIO Audio Supply and Rental Services bu 04-May-2020 04-May-2020 £323.12 £323.12
@ ORD 0000007817 Qutstanding NOVES Moves Consultancy&Design Ltd 01-Jun-2020 01-Jun-2020 £117.50 £117.50
4 n »
All W4 [rllm Page 1 of 2
Clear filter “§ Deliver &. | Invoice | Add o
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Having now created an Invoice | have found that | haven’t actually received the goods into our depot
so | need to delete the Invoice. To do so navigate back to the Invoices window (orange arrow below),
click on the invoice line and click the remove % button highlighted in red below.

Before the Invoice is removed you will need to confirm your action by clicking OK on the confirmation

dialogue window.

&) Dataflow Clarity [Purchase Invoices] — (] =

Company Miles Brown and Sons & Co. v |  User: JPB™

Sales Ledger  Sales Orders  Purchase Ledger | Purchase Orders | Nominal Ledger  Audit  Timesheets  System

@ @ @ gy

Orders _Goods | Invoices| Accruals|  Approve New cXml Reporting
Received rders | Punchout Order Setup Wizard -
Document Procgssing Authorisation Punchout All Reports.
I Authorised| Released| Tybe Invoice Reference| Status Account Code| Account Name Date Amount| Currency| Last sent as| Email to Net Amoun| >
~ [
ﬁ * B v | 12896 Outstanding DBWOO1 De Burgh Wine Merchants Ltd  10-Aug-2020 £ 154.80 ben.rice@dataflow.co.uk  £129.00
i =
= - -
@ B INV  DX456980 Outstanding DBO001 Deeside Brewery Ltd 29-Jun-2020  £38.14 ben.rice@dataflow.co.uk £ 31.78
@ B INV PD45589 Outstanding 5M 5M Quality Rail Services Ltd ~ 29-Jun-2020 £ 360.00 ben.rice@dataflow.co.uk £ 300.0(
Confirm X

Removing Invoice 12896, OK?

A " »
Outstanding W« vl w | Pagel1 lof 1
Clear filter Update | addde || modity | Remove X

Having confirmed deletion of the Invoice this takes me back to the Invoice browse window where |

can now see that my Invoice no longer exists.

&) Dataflow Clarity [Purchase Invoices] — [m] %
Company Miles Brown and Sons & Co.  ~|  User: JPBT
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
e | 9% m oy
=) % =7
Accruals|  Approve New cxml Reporting
rders | Punchout Order Setup Wizard -
Document Processing Authorisation Punchout All Reports
Authorised| Released| Type| Invoice Reference| Status Account Code| Account Name Date Amount| Currency| Last sent as| Email to Het Amoun| P~
. [
@ B INV DX456980 Outstanding DBO001 Deeside Brewery Ltd 29-Jun-2020 £ 38.14 ben.rice@dataflow.co.uk  £31.76 D
£
® B INV PDA5689 Outstanding sM 5M Quality Rail Services Ltd | 25-Jun-2020 £ 360.00 ben.rice@dataflow.co.uk £ 300.00
<« [ »
OQutstanding wo« v n | pagel1 lof 1
Clear filter Update | Addde | modify #7 Remove X
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If I now return to the Orders Browse window (orange arrow) I'll see that the order status has now

changed back to Outstanding, highlighted in blue below.

&) Dataflow Clarity [Purchase Orders] - O %

Company| Miles Brown and Sons & Co. ~ ~ | User: IPB~

Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger

Timesheets  System

Orders _Goods Invoices Accruals  Approve New cxml Reporting
Received lgrdars Punchout Order Setup Wizard -
Do ent Processing Authorisation Punchout All Reports.
Authotised| Released| Type | Order Reference| Status Account Code| Account Name Date Due Date Amount| Currency | Amount OfS| Last Ib’
s [B] ORD 0000007834 Part delivered DEWO01 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £1,876.75 £ 333.60 E
el B ORD 0000007833 DBWOO1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 333.60 £ 333.60 =
@ B ORD 0000007832 Qutstanding DBWOO1L De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £442.56 £ 442.56
@ B ORD 0000007831 Qutstanding DBwWOOL De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 699.59 £ 699.59
@ 8] ORD 0000007830 Part Delivered, part invoiced DB0O001 Deeside Brewery Ltd 25-Jun-2020 29-Jun-2020 £ 64.29 £ 26.15
@ |j ORD 0000007829 Fully Delivered, part invoiced 5M 5M Quality Rail Services Ltd 25-Jun-2020 29-Jun-2020 £ 480.00 £ 0.00
@ E“ ORD 0000007828 Fully Delivered, part invoiced DBWOOL De Burgh Wine Merchants Ltd 01-Jul-2020  01-Jul-2020 £ 816.94 £ 0.00
@ [B] ORD 0000007827 Fully Delivered, fully inveiced DB0O001 Deeside Brewery Ltd 01-Jul-2020  01-Jul-2020 £ 448.57 £ 0.00
@ 8] ORD 0000007826 Part Delivered, part invoiced = CPM0O01 Campbells Prime Meat Ltd 01-Jul-2020  01-Jul-2020 £515.40 £10%.00
L] [B] ORD 0000007825 Qutstanding SM 5M Quality Rail Services Ltd 12-Aug-2020 12-Aug-2020 £ 240,00 £ 240.00
Lol [B] ORD 0000007824 Fully delivered oM 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £2,400.00 £ 0.00
L] B ORD 0000007823 Qutstanding oM 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £1,200.00 £1,200.00
* B ORD 0000007822 Qutstanding BRAT Bratford Design Services 14-Jun-2020 20-Aug-2020 £ 50,863.00 £ 50,868.00
L] B ORD 0000007821  Outstanding 5M 5M Quality Rail Services Ltd 14-Jun-2020 14-Aug-2020 £ 55,200.00 £ 55,200.00
L B ORD 0000007820 Outstanding 5M 5M Quality Rail Services Ltd 08-Mar-2020 08-Mar-2020 £ 2,620.25 £2,620.25
L 8] ORD 0000007819 Qutstanding AUDIO Audio Supply and Rental Services bu  04-May-2020 04-May-2020 £ 3,260.62 £ 3,260.62
L Ek‘ ORD 0000007818 Qutstanding AUDIO Audio Supply and Rental Services bu  04-May-2020 04-May-2020 £ 323.12 £323.12
@ E“ ORD 0000007817 Qutstanding NOVES Noves Consultancy&Design Ltd 01-Jun-2020 01-Jun-2020 £117.50 £117.50
< [ | »
Al o« [vl[w] | Page 1 |of2
Clear filter g | | peliver g [ 1nvoice | | | Add g | Modify 7 Remove X
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Over-Invoicing Orders

Should you receive more goods than what was originally ordered you may adjust the Invoice line
guantities when you Invoice the order within Clarity.

To do so simply click on the relating line during the Invoicing process, then click on the quantity field
(highlighted in orange below) and enter the required quantity value.

In the example below the original order quantity was 1, | have increased this to 2.

& New Invoice for DEWOD1 De Burgh Wine Merchants Ltd — O >
Header | Details ¥X | Lines =
Lines
Item Code| Notes Packs| Pack Size| Quantity| Price| Goods Net| VAT Code| VAT| Nominal Code| VAT % | Cost Centre
FR21 Chateau Beauregard Ducasse... 2.00 Dozen 24.00 129.00 253.00 258.00 1 51.60 EQP HIRE 20.00 % Staines
Details > o x
Item Code |FR21
Description | Chateau Beauregard Ducasse BLANC Graves, 2015 Discount % | ol
Discount Amount | 0.00 |
Net Amount | 258.00 |
F‘Ecksl 2 II Dozen - vat |1~ || standard Rated | z0.0% |
Each | ol Vat Amount | 51.60 |
Quantity | 24| Weight | 0| wvolume| ol
Price | 129.00 |
Goods | 258.00 |
O] complete
Nominal &3 | Cost Centres &5 | Job costing .~  Intrastats (&) | Totals .=
2dd ¢ | Remove % | | Discard i ] || update @ |

Once you have made the necessary changes click on the uedate @ | button to complete the Invoice.

Doing so will generate an over-delivery and the Invoice value increase confirmation dialogue window.

Click OK to confirm and complete the process.
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&) New Invoice for DEWDDT De Burgh Wine Merchants Ltd — O >
Header [ ‘Details £X | Lines 1=
Lines
Ttem Cude| MNotes Packs| Pack Size Quantily| Price| Goods Net| VAT Code VAT| Mominal Cude| VAT %h| Cost Centre‘
FR21 | Chateau Beauregard Ducasse... ‘ 2.00 Dozen 24.00 129,00 253.00 25B8.00 1 51.60 EQP HIRE 20.00 % Staines
Confirm errors X
Details: ~ 0 %
Over-delivery of 1 Dozen [line 1)
Item Code | FR21 Invoice value exceeds order by £129.00 (line 1)
Description | Chateau Beauregard Ducasse BLANC Graves, 0 |
aK G I
[ o< | _conenr | ool
I Net Amount 258.00 |
Packs | 2|/ pozen - vat |1~ || Standard Rated [ 20.0% |
Each | o] vat Amount | 51.60 |
Quantity | 24| Weight | | volume ol
price | 129.00 |
Goods | 258.00 |
[ complete
Mominal é.lé [ cost centres El:g [30b costing [~ | Intrastats @ [ Totals j
Add wp ‘Remove e | | Discard 'j H Update (%) |

Once you have confirmed the above dialogue a further dialogue

successful document update.

will be generated to confirm a

& New Invoice for DBW001 De Burgh Wine Merchants Ltd - m} =
Header ‘ Details ¥ | Lines i=
Lines
Item Cnde| Notes Packs| Pack Size Quant\'ly| Price| Goods Net| VAT Code \r'AT| Mominal Code‘ VAT %| Cost Centre|
FR21 | Chateau Beauregard Ducasse... | 2.00 Dozen 24,00 129,00 258.00 25B8.00 1 51.60 EQP HIRE 20.00 % Staines
| |
Update complete x
Details - 0 x
Item Code | FR21 Document 12895 updated!
Description | Chateau Beauregard Ducasse BLANC Graves, 2015 o |
| oK | 0.00 |
- TreTATTOTTCT 258.00 |
Packs | 2| bozen - vat (1~ || standard Rated [ z0.0% |
Each | o vat Amount | 51.50 |
Quantity | 24| Weight | 0 Volume | ol
Price | 129.00 |
Goads | 253.00 |
|l complete
Mominal Z[5 [ Cost Centres a5 | 30b costing 7 | Intrastats @ [ Totals =
Add 5 |Remuve >€| ‘ Discard 'j || Update @ ‘

The quantities on the Order will remain as they were originally input.

guantity increase.

