Volume

Expedient User Manual — Creditors

Gavin Millman & Associates (Aust) Pty Ltd
281 Buckley Street
Essendon VIC 3040

Phone 03 9331 3944 ¢ Web www.expedientsoftware.com.au




Table of Contents

ACCOUNTING PrOCESS...uuiiiiiiiienniiiiiiiitrennsiiiisiineesnsssssssissessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnsssssssssssnnnnssssss 2
CaSh PayMeENt PrOCESS ...ccciiiiiiiiiiiiiiiiiiiiiiisiiiiiiisissessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssessssssnnnns 3
(00 K I e )Y T=d T A Yol =3 Yo [ Lo X3S 3
JOD Creditors INVOICE ......ciiiieiiiiiiiiiiiiiiiiiiiiieiiiiieiiieie e iesneesesssnessssssnesessnessesssnessesssnesesssseesesssnessssssnesssssssesessanaene 5
Creating CrEGItOrS INVOICES ..........cocueeeieesieeeee ettt ettt ettt e st e st e st e st e s ate e sateesaseesateasaseesateesnessseanaseens 6
(6o T 31 2111 T=T E T T O TP PP PRSP TPPROPPRON 9
POSEING CrEAITOrS INVOICES ..ottt ettt st s e e st e st e st e st e sateesaseesateasaseesateesanessseananeens 9
G/L CrOAIEON INVOICES.....vvueeeeeeeeeeeeeeeeeeeeeeteee e e e et e ttte e e seses et atteassesasssastteaesssasssasebesesssasasasasetesssasassasstesssesassasssesesssssssnees 10
CreQting G/L CrEAITOI INVOICE. .........c..eeevveiieeereeiieeeeteeseteeettt e st e et este e ettt e s tseeese e s tseeeaseeessasaseesasaeeasasaassanabessassenasesessenases 10
POSEING G/L CLEAITON INVOICES......vvecuveeeeviesieeeeeesieeeiteesetee ettt e et e ettt esteeese e s sseeseeeeseeeasaeessasaseesasaaeasesaassenabesssssenasessassenases 12
Creditor AQG ON /W OffS ..occueeeeeeeeeeeeieeeee et eett ettt et e et e st e ettt e s taeeesa e s seeeaseeesseeabeesabaeeasaseassanabessasaenasessssenases 13
Creating Creditors AQA ON / WIIEE OffS .....ccveveeeieeeeieiesiesie sttt ete e e ste st st st e et sessestesseestensen e ssessessesssensensensenes 14
YTl Ve Lo RO I A 4 0 S 15
1Y oo ] R O e [ e N LRV o Lo S 16
Find and Update Invoice No / Due Date / OK t0 PQY / INVOICE DALE ...........c.eeecveeeveeeireeeireeireesireeeireesiseesireesissesisesssssenanes 16
LOOA CASS TATA FIlE ...ttt ettt ettt et et e a et et et e ate et esat e s at e st e st easeeasenunenueenaeas 17
ATB m DOTQIIEM ...ttt ettt et e ettt ettt sttt et s et e st 17
PriNt JATA RECONCIIATION ...ttt ettt s sttt e sttt et ettt e s s e e st e saneenans 18
EDI Creditor INVOICES OVEIVIEW. ... ..cciiiiereiiiiieeiiiiineiiiisteiiiseneiiseeeiossmeiisssteiosssteiosstesisssteiesmtssesstesesssessesssnssssssnne 18
Set Up Creditor INVOICE EDI ...........cc.oouiieeiieieeiieieeeeeteeet ettt sttt ettt ettt ne s e satesaeesaeeneeneeas 18
CFOAIEON TOD ...ttt et ettt et ettt et e bt et st st st e s st e nnt et s s e sas e s st enneenees 18
EDI Creditor INVOICE Fil@ FOIMOES ......c....covieeiieiieeeieeeeet ettt sttt ettt ettt et t e e st eesaneenans 20
XIMIL FIlE FOIMI@T...iiiiieiiiiiiitieeee sttt ettt e s bt e bt e s bt e e bt e e s bt e e bt e e s ab e e bt e e s mb e e be e e sbn e e emaeesabeennteesmneeannees 20
CSV FIlE FOIMAT...iiiiiiitiiteeete ettt ettt e bt s bt e st e s bt e s b e e s bt e sab et s abeesab et e beesab et e bae s baeessnesanaeesnnesneees 20
(000X 0o o (1Y, [o] o)) Lo TP UPUPNt 23
Creditor INVoice EDI INTEINQAI CONTACES ........ccueeuieeieieeiieeeeeeee ettt sttt nneennees 23
EDI CreQitors INVOICES .........cocueeueriisieeiieeteete ettt ettt et sttt s et e b et s e st st e s et e st e st st sanen s enneennees 24
COSES BIllRO ..ttt et h e Rt she e nre e nneen e ene e ne e re e reeas 25

POSE EDI INVOICE .vevvvvrerirerererereeereresesereseeereeererersreseesrerereeeresereseeessreseseresseereeseereersseserrresersrerereteeerererere....... 25




@& expedient

CREDITORS INTRODUCTION

Creditors Function allows users to pay process creditor payments, and monitor creditor

E Xpedient software contains an Accounting Module, one of which is the Creditors function. The

payment history.

Accounting Process
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Cash Payment Process

The below diagram highlights all of the possible scenarios of processing payments and the various
processes in Expedient that take place to do so. Note: The red Text boxes are Expedient Menu
items that you need to use to perform the various functions.

