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Overview

In this webinar we are going to be going over
the various types of invoices in the system,
what they are best used for, and go over how
they are connected to previous activities
executed within the system.
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Areas to be Covered

* General Billing Concepts
 Billing Codes

e Sales Tax

* |nvoices —Types

e Selling Parts

* Recurring Billing

* Key Reports
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Invoicing Concepts

* When the steps of setting up a
Job/WO/PO/payroll have all been completed,
invoicing will be as easy as review and print

* For the different types of billing, there will be
an invoice type that will be best to use

* Changes to any billing item will only effect
future transactions, never retroactively
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Billing Codes
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Billing Codes

21l Billing Codes = - B |3
[) i ¥ D D D &
[)e ptio
1 [HE oD e 7 [HE P 0 AXa D
008 Ton Carry Deck Amaount - £350.00(| Hours - || Crane - || 31010-001 - [v
Crane | ~|[Operated < [acive ]| ~] | T
008 Ton CP Bare Rental || Amount [ £1,800.00|| Weeks || Crane |[ 31010-002 [ v |
| [ Bare [ Active | | r | r |
012 Ton Boom Truck || Amount [ $300.00| Hours || Crane |[ 31010-001 [ v |
Hourly | [[Operated || Active I | | - |
012 Ton Hourly Rate || Amount [ $285.00|( Hours || crane |[ 31010-001 [ v |
| || Operated || Inactive [ | | r |
015 Carry Deck Hourly || Amount [ $400.00| Hours || Crane |[ 31010-001 [ v |
| || Operated || Active || 15 Ton C'Deck Class | | r |
015 TON TAPER [ Amount [ $278.00| Hours || crane |[ 31010-001 [ 2 |
POINT CRANE | || Operated || Active || 15 Ton RT Class | | r |
015 Ton Boom | Amount [ $555.00|| Hours || Crane || 31010-001 || v |
Trk,Hourly | || Operated || Active |[ 15 Ton BT Class | | r |
015 Ton Boom-Truck || Amount [ £700.00|| Weeks || Crane |[ 31010-002 [ v |
Bare | || operated || Active |[ 15 Ton BT Class | | r |
015 Ton CP Bare Rental || Amount [ £785.00|| Weeks || crane |[ 31010-002 [ 2 |
| || Bare || Active |[ 15 Ton RT Class [ r [ r |
015 TON RTHOURLY || Amount [ $242.00|( Hours || Crane |[ 31010-001 [ r |
| || Operated || Active [ | | [ |ﬂ




Sales Taxes
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Sales Tax Iltems

o Sales Taxftems = - B |3

Description GST Tax GL Account

Print As Seperate Line On Invoice Max Taxable Max Per Round

Oakland County Tax | | 3.000
| || £500. uu|| Invoice || 5/4 || Active |
| Federal tax || I || || 13.unn|
| [ || 5n.un|| Invoice || 5/4 || Active |

y [ oo
|

r || 0. uu|[m F 5;4 ;IlActi\re ;IJ
|

Line
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Sales Tax

i Sales Tax Codes = - B |3
Sales Tax Ttem | | |E| i) Code i@ Description View All - g
Code Description State Status
76MO Fleet Cost and Care Tax MI [=] | Active (=]
Line Use Sales Tax Item Sales Tax Item Description GL Account
Rate % Max Taxable Max Per Round GST Tax Print As Sﬁ::::i::f Line On Status
il | Federal tax Federal tax
>
13.000 £0.00 || Invoice Active J
2 [+ Oakland County Tax Oakland County Tax
3.000 £500.00|| Invoice /4 r [+ Active
3 [+ Michigan State Tax Michigan State Tax
5.000 £0.00 || Invaoice 5/4 r r Active
Total GST Tax % 13,000/ Total Tax %o 8.000
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Invoices
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Invoice Types

* |nvoices

* Service Invoices

* Parts

* AlA/Percent Complete Invoices
* T&M Invoices

* Recurring Invoices
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Invaices

Service Invoices

Parts Invoices

Inwaices from Orders
AlA/Percent Complete Invoices
T&M Invaices

Fecurring Invoices

Job Storage Invoices




Invoices

-
| Invoices

Invoice No ) 10003333

Main | Detail

(= & |weSn)

Invoice No 10003333

Job No C-40002

Customer Information

Total Before Tax
£0.00

Total After Tax
£0.00

Name [210 CORPORATION
NO0210
Address (210 CHENE STREET

DETROIT
Phone |(259)328-0

Ext.