Only the Invoice will reflect the
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Part Invoicing orders

There are two routines available for part invoicing orders. The first routine was outlined at the
beginning of this guide where you can simply use the right click Invoice order or the Invoice button

from the Orders browse window, then simply remove the unwanted lines, or modify the quantity etc.
The method above is practical should you not have many lines on the order, or you wish to invoice the
majority of the Order. The method explained below may prove a more efficient way of invoicing a

small proportion of a large order.

For the example below | have created a new Purchase Order consisting of six lines and | only wish to

Invoice two of the lines. My new order is highlighted in green, with the current status in blue below:

O Dataflow Clarity [Purchase Orders] — [m] X
Company| Miles Brown and Sons & Co.  ~ User: IPBT
Sales Ledger Sales Orders Purchase Ledger | Purchase Orders Mominal Ledger  Audit  Timesheets System
b & = & R
Orders Cogdsy Invoices Acoruals  APRIVE | o bt Order Setup Wieard| PN
Document Processing Authorisation Punchout All Reports
h d| Released| Type | Order Reference, Status Account Code| Account Mame Date Due Date Amount| Currency| Amount o/s| -
] B ORD nooooo7534| Outstanding DEWOO01 De Burgh Wine Merchants Ltd 03-Aug-2020 | 03-Aug-2020 £ 1,876.75 £1,876.75 E
@ [B] ORD 0000007833  Outstanding DEWO01 De Burgh wine Merchants Ltd 03-Aug-2020  03-Aug-2020 £333.60 £ 33360 |
] [B] ORD 0000007832  Outstanding DBW001 De Burgh Wine Merchants Ltd 03-Aug-2020  03-Aug-2020 £442.56 £442.56
) [B] ORD 0000007831  Outstanding DBW001 De Burgh Wine Merchants Ltd 03-Aug-2020  03-Aug-2020 £699.59 £699.59
] B] ORD 0000007830  Part Delivered, part invoiced DBO0O1 Deeside Brewery Ltd 29-1un-2020  29-Jun-2020 £64.29 £26.15
) B] ORD 0000007826  Part Delivered, part invoiced  CPMOOL Campbells Prime Meat Ltd 01-1ul-2020 | 01-1ul-2020 £518.40 £100.00
L) B ORD 0000007825  Outstanding 5M 5M Quality Rail Services Ltd 12-Aug-2020  12-Aug-2020 £240.00 £240.00
- By ORD 0000007823 Outstanding 5M 5M Quality Rail Services Ltd 09-1ul-2020  09-1ul-2020 £1,200.00 £1,200.00
- B ORD 0000007822  Outstanding BRAT Bratford Design Services 14-Jun-2020 | 20-Aug-2020 £ 50,868.00 £ 50,868.00
- E ORD 0000007821  Outstanding 5M 5M Quality Rail Services Ltd 14-Jun-2020  14-Aug-2020 £ 55,200.00 £55,200.00
- B] ORD 0000007820  Outstanding 5M 5M Quality Rail Services Ltd 0B-Mar-2020 08-Mar-2020 £ 2,620.25 £2,620.25
L) B ORD 0000007815  Outstanding AUDIO Audio Supply and Rental Services bu | 04-May-2020 04-May-2020 £ 3,260.62 £3,260.62
L) B ORD 0000007818  Outstanding AUDIO Audio Supply and Rental Services bu | 04-May-2020 04-May-2020 £ 323.12 £323.12
) [B] ORD 0000007817  Outstanding NOVES Noves Consultancy&Design Ltd 01-Jun-2020  01-Jun-2020 £117.50 £117.50
] B] ORD 0000007816  Part invoiced NOVES Noves Consultancy&Design Ltd 01-Mar-2020 01-Mar-2020 £ 94,000.00 £11,750.00
< [T} ] »
Outstanding W « [»l[n] | Page 1 of 2
Clear filter Deliver & || Invoice |4 Add i Madify &7  Remove X

Click on the Invoices icon ( arrow) and either use the right click &  addinveice highlighted in blue

or click on the | «# putton highlighted in green on the footer of the window below.
&) Dataflow Clarity [Purchase Invoices] - o X
Company|Miles Brown and Sons & Co. = | User: 3pB-
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
=1 E oy
; £ = @ =
rders _Goods  Invoices| Accruals|  Approve New exml Reporting
Received Ffders | Punchout Order Setup Wizard -
Document ProggSsing Authorisation Punchout All Reports.
Authorised| Releasgd| Typg| Invoice Reference| Status Account Code  Account Name Date Amount Currency| Last sent as| Email to Net Amount| | Eb\
- [
@ B INY DX456980 ‘Outstanding DB0O001 Deeside Brewery Ltd 29-Jun-2020 £ 38.14 ben.rice@dataflow.co.uk £31.78 2
T
@ a NV PD45689 Outstanding sM SM Quality Rail Services Ltd 29-Jun-2020 £ 360.00 ben.rice@dataflow.co.uk £ 300.00
%  Refresh
4 | Add Invoice
* [ Madify Tnvaice
7 Remove Invoice
4 | View Inveice
View scanned documents
Attach scanned document
@ | Update all to ledger
% | Clear r
2. | sum selected cells
23 | Copy to Clipboard 3
Columns »
Window »
« w »
Outstanding W o« [v] w | pagel1 of 1
Clear filter Update add gk | Medify 7 Remove X
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Clicking ' ~<¢ % opens up a new Invoice window. The window will default to the Header tab highlighted

in green below.

The first thing you’ll need to do is chose the account code for which the associated order was raised,

highlighted in orange.

O Mew Invoice — m] %

Header [ | Details & Lines i=

Supplier

lAccount [ DBWO0O1 - | De Burgh Wine Merchants Ltd -

De Burgh Wine Merchants Lkd

Name | De Burgh Wine Merchants Ltd r
Fordel Mains Steading

Department | || Dalkeith
Midlothian
Line 1 | Fordel Mains Steading || EH22 2P0
|

Line 2 | Dalkeith

Line 3

Town | Midlothian |

County [ |
Postcode | EH22 2PQ

Country

Email address

Supplier B, | References gj

Delivery g3. Motes [] Analysis § | Miscellaneous [, | International ] Defaults € | Totals =

Add o Remove X | Discard 1] || update @ |

If Clarity is not setup to generate automatic invoice references you will need to manually enter a
Purchase Order Invoice number. This is done within the References tab, which is highlighted in red

below, and the Invoice number entered into the Number field highlighted in

&Y New Invoice for DBWODT De Burgh Wine Merchants Ltd — [m] b4

Header [ | Details £ Lines =

References > 0 x

Type
Invoice

References Dates

Number | 12895 Date | 10 August 2020
| |

Ours

Theirs

Supplier | References §}

Delivery g. | Motes [] Analysis § | Miscellaneous | Internations| [il] | Defaults & | Totals =

Add 5¢ Remove | Discard b | Il Update (%) |
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Once you have chosen the account and entered an Invoice number click on the Details tab
highlighted in below:

O Mew Invoice — O 'Y

Header | | Details £ Lines :=

Supplier
‘Account [ DBWOO1 - De Burgh Wine Merchants Ltd -
Name | De Burgh Wine Merchants Ltd || De Burgh Wine Merchants Ltd
Fordel Mains Steading
Department [ || Dalkeith
Midlothian
Line 1 [ Fordel Mains Steading | EH22 2PQ

Line2 | Dalkeith |

Line 3

Town | Midiothian |

County [ |

Postcode | EH22 2PQ

Country

Email address

| Supplier B, | References £}

Delivery . | Motes || | Analysis ¢ | Miscellaneous [, ' International ] Defaults § | Totals =5

Add 4 Remove X | Discard & || Update (& |

Within the Details tab right click the mouse and choose the option 41 convert highlighted in orange

below:
&) New Invoice - m} =
Header | | Details §X | Lines =
Lines
Motes | l};_uantityI Price| Gouds‘ Net VAT Codal VAT Mominal Code‘ VAT % |
0.00 0.00 0.00 0.00 1 0.00 EQP HIRE 20.00 %
¥ | Add line
| Remove line
B | Supplier items
11| Columns 3
Details Window ’ - 0 x
Item Code | |
Description Discount % | ol
Discount Amount | 0.00 |
Net Amount | 0.00 |
ity |
Quantity o] vat |1 || standard Rated || 20.0% |
ice |
(5 0.00 | Vat Amount | 0.00 |
I | .
Goods 0.00 Weight | ol volume! ol
Nominal &[5 | Cost Centres &5 | Job costing  » | Intrastats (@) | Totals =5
add o |Remove % | | Discard [1] || update @ |

Clicking Convert takes you into the Converting Order Documents to Invoice Lines window. This
window displays all open orders and deliveries for the selected supplier account. Use the Document

Type drop down highlighted in green below to switch the view between open orders and deliveries.
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&Y New Invoice = m} x
. J A —
Header i Details § £ Converting Order Documents to Invoice lines m] *
Lines ;ﬂddressI - Document type | Orders -
i
fores | |0 selected| Reference | Type | Date Our Ref| Their Ref| Due Date Total| Goods O/s Orders L
Deliveries
‘ IEI 0000007834 ORD 03-Aug-2020 03-Aug-2020 1,876.75 1,563.96
D 0000007833 ORD 03-Aug-2020 03-Aug-2020 333.60 278.00
EI 0000007832 ORD 03-Aug-2020 03-Aug-2020 442.56 368.80
D 0000007831 ORD 03-Aug-2020 03-Aug-2020 699.58 582.99
Details. - o x
Item Code |
. — |
Description a
0.00 |
0.00
Quantity | || 20.0%|
Price | 0.00 |
Goods | ol
. | o4 (] om Page | 1 |of 1
Nominal Z|5 | Cost C r r )
| Convert Lines Close
A TREmove KX TDiscard [} || Update 55 |

From here you can consolidate multiple orders and deliveries into a single Invoice, or take select lines
of different orders and deliveries and consolidate those into a single Invoice. This process is
explained further down.