Cash Payment Scenarios

1. Receive Invoice, hardcopy or electronically from Creditor to pay (Local & Foreign Currency)
2. Pay Cheque immediately to Creditor & assign costs against a job (no creditors invoice)
3. Pay money to a non job related expense, like Rent, Stationery
4. Credit Card
a) Receive invoice from creditor — Add G/L Creditor Invoice — Pay on Credit Card in Banking
— (moving money from Creditor to Credit Card people)

OR
b) If normal Credit Card Payment such as Petrol, then go straight in to Banking G/L Cheques.
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Job Creditors Invoice

In order to process payments you firstly need to create a Creditor’s Invoice. This is available in the
Creditors Menu -
Job Creditors Invoices

<« B  Creditors

=] EDI Creditors Invoices
Job Creditors Invoices
G/L Creditor Invoices
Creditor Add On / Write Offs
Modify Creditors Invoice
Load CASS IATA File
Post EDI Creditor Invoices
Post Job Creditor Invoices
Post G/L Creditor Invoices
Post Add On / Write Offs
Reports

0OCOCe e e i@

-

Once you have selected the Invoice Function you will be presented with the following screen.

= ieUmghl Eimnt | EOTINOT COVRETY -
file View Cptioew GMA Met  Help
v ? x o) - . . (7 E]
8Sd Usdete Delete Find Bromse Previeus Neat  Post Job Credior Invoce  View Jobs and Ameures  Docs
JoiyConol Crodiiers
Meader Infs Caloulated Totak
Ivecice Dane 03/05/2014 1 Acc.Date 02062015 1 Evc.GST Tata 63258 Doz o
Credior DEMOON L DEMCON TEST FURWADER, Due Daste GLIG/2014  © GST Amt 5470
A% Import Conel Currency MID . e Totsl 487 88
Invace No MEO0011584 Paymert Type  EFT Ratn 1.0000200 ALD At 8768
Trewcice Asst “6A7.63 Invecice Live Type  East GST OK Te Pout Yes Inv DV 0.00
€, JobyCorsel Type Ot Cost Cede it No Description EXCL Amount  INCL Ameurk GST
" 114500 515 AARTSID L 2400 BARDUNG Pt %1 18,00 Y5
" 014800 SIS AARTSTO IS¢ 2377 IMPORT SECURITY FEE 86,50 -08.00 NO
W 5014039 WIA DEMCON M 4001 AGENCY AND ATTENDANCE 38182 -420.00 YES
M 5014339 WIA DEMCON M 4001 AGENCY AND ATTENDANCE 15.16 16,63 YES
H 5014340 \EA DEMCON A 25 AR CARGO REPORTING FEES £8.18 75.00 YES
H EME010 VIS WSCAHYG 0o 2430 DELIVERY ORDER FEE 109 42.00 YES
Prevous iled 15000 Previous Jourmal 100.00 Provos Coet na Balance R
Trvoxe Anoures Etered Amounts
Erhered By petal GSTOn+ Irvoice Amaourr 68768 Exchuding GST 61298
Entered O 020602015 GST Ameunt S0 Inchuding GST 68758
Diference 0.00

This screen is designed to display all of the current Creditors Invoices that have yet to be posted to
the General Ledger. For further information on posting please refer to Post Creditors Invoice.




Creating Creditors Invoices
2
By clicking the [_Add | button or typing A will place the cursor in the input screen in Add Mode. See
below.

This screen can be used for any creditor that you owe money for. If the creditor happens to be CASS
IATA in which they send you their Creditors Invoice at the Consol level, then in the Invoice No field
enter the Master—Bill Number.

An additional option is available to allow for users to enter a Valid Import Consol number. This
extracts the Currency and Bank Rate against the consol. To activate this, please contact GMA staff.
See below:

Import Consol 2305611 Currency [\
Rate [11.0972000
Y et rmsd Emata | BINONT COMTLY «~amm
Fls Vew Cptoss GMA Maint.  Help
+ ) ;
A4 Uidals Dl )ed
Jon\Condl Crecees
tmader Info Calobeted Totals
Imvakce Dove SCIRERR] Acc.Oote B Eac.GST Totsl Do 0
credeo D Oue Date w GST ame
ABN impeet Coraal Corrercy NN G Irve Totsl
Invesee No Paymere Type EFT . Fats  2,0000000 AUD A
Trecice et SR Inwoice Line Type ExSGST  +  OK To Post Yes * Trve D
€. JobyConeal Type Qent CostCode  wnt N Desoripton EXCL Amount  INCL Amourt GST
Frevicus Biled 000 Previous Jeumal 00 Previeus Cost ¢.00 Balarce 020
vace Amounts Enteced Amounts
Entered By petal GST On Ienoice Amount Exchuding GST
Intered On 23/06/2015 45T Amcurt Inchuding 65T

Offareccn

Field Name " Validation Default
Header

Invoice Date This is the date of the Creditors Invoice Mandatory Blank

Acc. Date  This is the accounting date in which you want the Mandatory Blank

Creditors invoice to fall in. This can be set to
automatically match the Invoice Date. Please advise
Expedient Software if you want this facility.




Field Name

Description

Validation

Default

Due Date  This is the due date of when the invoice is due. The due Optional Invoice
date is based on the terms of the Creditor which is Date +
located in the Creditors Tab in the Customer Masterfile. Terms Days

Creditor Terms |90 .| Days
There is some validation on this date. The due date
cannot take place before the invoice creation date. This
can be amended by the user.