MI 48207
Fax { ) -

Job Site /Ship to Information

Mame

Address

Cust PO (Req)
Company
Yard
SalesPerson
Price List

1234

Fleet Cost & Care, Inc.

Detroit

Export OK [ |

Tax
Terms
Discount Date
Discount Amt
Footer
Detail/Summary

Retain %o

Billing
Description

Entered By
Criginal Date
Revised By

Revised Date

Tax Code

Cob
00/00/0000
50.00
facebook
Detail -

0.00

*

Dept Crane Hourly Rentals

Job Date Range
6/24/2010-6,24/2010

FCCT

[~]
(=]

Inv Date 05/22/2010
Due Date | 0o/00/0000

lift and place 1500lb ac unit -

sa




Invoices - Detail Tab Pre-Entry

’ ﬂ Invoices EI@

Invoice No ) 10003333 55

Main I Detail
Billing Code Unit Code Prev Bill Qty Open Qty To Bill Unit Meas | Amount

075 Ton CP Hourly Rate 0.00 18.00 0.00( Hours $31EI 0o £0.00

2 | Cartage In CP-43 0.00 1.00 0.00( Each c420.00 €0.00
— . -
Billing Code | ™| 175 Ton CP Hourly Rate Credit To Crane v | CP-48 (=] Record 1 of 2 —

Date From  06/24/2010 |+ | DateTo 08/24/2010 [+

m

Ordered Prev Qty Billed
Qty Quoted Est Rate Est Amount Ship Qty Open Qty To Bill Unit Meas Rate Extension
18.00 £310.00 55,580.00 0.00 18.00 0.00 Hours - £310.00 $0.00 | L4
Comments & Entry By =3
Entry Date
Revised By |z3

- Revised Date

Sub Total £0.00 Taxable Amt £0.00 Total Invoice £0.00

Retainage £0.00 Tax £0.00 Amount Due £0.00 .




Invoices - Detail Tab Post entry

’ ﬂ Invoices EI@

Invoice No ) 10003333 55

Main I Detail
Billing Code Unit Code Prev Bill Qty Open Qty To Bill Unit Meas | Amount

075 Ton CP Hourly Rate 0.00 18.00 17.00| Hours $31u 00 $5,270.00

2 | Cartage In CP-48 0.00 1.00 1.00] Each $420.00 $420.00
— . -
Billing Code | ™| 175 Ton CP Hourly Rate Credit To Crane v | CP-48 (=] Record 1 of 2 —

Date From  06/24/2010 |+ | DateTo 08/24/2010 [+

m

Ordered Prev Qty Billed
Qty Quoted Est Rate Est Amount Ship Qty Open Qty To Bill Unit Meas Rate Extension
18.00 £310.00 55,580.00 0.00 18.00 17.00 Hours - £310.00 $5.270.00 | |5
Comments & Entry By =3
Entry Date
Revised By =3

- Revised Date

Sub Total £5,690.00 Taxable Amt §5,270.00 Total Invoice £6,708.20

Retainage £0.00 Tax £274.50 Amount Due £6,708.20 .

5739.70




Print Types pF=mr——e

* Plain Paper —

— Base invoice type, logo can be added to this type
e Letterhead

— Going to be printed on letterhead paper, leaves a
margin at the top and bottom for letterhead

* Form
— Going to be printed on pre-printed form paper
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Invoices — Detailed vs. Summary

Fleet Cost & Care, Inc. Invoice 10003333
865 5. Fort Street :
_— ; Invoice Date: Tuesday, June 22, 2010
FLEET COST & CARE ?3912‘;'34’;12‘;%%1; Customer: N00210
N\ TE N i . Job Mo : C-40002
(313) 842-1715 Fax Salesperson:
Job Site :
210 CORPORATION
210 CHEME STREET
DETROIT, MI 48207
Terms: COD
Customer P.O. MNo: 1234
Work Performed @ lift and place 15001b ac unit
Date Description Linit Mo Qty Unit Meas Rate Extension
o/24/2010 075 Ton CP Hourly Rate CP-48 17.00 Hours £310.00 T £5,270.00
Cartage In 1.00 Each £420.00 £420.00
Subtotal: £5,690.00
T=Taxable Taxable Amount: £500.00 Oakland County Tax: £15.00
Taxable Amount: £5,690.00 Federal tax: £739.70
Taxable Amount: £5,270.00 Fleet Cost And Care tax: £263.50
Total Invoice: %6,708.20