For now I'm simply going to part Invoice a single order using this method.

Firstly select your order by left clicking on it, highlighted in blue below. Then click on the we button,
highlighted in orange below:
& New Invoice = m} x
Header i) Details E &) Converting Order Documents to Invoice lines - m] #
Lines Addressl - Document type [ Orders - ‘
s i IE‘ Selected| Reference Type | Date Our Ref| Their Ref| Due Date Total| Goods O/s E
|| D 0000007834 ORD 03-Aug-2020 03-Aug-2020 1,876.75 1,563.96 I
D 0000007833 ORD 03-Aug-2020 03-Aug-2020 333.60 278.00
D 0000007832 ORD 03-Aug-2020 03-Aug-2020 442,56 36B8.80
D 0000007831 ORD 03-Aug-2020 03-Aug-2020 699.59 582.99
Details - 0 x
Item Code |
Description o
0.00 |
0.00
Quantity | 20.0% |
Price | 0.00 |
Goods | ol
= W4 v om | Page | 1 lof 1
Nominal &% | Cost C| : r ]
i | Convert Lines, Close |
Kdd T [Remove R [ Discard || Update @) |

Clicking the Lines button opens up a new window listing all the available lines for the selected order.
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| have ticked the lines | wish to include in my Invoice. | have also reduced the received quantity for

FR25 from 3 to 2 by double clicking the Quantity field and entering the required value, highlighted in

blue below.
&Y New Invoice — m] x
Header [ [ Details § &) Converting Order Documents to Invoice lines — [} e
T | Reference| 0000007834 —
Motes [ selected| Stock Code| Motes Quantity| Measure Quantity Ofs Price Goods| Goods Ofs
FR21 Chateau Beauregard Ducasse.. | 1| Dozen 1.00 129.00 |129.00 129.00 —\
FR23 Chablis Domaine Seguinot- 1| Dozen 1.00 149.00 | 149.00 149.00
FR25 Consolation Juliette’.. BOXES of 10 3.00 155.99 |311.88|  467.97
) FR27 Consolation "Red Socks'... 2| BOXES of 10 2.00 120.60 0.00 241.20
= FR28 Consolation "Wild Boar’ Syrah, ... 4| BOXES of 10 4.00 119.20 0.00 476.80
= FRS Pinot Noir Touraine Domaine... 1| Dozen 1.00 99.99 0.00 99.99
Details - 0 x
Item Code | |
Description | | ol
0.00
0.00
Quantity | | | || 20.0%
price | 0.00
Goods| | ol
Goods 589.98
Nominal &[5 | Cost C - n o .
A Convert Documents Close | —
5 TRemove X TDscard f || update &) |
To add the selected order lines to the Invoice click the ' cnet button, highlighted in orange above.

Once you click the Convert button the selected lines are added to the Invoice behind the Converting

Order Documents to Delivery lines window, highlighted in blue below.

The completed lines are now greyed with a Quantity of O within the Converting Order Documents to

Delivery lines window, highlighted in

below.

The FR25 line | partially received now displays an

adjusted remaining Quantity of 1, highlighted in

& New Invoice - u] X
Header ) | Details 4 &) Converting Order Documents to Invoice lines — a 4
r— — Reference| 0000007834 -
Item Code Notes || [C] Selected| Stock Code| Notes Quantity| Measure Quantity Ofs| Price]  Goods| Goods Ofs Cost Centre
FR21 Chateau FR21 Chateau Beauregard Ducasse... 0| Dozen 0.00 129.00 0.00 0.00 Staines
FR23 Chablis FR23 Chablis Domaine Seguinat-.. 0| Dozen 0.00 149.00 0.00 0.00 fo
FR25 Consol - k
FR25 Consolation "Juliette’.. 1| BOXES of 10 1.00 155.89 | 155.99 155.99 |
=] FR27 Consolation 'Red Socks'... 2| BOXES of 10 2,00 120.60 0.00 241,20
=] FR28 Consolation "Wild Boar' Syrah,... 4| Boxesof 10 4.00 119.20 0.00 476.80
=] FRS Pinot Noir Toursine Domaine... 1| Dozen 1.00 ©9.59 0.00 59.99
Details - 0 x
Item Code |FR25
Description | Cons 1}
0.00
311.98
Packs | 20.0%
62.40
Quantity ol
Price |
Goods
O co ]
Goods 155.99
Nominal £[% | Cast ¢ . o T 1
L Convert Documents I Close | — .
da T [Remove & | | Discard T} || Update @)
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Once you have completed the line selection for the Invoice click the <& 'button, highlighted in red
above.

Clicking Close returns you to the Invoice containing the chosen order lines shown in the image below.
From here you may still continue to make amendments should you wish to do so.

E New Invoice - ] Pt
Header % | Details X | Lines i=
Lines
Item Code| Motes | Packsl Pack Size | Quantityl Pﬁ'ceI Goodsl Delivery Due | Net‘ VAT Codel VATl Mominal Code‘ VAT %i Cost Centrel
FR21 Chateau Beauregard Ducasse. 1.00 Dozen 12.00 129.00 129.00 03-Aug-2020 129.00 1 25.80 EQP HIRE 20.00 % Staines
FR23 Chablis Domaine Seguinct-... 1.00 Dozen 12,00 149.00 149.00 03-Aug-2020 149.00 1 29.80 EQP HIRE 20.00 %
FR25 Consolation Juliette’... 2.00 BOXES of 10 20.00 155.99 311.58 03-Aug-2020 311.98 1 62.40 EQP HIRE 20.00 %
[
[
Details - 0 o>
Item Code |FR21 |
Description Chateau Beauregard Ducasse BLANC Graves, 2015 Discount % | 0 |
Discount Amount | 0.00 |
Net Amount | 129.00 |
Packs | 1 Dozen - vat |1+ | Standard Rated || 20.0% |
[ of Vat Amount | 25.80 |
- ]
Quantity 12 Weight | 0| wvolume/ ol
Price | 129.00 |
Goods | 123,00 |
[E] complete
Mominal &[5 | Cost Centres & | Job costing (#, | Intrastats (&) | Totals
Add 5e IRfmnue w | Discard 'j || Update (%) |

Once you have completed the Invoice click the | usdste &5 button highlighted below in orange to create
the Invoice.

& New Invoice — O X
Header ] | Details £ | Lines i=

Lines ‘

|| [|1tem Code| Notes | Pac,ksl Pack Size | Quant\ty‘ Pr\'ce‘ Guodsl Delivery Due | NEI:I VAT Cudel VAT‘ Nominal CudeI VAT %i Cost Centrel

FR21 Chateau Beauregard Ducasse... 1.00 Dozen 12,00 129.00 129.00 03-Aug-2020 129.00 1 25.30 EQP HIRE 20.00 % Staines

FR23 Chablis Domaine Seguinot-... 1.00 Dozen 12,00 149.00 149.00 03-Aug-2020 145.00 1 29.80 EQP HIRE 20.00 %

FR25 | Consolation "Juliette’ | 2.00 BOXES of 10 20.00 155.99 311.58 03-Aug-2020 311.98 1 62.40 EQP HIRE 20.00 % | ‘
Details

Update complete X - o x

Item Code | FR25 |

Document 14375 updated!

Description | Consolation "Juliette’ Roussanne , 2017 ol

! 0.00 |
—
Packs | 2| BOXES of 10 | vat (1 || Standard Rated |1 20.0%|
Quantity | 20| Vat Amount | 62.40 |
price | 155.99 | Weight | 0| volume| o
Goads | 311.98 |
O] complete

Nominal Z[5 | Cost Centres =5 1ob costing (». | Intrastats (&) | Totals .