Creditor  This is the Creditor in which the invoice is received from Mandatory Blank
Clicking on the X will bring up a lookup from the
customer master file (Where Creditor is selected)

Invoice This is the Creditors Invoice Number Mandatory Blank

Number

Payment  This shows the following values: Optional EFT

Type e Cheque
e Compay (AU Only)
o EFT
e BPAY (AU Only)
This represents the method of payment for the Creditors
Invoice.

Currency  This is the currency in which the Creditor’s Invoice was Mandatory AUD
received.

FNote: If Foreign Currency then you need to process
payment via Banking Foreign Contra Payment.
If AUD then use Banking Creditor Cheques
Exch. Rate  This is the current Exchange Rate in which the invoice Mandatory 1.00 for
was received. AUD
Invoice This is the total amount as per the Creditor’s invoice Mandatory Blank
Amount
Invoice Line This is the type of charge method on the invoice, Mandatory Excl. GST
Type Excluding GST or Including GST
OK to Post? This flag is used when the posting program is activated. Mandatory Yes
If this is set to “No” then the invoice will be posted.
Defaults to Yes when a user adds, defaults to No when a
Creditors Invoice is created from a Data Interface
Detail
C/H This flags whether the below number is a consol or Blank Defaults
house bill from
Job/Consol




Field Name

Description

Validation Default

Amount

Job/Consol This is the Job/Consol Number in which the Creditors Mandatory Blank
invoice is based on. (Import & Export).
Expedient will find all jobs associated with a Masterbill
Number that were registered in the last 12 months
E.g.: If there is a consol with 4 house bills and the
Creditor is a IATA Cass that bills Freight for the whole
consol, then users can enter the Consol Number and the
Total Invoice Amount. Expedient will portion the total
amount to the 4 house bills based on the Volume (sea)
or Kilograms (Air) for each house bill.
To view the break up you can click on the View Jobs and
[=]
Amounts button View Jobs and Amounts ' gee helow for the
break-up of costs for each house bill (job)
o AR (o ——— - =
o Carce
Type This is the department of the Job No / Consol No. This is N/A Defaults
for display purposes only. from
Job/Consol
Client This is the Client Code for the job that has been entered. N/A Defaults
The word CONSOL will appear if a consol has been from
entered. Job/Consol
Cost Code  This is the Cost associated with the Creditors Invoice you Mandatory Null
are entering. Clicking on the '’ will bring up a lookup
from the Alpha Charge Code master file, which is found
in Administration Menu.
Account This is the General Ledger Cost Code associated to the N/A Defaults
Alpha Cost Code. from Cost
Code
Description  This is the Cost Code Description N/A Defaults
from Cost
Code
Excl Amount This is the amount on the invoice line excluding the GST N/A Null




Field Name Description

Incl Amount  This is the amount on the invoice line including the GST N/A Null
Amount
Previous  This is the amount of money that has already been billed N/A Defaults
Billed on this invoice for the creditor. This is for display from
purposes only. Invoice
/Creditor
Previous  This is the amount of money that has previously been N/A Defaults
Cost paid out on this invoice for the creditor from
Invoice /
Creditor
Balance This is the balance of money from the Previous Billed N/A Previous Bill
minus Previous Cost — Previous
Cost
GST On Clicking this Check box will automatically add the GST to Optional Blank

the line items. Use this feature if the Creditors Invoice
you have received excludes the GST amounts on the line
items.

Action Buttons

Post Job This allows the user to post the current record.
Creditor The button will be enabled under the following
Invoice conditions:
e ‘OKto Post’ = YES
¢ Invoice is Balanced
View Jobs  This shows the Jobs and their invoicing amount, which
and are attached to the Consol that has been entered in the
Amounts  Job / Consol Creditors Screen.

Docs Allows the user to attach supporting documents to the
record.

Costs Billed
In Update and when the cursor is in the Cost Code column in the table of charges the Costs Billed

button will appear next to Insert, Append and Delete.

This button will open a pop up window listing all the Costs previously billed for the Job or Consol
highlighted in the Invoice screen.

Posting Creditors Invoices
The next step is to Post the Invoice. This process posts the Creditor’s Invoice information to the
General Ledger and the data in this screen will be cleared. This is performed in the:

Creditors Menu -




Post Job Creditor Invoices

o @ o a

Creditors

EDI Creditors Invoices

Job Creditors Invoices

G/L Creditor Invoices
Creditor Add On / Write Offs
Modify Creditors Invoice
Load CASS IATA File

Post EDI Creditor Invoices

Post Job Creditor Invoices

FoOOEC

Post G/L Creditor Invoices
Post Add On / Write Offs
Reports

To view this invoice after it has been posted, go to

Enquiry Only -

Creditor Invoices

G/L Creditor Invoices

O @ @ @ @

Enquiry Only

Job Financials

Debtors Invoices

Debtors Ageing

Debtors Receipts

Batch Print Debtors Invoices

o

Creditors Invoices

@ W |

Creditors Ageing
Creditor Payments
Vessels

@& expedient

When you have money to pay out that is not Job Related (i.e.: Stationary) then you can input the
Creditors Invoice which subsequently bypasses the Job Creditors process and is input directly into

the General Ledger.

Creating G/L Creditor Invoice

v

By clicking the [_Add | button or typing A will place the cursor in the input screen in Add Mode.

10
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Fie View Optors GMANairt. Hep

| Qe Cowar jene | OMICENS EOEIY

* ’ x b - . - -
fdd Updete Delete Find Srowse Previous Nest  Fost GIL Creditor wokce  Docs
Gledger Cracince Imcice  Notes

=

Masder Infs Caloulated Totals
lmresice Dne LOYOH20L5 o AccDate BO/ON2055 Exz. GST Totad 450.00
Credior DEMCON L DEMCON Dus Date 1042015 GST Amt 45,00
Inecice Na DEMPOSTS Curency ALO 2l e
Imesice Amt 5500 Suck, Rate 1.2000000 v DR 0.00
Refererce TEST TIOXET 29594 I Une Yype S 65T
G Coce Department Descoption Exciude Amoant  Inchade Amcure GST GO
1510 300 ACCUMULATED DEFRECIATION 150.00 27500 YES  Copitel Bem
1820 000 ACCUMULATED DEPRECIATION 00.00 2000 YES  Capdal em
Iwoke Amounts Entered Ameunts
Entered By memise Irvoice Amoust 45500 Excfuding GST 450.00
Enteredt On 300472025 GST Mneunt 4500 Inchuding GST 495.00
Di¥erence 000
Field Name Description Validation Default
Header
Invoice This is the date of the Creditors Invoice Mandatory Blank
Date
Acc. Date  This is the accounting date in which you want the Mandatory Blank
Creditors invoice to fall in
Due Date  This is the due date of when the invoice is due. Thedue  Optional Invoice Date +
date is based on the terms of the Creditor which is Terms Days
located in the Creditors Tab in the Customer Masterfile.
[Creditor Terms |90 Days
There is some validation on this date. The due date
cannot take place before the invoice creation date. This
can be amended by the user.
Creditor  This is the Creditor in which the invoice is received from  Mandatory Blank
Clicking on the “* will bring up a lookup from the
customer master file (Where Creditor is selected)
ABN This is the Creditors ABN Number. This is a display only N/A Default from
field. Creditor
Invoice This is the Creditors Invoice Number Mandatory Blank
Number

11
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Field Name Description Validation Default
Reference This is the Creditors Reference Details. A short Optional ' Blank
Details description of the payment being made.
Invoice This is the total amount as per the Creditor’s invoice Mandatory Blank
Amount
Invoice Line This is the type of charge method on the invoice, Mandatory Excl. GST
Type Excluding GST or Including GST
Detail
GLCode  This is the Cost associated with the Creditors Invoice Mandatory Null
you are entering. Clicking on the “. will bring up a
lookup from the Alpha Charge Code master file, which
is found in Administration Menu.
Department This is the Department in which the payment is to be Blank Null
attributed
Description  This is the Cost Code Description N/A Defaults from
Cost Code
Excl This is the amount on the invoice line excluding the GST N/A Null
Amount Amount
Incl Amount  This is the amount on the invoice line including the GST N/A Null
Amount
GST On Clicking this Check box will automatically add the GST Optional Blank

to the line items. Use this feature if the Creditors
Invoice you have received excludes the GST amounts
on the line items.

Posting G/L Creditor Invoices
The next step is to Post the G/L Creditors Invoice. This process posts the invoice information to the

General Ledger and the data in this screen will be cleared. This is performed in the:

Creditors Menu —

Post G/L Invoices Function

12
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Creditors

EDI Creditors Invoices

Job Creditors Invoices

G/L Creditor Invoices
Creditor Add On [/ Write Offs
Meodify Creditors Invoice
Load CASS IATA File

Post EDI Creditor Invoices
Post Job Creditor Invoices

Post G/L Creditor Invoices

FOECOEEE e e n

Creditor Add On / Write Offs

Post Add On / Write Offs
Reports

An Add On is whereby you have overpaid by a small amount and you wish to balance the general ledger.
A Write off is whereby you have short paid by a small amount and you wish to balance the general

ledger.

4 (&

Creditors

EDI Creditors Invaoices
Job Creditors Invoices
G/L Creditor Invoices

Creditor Add On [ Write Offs

OO0 DOeeEe e n

Modify Creditors Invoice
Load CASS IATA File

Post EDI Creditor Invoices
Post Job Creditor Invoices
Post G/L Creditor Invoices
Post Add On / Write Offs
Reports

13



Creating Creditors Add On / Write Offs
W

By clicking the |_Add | button or typing A will place the cursor in the input screen in Add Mode. See below:

oot Aad O / Wiite Off Credinoes bawokces - EXPEDIENT DEVELOPMENT

=

g

Upcate Deeta  Fingd  Beawse  Presfous  Next

=

Add On / Write OFf Creditors Tnvoices
Header Information

Descipton

e e . e e et e L . . . D L O B . A

Date  [OTIRIEIOE ni | Doc. No
Creditor [N
Involce No Q
Orig Amount Balance

€ PR

Code Departme: Description Amount
Entered By helens Entered On 15/11/2012
If the above amount has a minas sign the Creditors [nvoice will be reduced by that amount. Total
That is, you are not paying the full amount of the nvoice
0K || Cancs |
Srowr Journd dew Erviar new scoevem o fan VS '
Field Name Description Validation Default
Header
Date This is the Add On / Write Off date Mandatory  Today’s Date
Doc No
Creditor  This is the Creditor in which you will be Creating the Mandatory Blank
Add On / Write Off. Clicking on the ‘4 will bring up a
lookup from the customer master file (Where Creditor
is selected)
Invoice No  Enter the invoice number in which you wish to Add On  Mandatory Blank
/ Write Off. Clicking on the “Awill bring up a lookup of
the invoices raised against the creditor
Orig Enter the Original Invoice Amount. This value will N/A Drawn from
Amount display if the invoice number is entered Invoice
Number
Balance This is the balance outstanding based off the original N/A Drawn from
amount and the amount against the General Ledger Invoice
Number
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Field Name Description Validation Default
Description Enter the description of what function you are  Optional Blank
performing
Detail
Code This is the Charge Code. This field has a lookup facility Mandatory Blank