Add 5¢ ‘R.emcve w | Discard 'j I| Update (%)
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The Invoice browse window now displays my new Invoice, highlighted in blue below

&) Dataflow Clarity [Purchase Invoices] — [m] x
Company/ Miles Brown and Sons & Co.  ~|  User: 1PB~
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
e B EH & % = g
OIS e, TS| (D) D | oot ot | e
Document Processing Autherisation Punchout All Reports
Authorised| Released Type Invoice Reference| Status Account Code| Account Name Date Amount| Currency Last sent as| Email to Met Amoun :&'
L] E\‘ INV 14875 Outstanding DBWOO1 De Burgh Wine Merchants Ltd  10-Aug-2020 £ 707.58 ben.rice@dataflow.co.uk £ 589.9 E
] D INV DX456980 Outstanding DBOO01 Deeside Brewery Ltd 29-Jun-2020 £ 38.14 ben.rice@dataflow.co.uk £ 31.78 o
L] D INV PD4568% Outstanding 5M 5M Quality Rail Services Ltd 29-Jun-2020 £ 360.00 ben.rice@dataflow.co.uk £ 300.00
Ml n »
Outstanding W oo [vlw | Pagelt  lof1
Clear filter Update [ Addde | modify 7 Remove X
The Orders browse window now reflects the current Order status highlighted in below.
&) Dataflow Clarity [Purchase Orders] — [m] X
Company| Miles Brown and Sons & Co. = | User: JPB*~
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets. System
o e B E @ ="
il (S, WD) il Gl | prelior enivie| S
Document Processing Authorisation Punchout All Reports
Authorised| Released| Type | Order Reference| Status Account Code| Account Name Date Due Date Amount| Currency| Amount /S| Last Ifb,
@ ﬂ ORD 0000007834 Part Delivered, part invoiced = DBEWO0OL De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £1,876.75 £1,168.77 E
@ \j ORD 0000007833 Outstanding DBWO0O01 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 333.60 £ 333.60 =
@ B] ORD 0000007832 Outstanding DBWO0O1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £442.56 £ 442.56
@ B] ORD 0000007831 Outstanding DBWO0O1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £699.59 £ 699.59
@ B] ORD 0000007830 Part Delivered, part invoiced DBQ001 Deeside Brewery Ltd 258-Jun-2020 29-Jun-2020 £64.20 £26.15
@ B] ORD 0000007829 Fully Delivered, part invoiced 5M 5M Quality Rail Services Ltd 258-Jun-2020 29-Jun-2020 £480.00 £0.00
@ B] ORD 0000007828 Fully Delivered, part invoiced DEWO0O1 De Burgh Wine Merchants Ltd 01-Jul-2020  01-Jul-2020 £816.94 £0.00
@ B] ORD 0000007827 Fully Delivered, fully invoiced DBO001 Deeside Brewery Ltd 01-Jul-2020  01-Jul-2020 £446.57 £0.00
@ D ORD 0000007826 Part Delivered, part invoiced = CPM0O1 Campbells Prime Meat Ltd 01-Jul-2020  01-Jul-2020 £518.40 £ 105.00
L ] \‘j ORD 0000007825 Qutstanding SM 5M Quality Rail Services Ltd 12-Aug-2020 12-Aug-2020 £240.00 £ 240.00
@ \‘j ORD 0000007824 Fully delivered 3M 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £2,400.00 £0.00
L ] E“ ORD 0000007823 Qutstanding 3M 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £1,200.00 £1,200.00
L] E“ ORD 0000007822 Qutstanding BRAT Bratford Design Services 14-Jun-2020 20-Aug-2020 £ 50,865.00 £ 50,868.00
L] E“ ORD 0000007821 Qutstanding 3M 5M Quality Rail Services Ltd 14-Jun-2020 14-Aug-2020 £ 55,200.00 £ 55,200.00
L] \‘j ORD 0000007820 Qutstanding SM 5M Quality Rail Services Ltd 08-Mar-2020 08-Mar-2020 £ 2,620.25 £2,620.25
L] B] ORD 0000007819  Outstanding AUDIO Audio Supply and Rental Services bu 04-May-2020 04-May-2020 £ 3,260.62 £3,260.62
L] B ORD 0000007818  Outstanding AUDIO Audio Supply and Rental Services bu 04-May-2020 04-May-2020 £323.12 £323.12
@ ﬂ ORD 0000007817 Outstanding NOVES Noves Consultancy&Design Ltd 01-Jun-2020 01-Jun-2020 £117.50 £117.50
< n | b
A o [0 | Pagel1  |of2
Clear filter “§ | Deliver €. Invoice | add gk | modify & Re
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Combining multiple orders and/or GRN’s into a single Invoice

This process is very similar to the previous part Invoice process.

Click on the Invoices icon (Orange arrow) and either use the right click # =ddnvoice | highlighted in

blue or click on the | =% | button highlighted in green on the footer of the window below.

&) Dataflow Clarity [Purchase Invoices] — m] %

Company Miles Brown and Sons & Co. v |  User: JPBT
Sales Ledger  Sales Orders  Purchase Ledger | Purchase Orders | Nominal Ledger  Audit  Timeshests  System
[= ] =Y

Acoruals| - Approve New cXml Reporting
rders Punchout Order Setup Wizard =

Document ProgeSsing Authorisation Punchout All Reports

Account CodE| Account Name Date ‘ Amoun(| Currency‘ Last sent as| Email to Net Amuunl} ’

, | ,
AuthunsEd} Releaskd| Ty e‘ Invoice Reference| Status

|
@ B L__mv Dx456930 Outstanding DBOOD1 Deeside Brewery Ltd 29-Jun-2020 £ 38.14 ben.rice@dataflow.co.uk £31.78

Filters <7

& 8] INV PD45689 Outstanding 5M 5M Quality Rail Services Ltd 28-Jun-2020 £ 360.00 ben.rice@dataflow.co.uk £ 300.00

“Z» | Refresh

4k | Add Invoice

* | Modify Inveice

# | Remove Invaice

Wiew Invoice

Wiew scanned documents

b & £

Attzch scanned document

®

Update all to ledger

Clear filter

Sum selected cells

Copy to Clipboard v

Columns 3

Y &M =

Window >

< " ] »

Outstanding w o« [v]w | Page|1 lof1

Clear filter Update () add g || Modify 7 Remove X

Clicking Add opens up a new Invoice window. The first thing you’ll need to do is chose the account

code for which the associated order was raised, highlighted in orange.

&) New Invoice — [m] X
'ﬁ] Details T Lines 1=
Supplier
Account IDBWOOI | De Burgh Wine Merchants Ltd -

De Burgh Wine Merchants Ltd

Name | De Burgh Wine Merchants Ltd r
Fordel Mains Steading

Department | Dalkeith
Midlothian
Line 1 | Fordel Mains Steading EH22 2PQ

Line 2 | Dalkeith

Line 3

Town | Midlothian |

County | |
Postcode | EH22 2PQ

Country [

Ernail address |

Supplier By | References £}

Delivery g. | Notes [ | Analysis § | Miscellaneous [, | International [i] | Defaults @ | Totals =5

Add 5 Remove % | Discard & || update @ |

17 |Page



&) DATAFLOW

CLARITY 2

If Clarity is not setup to generate automatic invoice references you will need to manually enter a
Purchase Order Invoice number. This is done within the References tab, which is highlighted in red
below, and the Invoice number entered into the Number field highlighted in

&Y New Invoice for DBWOOT De Burgh Wine Merchants Ltd O he
| Header J_l Details &£ Lines :=
References - 0 x
Type
Invoice
References Dates
Number | | 12896 Date | 10 August 2020 ]
ours | |
Theirs | |
Supplier !—,ll References g}l‘
Delivery g1. | Motes [ ] | Analysis § | Miscellaneous F;!. International n Defaults € | Totals =
Add e Remove X | Discard ] I Update (%) |

Once you have chosen the account and entered an Invoice number click on the Details tab
highlighted in below:

&) Mew Invoice - O X
Header j| Details £ Lines i=
Supplier

Account | DBWOO1 ~ |pe Burgh Wine Merchants Ltd A

Mame | De Burgh Wine Merchants Ltd || De Burgh wine Merchants Ltd
Fordel Mains Steading
Department [ || Dalkeith
Midlothian
Line 1 [ Fordel Mains Steading | EHZ22 2PQ
Line 2 | Dalkeith \
Line 3
Town | Midlothian |
County [ |
Postcode | EH22 2PQ
Country [
Ernail address |
Supplier B, | References [}
Delivery gy | Motes [ ] | Analysis § | Miscellaneous -, | International [ | Defaults @ | Totals =
i e Y | . || ~9
Add &y Remove X Discard T} || update (&)
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Within the Details tab right click the mouse and choose the option 4 cenvert highlighted in orange

below:
& New Invoice - O x
Header || | Details & Lines i=
Lines
Motes Quantity| Price| Goods| Net| VAT Code| WAT| Mominal Code| VAT %
0.00 0.00 0.00 0.00 1 0.00 EQP HIRE 20.00 %
Add line
| Remove line
B | Supplier items
71| Columns »
Window 3
Details - 0 x
Item Code | |
Description Discount % | o
Discount Amount | 0.00 |
Net Amount | 0.00
I ] T f
Quantity 0 vat 1+ || Standard Rated [ 20.0%
o] ]
Eoce 0.00 Vat Amount | 0.00 |
I | ———— ———
Goods 0.00 Weight | o/ volume| o
Nominal &[5 | Cost Centres 85 | Job costing (. | Intrastats (&) | Totals .=
Add 5@ IR.emove X | ‘D\scard ':[ il Update (%) |

Clicking Convert takes you into the Converting Order Documents to Invoice Lines window. This
window displays all open orders and deliveries for the selected supplier account. Use the Document
Type drop down highlighted in green below to switch the view between open orders and deliveries.

You may choose to filter the available orders by the delivery depot they have been chosen to be

. . . . . . ,
delivered to by using the Address drop down highlighted in below. In this example | won’t be
applying this filter so | have access to all orders.
&) New Invoice for DEWDO1 De Burgh Wine Merchants Lid — [m} 4
: 4o i ; —
Header | | Details 3 £ Converting Order Documents to Invoice lines m} X
Lines Address | - Document tYPe | grgars —
Notes THE CENTRAL WAREHOUSE
[0 5eled 51 THE TRADING PARK r Ref Due Date Total| Goods Ofs Ord.ers. I
[0 | THE NORTH WAREHOUSE 03-Aug-2020 1,876.75 1,563.96 Deliveries ]
NORTH BUSINESS PARK J
B . T 03-Aug-2020  333.60  278.00
o 0000007832 ORD  03-Aug-2020 03-Aug-2020 442,56  368.80
] 0000007831 ORD  03-Aug-2020 03-Aug-2020  699.59  582.99
Details - x
Item Code |
Description ol
0.00 |
0.00
Quantity | || 20.0% |
Price | 0.00 |
Goods | ol
- - W« [ om Page'l—I of 1
Mominal Z[Z  Cost ¢ —_—
| Convert Lines Cluse i
TAETF TRemove K [Dicard 7F || Update &) |
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The image below shows that | have chosen to Invoice the first two orders, this is signified by a tick in

the Selected column highlighted in orange.