which looks up the General Ledger Charge Codes
Masterfile in the General Ledger Menu.

Department This is department in which the money will be posted Mandatory Blank
against. This field has a lookup.
Q
Amount  This is the amount of the line item you wish to Add On/ Mandatory Blank

Write Off. Negative amount represents Add On and a
positive amount represents a Write Off

Posting Add On / Write Offs
The next step is to Post the Add On / Write Offs. This process posts the information to the General
Ledger and the data in this screen will be cleared. This is performed in the:
Creditors Menu —
Post Add On / Write Offs.

s B Creditors

= EDI Creditors Invoices
Job Creditors Invoices
G/L Creditor Invoices
Creditor Add On [/ Write Offs
Modify Creditors Invoice
Load CASS IATA File
Post EDI Creditor Invoices
Post Job Creditor Invoices
Post G/L Creditor Invoices
Post Add On [ Write Offs
Reports

JEC| 60 D 0 W @ @ @ @

=

15



Modify Creditors Invoices
There may be occasions whereby users need to alter an invoice number or modify the invoice due
date. This is performed via the:
Creditors Menu —
Modify Creditors Invoices

2 &  Creditors

* EDI Creditors Invoices
Job Creditors Invoices
G/L Creditor Invoices
Creditor Add On / Write Offs
Modify Creditors Invoice
Load CASS IATA File
Post EDI Creditor Invoices
Post Job Creditor Invoices
Post G/L Creditor Invoices
Post Add On / Write Offs
Reports

VOO 0O alde e e

Find and Update Invoice No / Due Date / OK to Pay / Invoice Date
When you enter this screen you will notice that the only Button that is accessible is the Find Button. Here
you can search any value in all of the fields.

2 Modify Invoice/Due Dates - EXPEDIENT DEVELOPMENT = | [E] | S

File View GMA Maint. Help

ar £ Q & 4 B
Add Update Delete Find Browse Previous Next

=

Modify Invoice/Due Dates ‘

g Creditor Code 'DEMCDN Cl' TEST ONLY CUSTOMER
Invoice Number 081-12345454
Due Date 29/09/2011 | k&

OK to Pay
Invoice Date  29/09/2011 |k |
Original Amount 611.11
Balance 611.11
Doc No 799718

(1of 14) OVR

16
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From here, simply find a record and then click on Update to alter the Invoice Number, Due Date, OK
To Pay or the Invoice Date.

Load CASS IATA File
Loading the CASS IATA File allows users to reconcile the costs

Location of data e
Browye,

Lo

Progrms

ATB - Detailed
This report outlines a list of creditors accounts with aged balances for a specific period, which is
nominated by the user, using the below parameters.
= Cradoes Agest Dennf Tril Satares -~ ol
Raport Selection
Enter Perfod & Yeer Fram! 920 20142 MAROM 2004

Enter Latest Tewoice Date 30/07/2014 "
Report Format Repart *  New Page Per Creditor? No ~

Report Criteria
Creditor Code Q
Creditor Name
Departient Code Q
Oversess/Locxi? v

fEport Pyogress
Creditar Aged Detall T/8

Outped Lo Jananyspool/MENU. 10364, ot

oK Cancedl

| Braar The Fard = Age Pram

New Page Per Creditor? Drop Down List
If YES — 1 Creditor will be displayed per page.
If NO —The report output will remain as it currently.

NOTE: When you enter this screen it defaults to NO.

17



Print IATA Reconciliation
This report allows users to reconcile the IATA related job costs in Expedient with what IATA CASS is
billing you.

EDI Creditor Invoices Overview

Invoices can be received electronically by email and uploaded into Expedient Software. The data is
loaded straight into the EDI Creditors Invoice screen so that the information can be checked and
confirmed before posting.

The file should contain the details of a single invoice and follow the format prescribed by Expedient
Software and set up for the Creditor in the Customer Masterfile.

Contact Expedient Software to gain access to the Creditor Invoice EDI options.

Set Up Creditor Invoice EDI
To set up Creditors Invoice EDI the Creditor Invoice EDI module must be active. Contact Expedient
Software to arrange this.

Once the module is available update the Customer Masterfile for the Creditor you want to receive
Invoice by EDI from.

Creditor Tab

Geperal | Deblor | Credtor  [mporter  Configuraion

Credtoe | €SV e Format  Cost Code Mepping | lotermal Contacs
Crecitor Sank Details

Payre Rank BSE No
Instruction Banch SWIFT Code
Account Roference 12345078001 2345078901 234507890 Account N ABA Numibet
Croditor Termrs Darys Crocit Card G
EFT Crocitor [Net SellUp = Account Bxlance A Roceive Craditor Tnwaice ED17| Yes
On Aot Amoget 0.0
EDI Crad®ors tmvoices
Advise the Creditor to sand the Tnveice fle 1o the wing adoress
Fie Formae C5N Hie Format * | donctusedtodl. systerm admin
Crecitor's Identifying Reforence ALSSH

Inveice GST | Excluding
Consolldate Ines with the samne
Cost Code per Joby'Consol mumbes? |No

Azciied Exchange Rate Date of Jivolce

Set “Receive Creditor Invoice EDI?” to Yes.

The screen will then display the set up questions and further tabs for Creditors Invoice EDI. Work
through the following questions in the Creditor Tab.
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software

Field Name Description Validation  Default
File Format This indicates what format the Invoice data will be Mandatory  Blank
received in. Select from the pull down list.
This field is followed by the email address the Creditor
should send the email with the Invoice file to.
Advise the This field displays the email address the Creditor should Mandatory System
Creditor to send send the invoice file to. The creditor needs to send an Generat
the Invoice fileto  email with the invoice file as an attachment. Provide ed
the following this email address to your Creditor
address If you do not see a valid email address here contact
Expedient Software using Support Tracker
Creditor’s This is the reference contained in the Invoice EDI that Mandatory  Blank
Identifying identifies which Creditor sent the invoice. The Creditor
Reference should advise you what reference they will use in the
invoice file. Expedient will then upload the invoice
against the correct creditor when the file is received.
Invoice GST This indicates whether GST is applicable to the invoice. = Mandatory  Blank
Select from the pull down list. Please advise the
Creditor that the invoice file cannot include GST.
Consolidate lines  This indicates whether lines of the same cost code in Mandatory No
with the same the invoice will be consolidated on upload.
Cost Code per
Job/Consol
number?
Applied Exchange This is the date the exchange rate will be applied. Mandatory Date of
Rate Select the date to apply from the pull down list. Invoice
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EDI Creditor Invoice File Formats
Creditors can send Creditor Invoice EDI in either XML or in CSV file format. Select which format the
Creditor will use in the Customer Masterfile, Creditor tab.

XML File Format
The Expedient XML file format for Creditor Invoices is as follows. Supply this format information to
your Creditor if they want to send Creditor Invoice EDI using a XML format. The field names in the
XML file must match the Field Name specified below.

@Expegisf‘n!

M/
o/
Sequence Field Name Type Length | C Sample Data | Business Rules
HEADER INFORMATION
1 | ExpedientCreditorlnvoice
2 | Invoice
EDICode Client Reference Code - mapped to Client Code in
3 char 50 | M MILLMAN | Expedient
4 | InvoiceNo char 20 | M 123456789 | Invoice Number
5 | InvoiceDate Date M 3/02/2012 | Date of Invoice
BillNumber Master Air Way Bill Number, Ocean Bill Number or
6 char 20| O 987654321 | House Bill Number
7 | Currency char 3 AUD | Invoice Currency
g | TotallnvoiceAmountincGST decimal 122 | M 123.45 | Total value of the invoice including GST
Total value of the invoice excluding GST.
TotallnvoiceAmountExcGST Conditional: Mandatory if
9 decimal 12,2 | C 123.45 | TotallnoviceGST not provided
Total value of the GST on the invoice. Conditional:
TotallnvoiceGST Mandatory if
10 decimal 12,2 123.45 | TotallnvoiceAmountIncGST not provided
11 | Custref Char 25| 0 987654321 | Customer Reference associated with the Invoice
DETAIL INFORMATION
12 | Invoicelines
13 | Invoiceline
14 | JobNumber char 10 1234567890 | Expedient Job Number to be quoted by Creditor
15 | CostCode char 100 | M 123 | Creditors’ Cost Code
16 | CostCodeAmountExcGST decimal 122 | M 123.45 | Cost Code Amount excluding GST
Indicates whether GST is applied to the Cost Code -
17 | CostCodeGSTIndicator char 1| M YorN | (Y)esor(N)o
CSV File Format

The Expedient CSV file format for Creditor Invoices is as follows. Supply this format information to
your Creditor if they want to send Creditor Invoice EDI using a CSV format.

The CSV file must include the Field Name headings in the first row of the CSV

Sample
Sequence | Field Name Type Length | M/O/C Data | Business Rules
1 | EDICode char 50 | M MILLMAN | Client Reference Code - mapped to Client Code in Expedient
2 | InvoiceNo char 20 | ™ 123456789 | Invoice Number
3 | InvDate Date M 3/02/2012 | Date of Invoice
BillNumber Master Air Way Bill Number, Ocean Bill Number or House Bill
4 char 20| O 987654321 | Number
5 | Currency char 3| M AUD | Invoice Currency
6 | THNVAIGST | decimal 22| M 123.45 | Total value of the invoice including GST
7 | TtInvAEGST decimal 12,2 | C 123.45 | Total value of the invoice excluding GST. Conditional: Mandatory
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Sample
Sequence | Field Name Type Length | M/O/C Data | Business Rules
if TtInvGST is not included
THVGST Total value of the GST on the invoice. Conditional: Mandatory if
8 decimal 12,2 | C 111.00 | TtinvAEGST is not included
JobNumber 123456789
9 char 10 | M 0 | Expedient Job Number to be quoted by Creditor
10 | CostCode char 100 | M FREIGHT | Creditor’s Cost Code.
11 | CCAExcGST decimal 122 | M 123.45 | Cost Code Amount excluding GST
12 | CCGSTInd char 1| M YorN | Indicates whether GST is applied to the Cost Code - (Y)es or (N)o
13 | Custref Char 25 (0] 987654321 | Customer Reference associated with the Invoice