& New Delivery — m] ®
. 3] verti < ivery lines —
Header ) | Details 8 &) Converting Order Documents to Delivery lines [m] =
Lines Address | -
Motes A
E Selected| Reference Type | Date Qur Ref| Their Ref| Due Date Total| Goods O/s
| 0000007834 ORD 03-Aug-2020 03-Aug-2020 1,876.75 1,563.86 | :
0000007833 ORD 03-Aug-2020 03-Aug-2020 333.60 278.00
D 00000073832 ORD 03-Aug-2020 03-Aug-2020 442.56 368.80
lE‘ 0000007831 ORD 03-Aug-2020 03-Aug-2020 £589.59 582.99
Details - x
Item Code
Description o
0.00 |
0.00 |
Quantity | 1 = |
Price 0.00 |
Goods |
ol
w4 [ om Page 1 lof1
Mominal 33 | Cost C ; T E .
| Convert Lines Close L
ad TRemaove 7% | | Discard ':[ I Update (%) |

To add these two orders to the Invoice click the Convert button, highlighted in green in the image

above.

The order lines of the two selected orders now appear within the new Invoice window behind the

Converting Order Documents to Delivery Lines window below, highlighted in blue.

The completed lines are now greyed Converting Order Documents to Delivery lines window,

highlighted in below.
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&) New Invoice for DBWOD1 De Burgh Wine Merchants Ltd . [m] X
Header - | Details é &) Cony erting Order Documents to Invoice lines - [m] #
I |
Lines Addrass‘ - Document type | Orders -
ItemiCode|[Mates L IE‘ Selected| Reference Type | Date Our Ref| Their Ref| Due Date Total| Goods Ofs B CostiCemrs
kR Chablig ‘ 0000007834 ORD  03-Aug-2020 03-Aug-2020 | 1,876.75 0.00
FR21 Chateals Staines
0000007833 ORD 03-Aug-2020 03-Aug-2020 333.60 0.00
FR23 Chablig
FROS Consal D 0000007832 ORD 03-Aug-2020 03-Aug-2020 442.56 368.80 =
FR27 Consol o 0000007831 ORD 03-Aug-2020 03-Aug-2020  699.59 582,99
FR23 Consol
FRS____Pnot iy e -
Details - 0 x

Item Code |FRS

Description | Finot o
0.00
99.99 |
packs | 20.0% |
| |
20.00
Quantity | ol
Price |
Goods |
O cor - —
. W4l owm page 1 lof 1
Nominal Z[5 | Cost C _—
L Convert Lines Close L

EEE T TRemove K[ [Discard f || Update (&) |

In additon to consolidating the first two orders into a single Invoice | also want to include part one of

the remaining orders into the same Invoice.

To do so firstly select the order within the Converting Order Documents to Invoice lines window by left
clicking on it, highlighted in blue below. Then click on the = button, highlighted in green below:

&) New Invoice for DBWOO1 De Burgh Wine Merchants Ltd = O >
PN . . _
Header | | Details § £ Converting Order Documents to Invoice lines [m] >
I |
Lines ;ﬂc[dressI - Document type Orders -
Item Code| Mot n Cost Cent *
el a2 i | D Selected| Reference Type | Date Our Ref| Their Ref Due Date Total| Goods Ofs [l e
FR23 Chablis 0000007834 ORD  03-Aug-2020 03-Aug-2020 1,876.75 0.00 d
FR21 Chateau fo Staines
0000007833 ORD 03-Aug-2020 03-Aug-2020 333.60 0.00
FR23 Chablis fo
FR25 Consolal I‘ @ 0000007832 ORD 03-Aug-2020 03-Aug-2020 442.56 368.80 I L =
FR27 Consolal = 0000007831 ORD  03-Aug-2020 03-Aug-2020  699.59 582.99 l
FR23 Censolal fo
FRS Pinot Ng o -
Details - 0 x
Item Code | FRS
B a1
Description | Pinot a
0.00
59.93 |
packs | 20.0% |
[ |
20.00
Quantity' A
Price |
Goods |
O co ——
— i |
: - | W4 | | Page | 1 of 1
Mominal Z[E | Cost C I —_—
9 Convert cose B3 ||
A TRemove X T Distard [ || Update ) |

Clicking the Lines button changes the current view to display the line information of the selected
order. The order reference | have chosen in this example is 0000007832, this detail is displayed when
you are viewing the order lines, highlighted in green below.

In the example below | have ticked the lines | wish to include in my Invoice, highlighted in blue below.
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Should you wish to do so you may also adjust the line quantity to be Invoiced at this stage, by double

clicking Quantity field and entering the required value, highlighted in below.

&) Mew Invoice for DEW001 De Burgh Wine Merchants Ltd . [m] s

Header | | Details 4 &) Converting Order Documents to Invoice lines - m} e

= Reference| 0000007832 |
lines

Item Code| Notes | | [C] Selected| Stock Code | Notes Quantity| Measure Quantity Ofs|  Price]  Goods| Goods Ofs Cost Centre| =
s Chablis FR21 Chateau Beauregard Ducasse... [ 1| pozen 1.00 129.00 | 129.00 | 125.00 o
FR21 Chateay FR27 Consolation 'Red Socks'.. | 1| Boxesof1o 1.00 120.60 |120.60 120.60 Staines

LEE Chablis ] FR23 Consolation "Wild Boar’ Syrah,.. | 1| BOXES of 10 100 113.20 | 00| 11920 1
FR25 Consola I
FR27 Consolaf

FR28 Consolaf

FRS Pinot Ng =
Details - o x

Item Code | FRS

Description “Pinot| 0

0.00 |

59.99 |

packs| | 20.0% |

1 20.00 |

Quantity| | I o
price| |
Goods| |

O co ——
Goods 249.60

Nominal & | Cost Cf

| convert | Documents ||

close B4 | L
g@ 7 [Remove X [ Discard L1 || Update &) |

In this example the quantity is 1 for both lines so | will be delivering both lines as they are.

To add the two lines to the Invoice click on the et | button highlighted in purple below. Once you
click Convert the lines will be added to the Invoice and will appear greyed with the quantity reduced,

highlighted in orange below.

&) New Invoice for DBWOD1 De Burgh Wine Merchants Ltd . [m] *

Header j Details ’g A Converting Order Documents to Invoice lines _ O x

Reference| 0000007832 |

Lines

Item Code| Notes | | [CJ] Selected | Stock Code| Notes Quantity| Measure Quantity Ofs|  Price| Goods| Goods Ofs Cost Centre
FR3 Chablis FR21 Chateau Beauregard Ducasse.. | 0| Dozen 0.00 129.00 | 0.00 | 0.00

FR25 Consolal FR27 Consolation "Red Socks' . 0| BOXES of 10 0.00 120.60 | 0.00 | 0.00 m
FR27 Consolaf ] FR28 Consolation "Wild Boar' Syrah,.. | 1| BOXES of 10 1.00 119.20 | 0.00|  119.20

FR23 Consolal =
FR5 Pinot Ng

FR21 Chateau Swansea

FR27 Consolal Swansea - |
Details - o %

Item Code | FR27

Description | Cons ]
0.00
120.60 |
Packs | ' 20.0% |
Quantity | 24,12 |
Price | ol
Goods |
O co
- Goods | 0.00
Nominal Z[E | Cost ¢ - : - "
| Convert I Documents I Close |
il S =~
\ dd " [Remove ;% | | Discard ’:l Update (%)

\

Once you have completed the order and line selection you wish to add to your Invoice click the  ces=E3

button, highlighted in red above.

Clicking Close returns you to the Invoice now containing the chosen order lines shown in the image

below. From here you may still continue to make amendments should you wish to do so.
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& Mew Invaice for DBWOD1 De Burgh Wine Merchants Ltd - O kS
Header =) | Details £ | Lines i=
Lines
Item Code Motes Packs| Pack Size Quantity Price| Goods| Delivery Due Met| VAT Code| VAT Nominal Code| VAT %/ Cost Centre =
FR23 Chablis Domaine Seguinot-_. 1.00 Dozen 12.00 145.00 145.00 03-Aug-2020 149.00 1 29.80 EQP HIRE 20.00 %
FR25 Consolation 'Juliette’... 3.00 BOXES of 10 30.00 155.99 467.97 03-Aug-2020 467.97 1 93.59 EQP HIRE 20,00 % 7]
FR27 Censolation 'Red Socks’ 2.00 BOXES of 10 20.00 120.60 241.20 03-Aug-2020 241.20 1 438.24 EQP HIRE 20.00 %
FR28 Consolation 'Wild Boar' Syrah,... 4.00 BOXES of 10 40.00 115.20 476.80 03-Aug-2020 476.80 1 95.36 EQPHIRE 20.00 % =
FRS Pinot Noir Touraine Domaine... 1.00 Dozen 12.00 95.99 95.59 03-Aug-2020 99.9% 1 20.00 EQP HIRE 20.00 %
FR21 Chateau Beauregard Ducasse... 1.00 Dozen 12.00 129.00 125.00 03-Aug-2020 129.00 1 25.80 EQP HIRE 20.00 % Swansea
FR27 Censolation 'Red Socks' 1.00 BOXES of 10 10.00 120.60 120.60 03-Aug-2020 120.60 1 24.12 EQP HIRE 20.00 % Swansea ?
Details -0 x
Item Code |FR27 |
Description | Consolation ‘Red Socks' Carignan, 2015 Discount % | o
Discount Amount | 0.00 |
Net Amount | 120.60 |
f M — T )
Packs 1 || BOXES of 10 - vat |1~ |standard Rated 20.0%
Quantity 10 vat Amount | 24,12
[ |
Price 120.60 Weight | 0| volume ol
Goods | 120.60 |
[ complete
Nominal Z[% | Cost Centres a8 | Job costing [+ | Intrastats () | Totals =5
add ©¢ | Remove X | | Discard jin ] || update @ |

| also want to include a GRN to my invoice. To do so right click again on the grid and choose the
option &1 cenvert, highlighted in orange below:

&) New Invoice for DBWODT De Burgh Wine Merchants Ltd - m] *
Header || | Details & | Lines 1=
Lines
Item Code| Notes Packs Pack Size Quantity Price| Goods Delivery Due Met| VAT Code| VAT| Mominal Code| WAT % | Cost Centre =
FR23 Chablis Domaine Seguinot-... 1.00 Dozen 12,00 149.00 14%.00 03-Aug-2020 149.00 1 25.80 EQP HIRE 20.00 %
FR25 Consolation Juliette’. 3.00 BOXES of 10 30.00 155.99 467.97 03-Aug-2020 467.97 1 93.59 EQP HIRE 20.00 % ]
FR27 Consolation 'Red Socks'... 2.00 BOXES of 10 = | add line 10 03-Aug-2020 241.20 1 48.24 EQP HIRE 20.00 %
FR23 Consolation 'Wild Boar’ Syrah,... 4.00 BOXES of 10 30 03-Aug-2020 476.80 1 95.36 EQP HIRE 20.00 % -
¥ | Remove line =
FRS Pinot Moir Touraine Domaine... 1.00 Dozen — ¥9 03-Aug-2020 99.99 1 20.00 EQP HIRE 20.00 %
F . | Supplier items
FR21 Chateau Beauregard Ducasse... 1.00 Dozen a Iau 03-Aug-2020 129.00 1 25.80 EQP HIRE 20.00 % Swansea
=] | Convert (I
FR27 Consolation 'Red Socks'... 1.00 BOXES of 10 ko 03-Aug-2020 120.60 1 24.12 EQP HIRE 20.00 % Swansea -
T 3
Details 1| Columns -0 x
f "1 | window 3
Item Code | FR27
Description | Consolation 'Red Socks' Carignan, 2015 Discount % | o
Discount Amount | 0.00 |
Net Amount | 120.60 |
| Il | —
Packs 1 || BOXES of 10 - vat [1 = |standard Rated |7 20.0%
i 1
Quantity 10 Vat Amount | 24.12 |
[ | N
Price 120.60 weight | 0| wvolume| o
Goods | 120.60 |
[0 complete
Nominal Z[5 | Cost Centres 85 | Job costing  ». | Intrastats (&) | Totals =5
add ¢ Remove X | | Discard & || update @ |

Select Deliveries within the Document type drop down, highlighted in green below. Tick the required

GRN, highlighted below in orange and then click the cenvert 'button highlighted in blue below to add

the selected GRN to the Invoice.

Once you've clicked Convert close the Converting Delivery Documents to Invoice lines window using

the close button highlighted in red below to return to the invoice.
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&) Mew Invoice for DBWO0T De Burgh Wine Merchants Ltd = [m] be
. 4 O i —
Header [ | Details &) Converting Delivery Documents to Invoice lines O x
Lines Addrass‘ - | Document type | Deliveries -
Item Code| Not ! Cost Cent; -
NS [ as_ D Selected | |Reference Type| Date Qur Ref| Their Ref| Due Date Total| Goods O/fs |0J’ders i — i
L Deliveries
FR23 Chablis | 0000008507 DEL  28-Jun-2020 01-1ul-2020 187.19  155.89 f
FR25 Consolal fo ]
FR27 Censolal fo
FR28 Consolal fa =
FRS Pinot Ng fo
FR21 Chateau fo  Swansea
FR27 Consolal fo  Swansea -
Details -0 x

Item Code | FR27

Description Cons{ | ol
0.00 |
120.60 |
Packs | I 20.0%% |
Quantity| | 2412
Price | r ol

Goods B | |

O co
o[ m ‘ Page'l—‘ of 1

Nominal {E Cost

convert || | Lines | I Closeﬁ_'_

TAAT TRemove X [DiEcard [F || Update (8 |

Once you have completed adding the Invoice click the 'uw= @ button highlighted below in orange to

create the Invoice. An update confirmation dialogue window will appear.

& New Invoice for DBWODT De Burgh Wine Merchants Ltd - [m} s
Header || | Details & Lines i=
Lines
Item Code MNotes Packs Pack Size Quantity Price] Goods| Delivery Due Met| VAT Code| VAT| Mominal Code VAT %/ Cost Centre
FR25 Consolation "Juliette’ 3.00 BOXES of 10 30.00 155.99 467.97 03-Aug-2020 467.97 1 93.59 EQP HIRE 20.00 %
FR27 Consolation 'Red Socks’ 2.00 BOXES of 10 20.00 120.60 241.20 03-Aug-2020 241.20 1 48.24 EQP HIRE 20.00 % ]
FR28 Consaolation 'Wild Boar' Syrah, 4.00 BOXES of 10 40.00 115.20 476.80 03-Aug-2020 476.80 1 95.36 EQP HIRE 20.00 %
FRS Finot Noir Teuraine Domaine... 1.00 Dozen 12.00 959.99 99.95 03-Aug-2020 99.95 1 20.00 EQP HIRE 20.00 % |
FR21 Chateau Beauregard Ducasse... 1.00 Dozen 12.00 129.00 1259.00 03-Aug-2020 129.00 1 25.80 EQP HIRE 20.00 % Swansea
FR27 Consolation 'Red Socks'... 1.00 BOXES of 10 10.00 120.60 120.60 03-Aug-2020 120.60 1 24,12 EQP HIRE 20.00 % Swansea
FR25 Consolation 'Juliette’ 1.00 BOXES of 10 10.00 155.9% 15598 01-Jul-2020 155.88 1 31.20 EQP HIRE 20.00 % Staines T
Details Update complete x > x
Item Code | FR25 |
Po—— f Document 16548 updated! 1
Description | Consolation Juliette’ Roussanne , 2017 0
D) 0.00
o 1 =
Il
Packs | 1 | BOXES of 10 - vat 1+ [ Standard Rated || 20.0%
. I
Quantity 10 Vat Amount | 31.20 |
L ] T —_—
Price 155.5% Wewghtl 0| volume/ o
Goods | 155.99 |
Nominal &[5 | Cost Centres 85 Job costing [ | Intrastats (@) | Totals .=
., T T =1 =
Add 5 Remove X Discard [ || update (%)

Once you have clicked OK on the update confirmation dialogue you’ll be taken back to the Invoice
browse window.

The Invoice window now lists my new consolidated Invoice, highlighted in blue below.
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&) Dataflow Clarity [Purchase Invoices] — (] =
Company Miles Brown and Sons & Co. v |  User: JPB™
Sales Ledger  Sales Orders  Purchase Ledger | Purchase Orders | Nominal Ledger  Audit  Timesheets  System
=1 | =7
G = & %, =
Orders _Goods . Inw Accruals | Approve Hew <xml Reporting
Received rders | Punchout Order Setup Wizard -
Document Processing Authorisation Punchout All Reports
suthorised| Released| Type| Invoice Reference| Status Account Code| Account Name Date Amount| Currency| Last sent as| Email to net amor B
= . a
® B mv 1ss4s Outstanding DEWODL De Burgh Wine Merchants Ltd | 10-Aug-2020 £ 2,697.06 £2,247.| 8
= - = - i
) B mv Dxasesso Outstanding DBODOL Deeside Brewery Ltd 29-un-2020  £38.14 ben.rice@dataflow.co.uk £ 31.
] B INV  PD45589 Outstanding 5M 5M Quality Rail Services Ltd | 29-Jun-2020 £ 360.00 ben.rice@dataflow.co.uk £ 300,
< [ »
Outstanding W o« [l | Page
[l or >
Clear filter Update Add gl Modify Remave X

The Orders browse window (green arrow) below now reflects the current order status for the three
orders I've just consolidated into a single Invoice, highlighted in below. Usually the Orders
browse window defaults to only displaying open orders but | have adjusted the filter, highlighted in

red, to show all Order status.

&) Dataflow Clarity [Purchase Orders] - m} ke
CnmpanyI Miles Brown and Sons & Co. - User: JFB™
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
H e g m
RS RESSSid LSy el Alg'lgdrgrvsE Pun:hlgﬁrorder Setuivxw‘lzard g
Docl nt Processing Authorisation Punchout All Reports