The CSV file must include the Field Name headings in the first row of the CSV

CSV Sample File Example

EDICode,InvoiceNo,InvDate,BillNumber,Currency, TtInvAIGST, TtInvGST,JobNumber,CostCode, CCAExcGST,CCGSTInd,Cust
ref

DEMCON,123456789,3/02/2012,0BL987654321,AUD,123.45,111.00,1234567890,FREIGHT,10.00,Y,987654321

If the Creditor intends to send their invoices in the CSV File Format use the CSV File Format tab to
match the information provided by the Creditor.

‘ General | Debtor | Creditor | Importer | Aviation Security | Forwarder | Carrier | |

Creditor | CSV File Format | Cost Code Mapping | Internal Contacts ‘
CSV File Format

Field Name Field Order Required
Client Reference 1 Yes

Yes

Yes

Airway/Ocean/House Bill Number
Yes
Yes

Total Invoice Amount excluding G5T

Total GST Amount

Customer Reference

Expedient Software requires specific fields to be included in the CSV file. This is indicated by the
colour coding in this tab.

e Red: Mandatory
e Orange: Conditional
e No Colour: Optional

Mandatory fields must be supplied by the Creditor in their invoice file. Expedient cannot upload
the invoice if the mandatory information is missing.
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Set the Required flags to Yes or No to match the information the Creditor will supply in their CSV
file. The system will indicate which of the Conditional fields must be supplied by the Creditor.

¥ Creditor Invaice EDI Fields = B X

Select one of the following fields
to be included in the CSV file format.

Field Name

Total GST Amount
Total Invoice Amount excluding GST

I

OK H Cancel

OVR

Match the order of the columns the Creditor is using in their file to the Field Order number on the
screen. Expedient Software will not load a Creditor Invoice if the order of the columns in the file

does not match the order specified in the Creditor tab.
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Cost Code Mapping

This screen matches the cost code your Creditor uses for charge items to the cost codes you use in
Expedient, e.g. your Creditor may use the code ‘TRUCK’ in their invoice which correlates to your
cost code ‘FR’ for Freight.

Obtain a list of the Cost Codes used by your Creditor, which may be short code or a full text
description, e.g. ‘Freight’, and decide which Expedient Cost Code will be matched to it.

| General | Debtor | Creditor | Importer | Aviation Security | Forwarder | Carrier | Bank Detai

| Creditor | CSV File Format | Cost Code Mapping | Internal Contacts |
Cost Code Mapping

Creditor Cost Code Cost Code  Description

CARTAGE CARTAGE

FREIGHT FR FREIGHT

PACKING PD PICK & PACK / DISTRIBUTION

Click in an empty row to enter the Creditor Cost code. A maximum of 100 characters is permitted.

Select the Cost Code using . The Cost Code description will appear beside the cost code.

Creditor Invoice EDI Internal Contacts
Expedient will send email alerts when invoices are received but cannot be loaded for the following
circumstances:
e The Creditor has sent the invoice file in a different file format to that set for the Creditor in
the Customer Masterfile
e The file contains cost codes which have not been mapped to Expedient cost codes

Expedient will send email alerts when invoices are received and have been loaded for the following
circumstances:
e Expedient has received an invoice which has already been loaded but not posted. Expedient
has updated the invoice details with the details from the newer file
e Expedient has received and loaded an invoice which has already been posted.

Add user email addresses at your site to receive alerts when there is a problem loading invoices.

Use in the Full Name column to view all available users. At least one email address must be
provided.

The email alert will include a copy of the invoice file. Check the EDI Creditor Invoice details in the
Customer Masterfile against the contents and format of the invoice file. When the Customer
Masterfile has been updated to match the file, forward the email alert including the invoice
attachment to the email address shown email alert and Expedient will try to load the invoice again.

E.g. the following email alert has been received
Invoice 123456789 for Creditor Expedient cannot be loaded as the following Creditors Cost Codes are not
mapped.

Freight
BAF
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Map these Cost Codes in the Cost Code Mapping Table in the Customer Masterfile, Creditor tab.

Once mapped send the EDI Creditor Invoice file attached to email address edicreditorinvoice @forwarder.com to
upload the Creditor Invoice.

Open the Customer Masterfile for Creditor Expedient and go the Cost Code mapping tab. Check
whether the Creditors cost codes ‘Freight’ and ‘BAF’ are listed. If they are not listed map the new
charge codes. If they are already listed ensure that the Creditor Cost Codes match exactly ‘Freight’
and ‘BAF’. Once completed follow the instructions in the email alert to load the invoice in
Expedient.