I I

+11t_hm||sed Released Type | Order Reference| Status Account Code| Account Name Date Due Date Amount| Currency | Amount O/S| Last 'g
@ [B] ORD 0000007834 Fully Delivered, fully invoiced DBEWOOL De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £1,876.75 £0.00 E
@ B ORD 0000007833 Fully Delivered, fully invoiced DBWOO1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 333.60 £ 0.00 M-—
@ E ORD 0000007832 Part Delivered, part invoiced = DBWOO1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £442.56 £143.04
@ E] ORD 0000007831 Qutstanding DBwWOOL De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 699.59 £ 699.59
@ E ORD 0000007830 Part Delivered, part invoiced DB0001 Deeside Brewery Ltd 25-Jun-2020 29-Jun-2020 £64.29 £26.15
@ E] ORD 0000007829 Fully Delivered, part invoiced 5M 5M Quality Rail Services Ltd 25-Jun-2020 29-Jun-2020 £ 430.00 £ 0.00
@ E ORD 0000007828 Fully Delivered, fully invoiced DBWOO1 De Burgh Wine Merchants Ltd 01-Jul-2020  01-Jul-2020 £816.94 £ 0.00
@ E] ORD 0000007827 Fully Delivered, fully inveiced DEB0001 Deeside Brewery Ltd 01-Jul-2020  01-Jul-2020 £ 446.57 £ 0.00
@ E ORD 0000007826 Part Delivered, part invoiced = CPM0O01 Campbells Prime Meat Ltd 01-Jul-2020  01-Jul-2020 £518.40 £10%.00
L] E ORD 0000007825 Qutstanding oM 5M Quality Rail Services Ltd 12-Aug-2020 12-Aug-2020 £ 240,00 £ 240.00
@ E ORD 0000007824 Fully delivered SM 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £2,400.00 £ 0.00
L] ORD 0000007823 Qutstanding oM 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £1,200.00 £1,200.00
Ll Er ORD 0000007822 Qutstanding BRAT Bratford Design Services 14-Jun-2020 20-Aug-2020 £ 50,868.00 £ 50,868.00
L] B ORD 0000007821 Qutstanding oM 5M Quality Rail Services Ltd 14-Jun-2020 14-Aug-2020 £ 55,200.00 £ 55,200.00
L] 8] ORD 0000007820 Qutstanding SM 5M Quality Rail Services Ltd 08-Mar-2020 08-Mar-2020 £ 2,620.25 £2,620.25
L] E ORD 0000007819 Qutstanding AUDIO Audio Supply and Rental Services bu  04-May-2020 04-May-2020 £ 3,260.62 £3,260.62
Ll Er ORD 0000007818 Qutstanding AUDIO Audio Supply and Rental Services bu  04-May-2020 04-May-2020 £323.12 £323.12
el B] ORD 0000007817 Qutstanding NOVES Noves Consultancy&Design Ltd 01-Jun-2020 01-Jun-2020 £117.50 £117.50

4 [ | »

All Hod | | page | 1 |of 2

| Clear filter & | Deliver 5. Invoice | ndd | modify ¥ Remaove X
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There may be occasions when you have ordered a higher quantity of an item than what is necessary.

Note that the following process is only available when Invoicing directly from an Order and not

available when Invoicing a GRN.

Using the Complete parameter allows you to Invoice the original order, modify the quantity on the line

or lines where you have over-ordered and if you tick the Complete parameter on those modified lines

Clarity will automatically adjust the original order quantity to match the quantity entered on the

Invoice.

In the example below the status of the order highlighted in orange is Outstanding.

& Dataflow Clarity [Purchase Orders] — [m] >
Company| Miles Brown and Sons & Co. - User: IPB~
Sales Ledger Sales Orders Purchase Ledger | Purchase Orders Nominal Ledger  Audit  Timesheets  System
Orders  Coauza Imoices| Aceruls|  APRIOLS | Punchout Order Serp Wizara | “PHNO
Document Pracessing Authorisation Punchout All Reports
Authorised| Released| Tune | Order tatu unt Code Account Nam: Date. Due Date. mount, Curren mount O/S. Lasts T
o B ORD 0000007834 | Outstanding DEWQOL De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 1,876.75 £1,876.75 é
) [B] ORD 0000007833  Outstanding DEWO001 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 333.60 £ 333.60 =
) B ORD 0000007832 | Outstanding DEWOOL De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 442.56 £442.56
@ B ORD 0000007831 | Outstanding DEWO0OL De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 699.59 £ 699.59
@ B} ORD 0000007830 | Part Delivered, part invoiced DBO00D1 Deeside Brewery Ltd 29-1un-2020  29-Jun-2020 £64.29 £26.15
] B ORD 0000007829 | Fully Delivered, part invoiced 5M 5M Quality Rail Services Ltd  29-Jun-2020  28-Jun-2020 £ 480.00 £0.00
] B ORD 0000007828 | Fully Delivered, part invoiced DBWQOL De Burgh Wine Merchants Ltd 01-Jul-2020  01-Jul-2020 £816.94 £0.00 ¢
] B} ORD 0000007827  Fully Delivered, fully invoiced DBO0D1 Deeside Brewery Ltd 01-1ul-2020  01-Jul-2020 £446.57 £0.00 ¢
] B ORD 0000007826 | Part Delivered, part invoiced ~CPMOO1 Camphells Prime Meat Ltd 01-1ul-2020  01-Jul-2020 £518.40 £109.00 ¢
L] B] ORD 0000007825 | Outstanding 5M 5M Quality Rail Services Lid  12-Aug-2020 12-Aug-2020 £ 240.00 £ 240.00
@ B ORD 0000007824 | Fully delivered 5M 5M Quality Rail Services Ltd  09-1ul-2020  09-Jul-2020 £ 2,400.00 £0.00
L] B> ORD 0000007823 Outstanding 5M 5M Quality Rail Services Ltd 09-1ul-2020  0%-1ul-2020 £1,200.00 £1,200.00
- B ORD 0000007822 | Outstanding BRAT Bratford Design Services 14-1un-2020 20-Aug-2020 £ 50,868.00 £50,868.00
- B ORD 0000007821 | Outstanding sM 5M Quality Rail Services Ltd  14-1un-2020 14-Aug-2020 £ 55,200.00 £ 55,200.00
- B} ORD 0000007820 | Outstanding 5M 5M Quality Rail Services Ltd ~ 08-Mar-2020 08-Mar-2020 £ 2,620.25 £2,620.25
< 1] ] »
Al w o« [v/lnl | pagel1 lof 3
Clear filter & | | Deliver & || 1nvoice [ | | Add gk | Modify 7 Remove 3

Having clicked Invoice on the order takes me into the Invoice creation window. The highlighted line in

the image below displays an original Outstanding Order quantity of 4. The quantity is highlighted in

green for your reference.

&) New Invoice for DEWOO1 De Burgh Wine Merchants Ltd - O X
Header [ | Details X | Lines 1=
Lines
Item Code| Notes Packs| Pack Size | Quantity| Price) Goods  Net| VAT Code| VAT Nominal Code| VAT % Cost Centre
FR21 Chateau Beauregard Ducasse. 1.00 Dozen 12.00 125.00 125.00 129.00 1 2530 EQPHIRE  20.00 % Staines
FR23 Chablis Domaine Seguinot-__ 1.00 Dozen 12.00 1459.00 145.00 145.00 1 29.80 EQP HIRE 20.00 %
FR25 Consolation 'Juliette". 3.00 BOXESof 10,  30.00 155.98 467.87 467.97 1 93.59 EQPHIRE  20.00 %
FR27 Consolation 'Red Socks' 2.00_BOXES of 10 20.00 120.60 241.20 241.20 1 48.24 EQPHIRE  20.00 %
FR28 G 'Wild Boar’ Syrah,... | | 4.00 |BOXES of 10 40.00 119.20 476.80 476.80 1 95.36 EQPHIRE  20.00 %
FRS Pinot Noir Touraine Domaine... 1.00 Dozen 12.00 95.99 99.99 99.99 1 20.00 EQPHIRE  20.00 %
Details. -0 x
Item Code | FR28
Description | Consolation "Wild Bear’ Syrah, 2017 Discount % | ol
Discount Amount 0.00/
Net Amount 476.80 |
f T | !
Packs 4 || BOXES of 10 - vat 1 = || standard Rated 20.0%
f |
Each 0 Vat Amount | 95.36 |
frm—
Quantity 40 wieight | a| volume| al
price | T
Goods 476.80 |
[C] complete
Nominal 5 | Cost Centres &8 | Job costing .~ | Intrastats (&) | Totals 5
|remove % | |Discard T || Update @& |
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The image below shows that | have reduced the original Outstanding Order quantity of 4 down to 2.

The quantity is highlighted in green for your reference.

Note that | have also ticked the Complete parameter on this line, highlighted in orange below.

&) Mew Invoice for DBWO01 De Burgh Wine Merchants Ltd — m} K
Header ) ‘ Details §C_E_| Lines 3=
Lines
Item Code| Notes | Pan‘ks‘ Pack Size | quant'lty| Pn'cal Gnods: Net: VAT Cnde‘ VATi Nominal Cnda| VAT %/ Cost Centra:
FR21 Chateau Beauregard Ducasse, 1.00 Dozen 12,00 125.00 129.00 12%.00 1 25.830 EQPHIRE 20.00 % Staines
FR23 Chablis Domaine Seguinot-.. 1.00 Dozen 12.00 145.00 145.00 145.00 1 29.30 EQP HIRE 20.00 %
FR25 Consolation "Juliette’... 3.00 BOXES of 10 30.00 155.99 467.97 467.97 1 93.59 EQP HIRE 20.00 %
FR27 Consolation 'Red Socks' 2.00 BOXES of 10 20.00 120.60 241.20 241.20 1 48.24 EQP HIRE 20.00 %
FR28 C ion 'Wild Boar' Syrah,.. | 2.00 | BOXES of 10 20.00 119.20 238.40 238.40 1 47.68 EQP HIRE 20.00 %
FRS Pinot Moir Touraine Domaine... 1.00 Dozen 12,00 99.99 99.99 5999 1 20.00 EQP HIRE 20.00 %
Details - 0%
Item Code | FR28 |
Description | Consolation 'Wild Boar” Syrah, 2017 Discount % | ol
Discount Amount | 0.00 |
Net Amount | 238.40 |
F‘Ecksl 2" BOXES of 10 - vat [1 ~ | Standard Rated [ 20.0%]
Each | 0 Vat Amount | 47.68 |
Quantity | 20/ weight | 0| Volume| ol
price | 119.20 |
Goods | 238.40 |
Complete
Mominal élé Cost Centres El:g Job costing (2 | Intrastats @ Totals ‘j
Add 5 ‘R.emuve w | Discard ‘j || Update &) |

I've updated my amendments and received a confirmation dialogue.