EDI Creditors Invoices
Creditor Invoices that have been received and loaded by EDI can be viewed, updated and posted
from the EDI Creditors invoice screen available within the EDI Creditors Invoice menu

4 =]  Creditors
4 @& EDI Creditors Invoices

0 EDI Creditors Invoice
(=] Job Creditors Invoices
= =/l Craditor TRvnicres

8 DM Comeint bagiun - ERFTUENT TEVELOAMENT

Updete Delete  Find  lrowse Previoos Next  Sost ED( Involce  View Jobs and Amourts  Docs

ETH Croditors Invelcs

teade [nfo Cifculsied Totals |
Invoke Dete 05/50/2012 AceDate 2601042012 Exe GST Tetsl 13962 Docs
! Craditor DIRCOUMN DIRECT COLIRIERS (MST) PTY LTD D= Date OR/LOS2012 GST Ame 653 ‘
ABN BA0EMMTEISS Cust R RKE Currency USD 3 Trow Tetal 196545
Inveice No 0 Bt Nunder Rate | 2800000 ALUD Ame 81.89
Invoice Amt 151131 Dovoice Une Type  Exd G5T OX To Post Yes inv D8 W10
€ o' Consol Type Clent Cost Code Accour Destription EXCL Amoant  INCL Amourt  GS1
H 1002685 NIA  DEMCON AC 2245 AIR CARGO REPORTING FEES 124,55 137.0% YES
H 2602685 NIA DEMCON 209 PG SAFIASDFLK 40.35 40,35 NO
H 80 S NIA DENCON

W S FIASDFL X 602

H NIA TEMCON 29 FIASDRLIK 6 02
b H NIA DEMCON AH E HANDUIN G
G NIA DENCON 99 o ASDIFL IK 8
ViH2 NIA DEMCON 200 ¥ TASDFLIK i
H 280%85 NIA DEMCON 399 2 SLFIASDRFL K 15.4%
), (H 2802685 NIA DEMCON W0 ASDFLIK 16.73
b H 2R02%E65 NIA DEMCON AF X0 ADDITIONAL SUPIERS 13012
|
3 Previous Biled Prestaus Cost Salance
|
)
i Inwoice Amounds Entered Amounts
b EDE Involce Status UPDATE G5T On Inwgice Amourt 158434 Exchuding GST 130662
Entered By GST Amourt 68.53 Inchading GST 1405.13
Ertterad On Otffermnce 46.18
(1 cf 16)

Data is loaded from the invoice file into the EDI Creditors Invoice screen following the instructions
in the Customer Masterfile, i.e. the date of exchange rate, consolidation of cost codes and the
mapping of Creditor costs codes to Expedient cost codes is set in the Customer Masterfile.

&

Documents for the Creditor Invoice can be added to this screen using the Docs toolbar button.

Expedient will attempt to match the Bill Number in the file to a House Bill Number or Master Bill
Number in Expedient. If the bill number supplied by the Creditor cannot be found Expedient will
show ‘NOT FOUND’ in the Client Column. Update and insert the correct Job or Consol number to
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allow the invoice to be confirmed and posted. Expedient will not allow the invoice to be set to ‘OK
to Post’ if any lines on the invoice display ‘NOT FOUND’.

Costs Billed

In Update and when the cursor is in the Cost Code column in the table of charges the Costeilled
button will appear next to Insert, Append and Delete.

This button will open a pop up window listing all the Costs previously billed for the Job or Consol
highlighted in the Invoice screen.

Post EDI Invoice
The posting function is available as a toolbar button in the EDI Creditors Invoice screen. The button
is available when ‘OK to Post’ is set to Yes. Only the invoice on the screen will be posted.

All EDI Invoices where ‘OK to Post’ is set to Yes will be posted as part of the overnight Post process
for all invoices. Any Documents added to the EDI Creditor Invoice will remain with the posted
invoice.

Creditor Invoices received by EDI are easily identified in the Enquiry Only>Creditors Invoice screen
by the EDI Invoice tickbox.

p

sou Credioy byvces - EXPELIENT DEVELCOWMN
fle View QOptions GMA Maint
C

¥ Y

Find Browse \ Previous Next Dods

Creditor Invoicn

Invoice Details
Creditor DEMOON L DEMONKTRATION & COMPANY Documont No 799727 Payment Status  UNPAID
Involos No 45289 Acoount Date 17/08/2012 14 Do 2
Description Invoice Date 201272010
User taniah 01 Invoice OK to Pay Duo Date 17/08/2012
Inveice Charges
Job No  Department Account No Description Amount GST? GST Amoent  Total Amount FXC Amount
48072 Q AA 0L AGENCY AND ATTESDANCE 130.00 N 0.00 110.00 0.00
48072 QIS5 DA 4060 DRAWBACK APPLICATION 10.00 Y 1.00 1L.00 0.00
Amounts
Overseas Amaunt 121.00 GST Amount 1.00 Envoice Amount 121.00
Currency/Rate 1.0000 Hafance 121.00

(1cf13)

25



	Accounting Process
	Cash Payment Process
	Cash Payment Scenarios

	Job Creditors Invoice
	Creating Creditors Invoices
	Costs Billed

	Posting Creditors Invoices
	G/L Creditor Invoices
	Creating G/L Creditor Invoice
	Posting G/L Creditor Invoices
	Creditor Add On / Write Offs
	Creating Creditors Add On / Write Offs
	Posting Add On / Write Offs
	Modify Creditors Invoices
	Find and Update Invoice No / Due Date / OK to Pay / Invoice Date
	Load CASS IATA File
	ATB – Detailed
	Print IATA Reconciliation

	EDI Creditor Invoices Overview
	Set Up Creditor Invoice EDI
	Creditor Tab
	EDI Creditor Invoice File Formats
	XML File Format
	CSV File Format

	Cost Code Mapping
	Creditor Invoice EDI Internal Contacts
	EDI Creditors Invoices
	Costs Billed
	Post EDI Invoice