& Mew Invoice for DEWOD1 De Burgh Wine Merchants Ltd - [m} x
Header - |Details §§| Lines 3=
Lines
Item Code | Notes | Packs| Pack Size | Quant'\ty| Pr\'ce} Gaods: Net! VAT Code‘ UATi Mominal Ccda| VAT % Cost Centre;
FR21 Chateau Beauregard Ducasse... 1.00 Dozen 12.00 129.00 129.00 129.00 1 25.80 EQP HIRE 20.00 % Staines
FR23 Chablis Domaine Seguinot-... 1.00 Dozen 12.00 145.00 149.00 145.00 1 208,80 EQP HIRE 20.00 %
FR25 Consolation Juliette’ 3.00 BOXES of 10 30.00 155.99 467.57 457.57 1 93.59 EQP HIRE 20.00 %
FR27 Consolation 'Red Socks'... 2.00 BOXES of 10 20.00 12060 241.20 241.20 1 48.24 EQP HIRE 20.00 %
FR23 Censolation 'Wild Boar' Syrah, | 2.00' BOXES of 10 20.00 11920 238.40 238.40 1 47.668 EQP HIRE 20.00 %
FRS Pinot Moir Touraine Domaine... 1.00 Dozen 12.00 99.99 99.99 99.99 1 20.00 EQP HIRE 20.00 %
Update complete *
Details - 3 x
Dy t 98657 updated!
ltem Code | FR28 ocumen tpaste
Description | Consolation "Wild Boar’ Syrah, 2017 Discount % | ol
kcount Amount | 0.00 |
Net Amount | 238.40 |
Packs | 2| BOXES of 10 - vat |1~ | standard Rated || 20.0%|
Each| al Vat Amount | 47.65 |
Quantity | 20| weight | 0| volume| ol
Price | 115.20 |
Goods | 238.40 |
Complete
Mominal E:]_Ié Cost Centres Erg Job costing ( »  Intrastats @ Totals
add | Remove X | | Discard T} || update & |
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If | navigate back to the Order Browse window the status of the order highlighted in below is
now Fully Delivered, fully Invoiced.
&) Dataflow Clarity [Purchase Orders] - O ®
Cempany| Miles Brown and Sons & Co. - User: JPBT
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
=5 [ ==
Orders _Goods Invoices Accruals — Approve Mew Xml Reporting
Received grdars Punchout Order Setup Wizard -
Document Processing Authorisation Punchout All Reports
Authorised| Released| Type | Order Reference| Status Account Code| Account Name Date Due Date Amount| Currency | Amount O/S| Last $
@ B ORD 0000007834 Fully Delivered, fully invoiced DBWOO01 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 1,876.75 £0.00 E
el 8] ORD 0000007833 Outstanding DEWOOo1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 333.60 £ 333.60 =
el I-j ORD 0000007832 Outstanding DEWOOo1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 442.56 £ 442.56
el 8] ORD 0000007831 Outstanding DEWOOo1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 699.59 £ 699.59
‘ el Ij ORD 0000007830 Part Delivered, part invoiced DB0001 Deeside Brewery Ltd 25-Jun-2020 29-Jun-2020 £64.29 £26.15
1 el 5] ORD 0000007829 Fully Delivered, part invoiced 5M 5M Quality Rail Services Ltd 29-Jun-2020 29-Jun-2020 £ 480.00 £ 0.00
‘ el Ij ORD 0000007828 Fully Delivered, part invoiced DBWO0O1 De Burgh Wine Merchants Ltd 01-Jul-2020  01-Jul-2020 £ B16.94 £ 0.00
.\ el 5] ORD 0000007827 Fully Delivered, fully invoiced DB0O001 Deeside Brewery Ltd 01-Jul-2020  01-Jul-2020 £ 446.57 £ 0.00
I @ Ij ORD 0000007826 Part Delivered, part invoiced CPMO01 Campbells Prime Meat Ltd 01-Jul-2020  01-Jul-2020 £ 518.40 £ 109.00
L] [B] ORD 0000007825 Outstanding 5M 5M Quality Rail Services Ltd 12-Aug-2020 12-Aug-2020 £ 240.00 £ 240.00
el Ij ORD 0000007824 Fully delivered 5M 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £ 2,400.00 £ 0.00
! L] E ORD 0000007823 Outstanding 5M 5M Quality Rail Services Ltd 09-Jul-2020  09-Jul-2020 £1,200.00 £1,200.00
: L] E“ ORD 0000007822 QOutstanding BRAT Bratford Design Services 14-Jun-2020 20-Aug-2020 £ 50,868.00 £ 50,868.00
| L ] E ORD 0000007821 Qutstanding 5M 5M Quality Rail Services Ltd 14-Jun-2020 14-Aug-2020 £ 55,200.00 £ 55,200.00
f L ] Ij ORD 0000007820 Qutstanding S5M 5M Quality Rail Services Ltd 08-Mar-2020 08-Mar-2020 £2,620.25 £2,620.25
| L] [B] ORD 0000007819 Qutstanding AUDIO Audio Supply and Rental Services bu 04-May-2020 04-May-2020 £ 3,260.62 £ 3,260.62
: L ] Ex ORD 0000007818 Qutstanding AUDIO Audio Supply and Rental Services bu  04-May-2020 04-May-2020 £323.12 £323.12
@ [B] ORD 0000007817 Qutstanding NOVES Noves Consultancy&Design Ltd 01-Jun-2020 01-Jun-2020 £117.50 £117.50
HE " | »
- Al o« [v][w] | page 1 of 2
|| clear filter “§ Deliver &, Invoice Add Modify #7 Remove X
L —

Had | only reduced the quantity on the example line in my Invoice and not ticked the Complete
parameter this order’s status would’'ve read Part Delivered, part Invoiced because there would've

been a quantity of 2 remaining on that order line.

Should you find that you no longer require the remaining goods on a part invoiced order you can use

the Complete Order function on the remainder of the entire order.

To do so use the right click Complete Order option, highlighted in in the image below. This

option is available within the Purchase Order browse window (blue arrow).

By doing so Clarity will adjust any outstanding quantity balance on the order and set the status to fully

delivered, fully Invoiced.
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A DATAFLOW

CLARITY 2
&3 Dataflow Clarity [Purchase Orders) — [m] *
Company | Miles Brown and Sons & Co. v |  User: JPB™
SalesLedger  Sales Orders  Purchase Ledger | Purchase Orders | Nominal Ledger  Audit  Timesheets  System
Orders Goods — Invoices | Accruals Agprnve New cxml Reporting
Received rders Punchout Order Setup Wizard -
ocilnent Processing Authorisation Punchout All Reports
uthari ed‘ ! ‘1 Type ‘ Order Referenca‘ Status ‘ Account Code| Account Name Date Due Date ‘ Amount| Curranw| Amount 0;’5‘ Last $
y _ N =
5] [B] ORD 0000007834  Part Delivered. part invoiced  DBW0O1 De Burgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £ 1,676.75 £572.16 £
2 Refresh " i
L] [B] ORD 0000007833  Outsl urgh Wine Merchants Ltd 03-Aug-2020 | 03-Aug-2020 £ 333.60 £333.60
o B] ORD 0000007832  Qutst % New punch out order urgh Wine Merchants Ltd 03-Aug-2020 03-Aug-2020 £442.56 £ 442.56
<] B ORD 0000007831  Outsl ) Quick order urgh Wine Merchants Ltd 03-Aug-2020 | 03-Aug-2020 £699.59 £699.59
) [B] ORD 0000007830  Part| = CoPv order ide Brewery Ltd 26-Jun-2020  29-Jun-2020 £64.20 £26.15
] B ORD 0000007829  Fully ¥ Add Order uality Rail Services Ltd 28-Jun-2020 | 29-Jun-2020 £ 480.00 £0.00
* | Modify Order -
@ [B] ORD 0000007828  Fully e - urgh Wine Merchants Ltd 01-Jul-2020 | 01-Jul-2020 £8516.94 £0.00
X | Remove Orde
@ B ORD 0000007827  Full de Brewery Ltd 01-Jul-2020 | 01-Jul-2020 £446.57 £0.00
)l Complete Order ]'
@ [B] ORD 0000007826  Part| sbells Prime Meat Ltd 01-Jul-2020  01-Jul-2020 £518.40 £109.00
4, View Order
L] B] ORD 0000007825  Outsl uality Rail Services Ltd 12-Aug-2020  12-Aug-2020 £ 240,00 £ 240,00
=3 View scanned documents
@ [Bi] ORD 0000007824  Fully i swach scanned document uality Rail Services Ltd 05-Jul-2020  09-Jul-2020 £ 2,400.00 £0.00
® ORD 0000007823  OUES| o oo oser 0000007830 uality Rail Services Ltd 09-Jul-2020 | 09-Jul-2020 £ 1,200.00 £1,200.00
L] ORD 0000007822  Outsl g8 pownlosd order 06000007830 for final print  0rd Design Services 14-Jun-2020  20-Aug-2020 £ 50,868.00 £ 50,868.00
L] B ORD 0000007821  Outsl - Email order 0000007830 to supplier uality Rail Services Ltd 14-Jun-2020  14-Aug-2020 £ 55,200.00 £ 55,200.00
* [B] ORD 0000007820  Outs| & Print/Email current range uality Rail Services Ltd 08-Mar-2020 08-Mar-2020 £ 2,620.25 £2,620.25
L] [B] ORD 0000007819  Outs| & Deliver 0000007630 » Supply and Rental Services bu  04-May-2020 04-May-2020 £ 3,260.62 £3,260.62
L] B8 ORD 0000007818 Outs| i | Invoice 0000007830 » Supply and Rental Services bu  04-May-2020 04-May-2020 £323.12 £323.12
@ [B] ORD 0000007817  Outs| . Clear Ther s Consultancy&Design Ltd 01-Jun-2020  01-Jun-2020 £117.50 £117.50
< 2 sum selected cells »
Al 4 | Copy to Clipboard [ W« [/l | Page|1 of 2
pE—— Columns » )
| Clear filter Y Deliver & Invoice | Add g Modify #7 Remove X
al .
| Window »

Using the Complete parameter saves you having to modify the order and removing the unwanted

lines or adjusting the quantities.