Invoices not paid within 30 days of due date will be charged 1.5% per month




Invoices — Detailed vs. Summary

Fleet Cost & Care, Inc. Invoice 10003333
865 5. Fort Street .
— : Invoice Date: Tuesday, June 22, 2010
FLEET COST & CARE  Detroit, MI 48217 Customer: Nl:mzm"i
SN g, (313) 841-2900 Ph. Job No C-40002

(313) 842-1715 Fax
Salesperson:

Job Site :
210 CORPORATIONM
210 CHEME STREET
DETROIT, MI 48207
Terms: coD
Customer P.O. Mo: 1234
Description Amount
lift and place 1500lb ac unit £5,690.00
Subtotal: £5,690.00
T=Taxable Taxable Amount: £500.00 Oakland County Tax: £15.00
Taxable Amount: £5,600.00 Federal tax: £739.70
Taxable Amount: £5,270.00 Fleet Cost And Care tax: £263.50
Total Invoice: %6,708.20

Invoices not paid within 30 days of due date will be charged 1.5% per manth




Sending the Invoice

E-mail from

Reports—> Invoices =2 Print not Printed

= Print Not Printed =n il ===
Company | Flest Cost & Care, Inc. T View
| Click Headings To Sort By Columns | Form () Plain Paper @ Letterhead ()
Cust Total Export
10003 ... 06f22f2010 C-40002 NOD210 : 210 CORPORATION 5622,349.60 RENTAL Wes.torre...
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Sending the Invoice

E-mail button from print screen

5 (2| M4 & [
Find Text Customize E-Mail Print Close
Email Report =
Format: Adobe Acrobat (FDF) E
Destination: | gmail
Page Range

@ Al
(") Pages  From: |0 To: |0

Email
Wes, Torrence @fleetcostcare, com
Subject:  Invoice 10003333
O
Messade:  Inveice for lifting your AC unit.| -
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So a Mistake was Made

’ ﬂ Invoices EI@

Invoice No ) 10003333 55

Main I Detail
Billing Code

1 | 075 Ton CP Hourly Ra
2 | Cartage In

Rate Amount

£527,000.00
§420.00 §420.00

Don't

— -~
Billing Code |~ 75 ‘ ] Record 1 of 2 i
Date From | 06/24/2( =
Ordered |
Qty Quoted Est Rat Rate Extension
18.00 €310, §310.00 $527,000.00 ||
Comments
Sub Total £527,420.00 Taxable Amt £527,000.00 Total Invoice £622,349.60
Retainage £0.00 Tax $26,365.00 Amount Due $622,349.60 =
GST Tax £68,564.60 o




So a Mistake was Made

B P 4 4« » M| B | & H 8 O

MNew Inv  M/A /A MyA Delf/Credit  M/A  First  Previous MNext  Last Credit Tax | Refresh Save Print Close

* |f the invoice is not exported, you can still
make changes to it without needing to credit
It out

 |f the invoice was exported and was
incorrectly taxed, use the Credit Tax button

* |f the invoice was created erroneously and
exported, use the Del/Credit button to cregte
a credit memo.
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Service Invoice

=| Service Invoices

(= & |meSn)

Invoice No || Group Labor By Craft -
Main D etail I Labor | Materials |
Invoice No  ALTO Total Before Tax Cust PO (Req) 333 -
Work Order 0 | 123456788 |+ $548.00 Company Flest Cost & Care, Inc.
Total After Tax _
64500 Yard |Detroi Dept |Crane HourlyRentals
Customer Information Export OK
Name 210 CORPORATION Tax [
e Terms | coD |»|  1nvoice Date 06/22/2010 |[+|
Address (210 CHEME STREET .
Discount Date | go/oo/o000 Due Date | 0/00/0000
Discount Amt £0.00
DETROIT MI 48207
Footer | Interest @ 1.5% ||
Phone | (259)328-0 Bat. Fax [ -
Markup/Discount % Above Cost - 2.00
Job Site /Ship to Information Billing 300 hr.serv.lower -
Description  other comments
Name )
Address Entered By
Original Date
Revised By
() - =Bt Revised Date




Service Invoice -Detail

ﬁ Service Invoices El

r

Invoice No || Group Labor By Craft -
Main | Detail ILa bor |Material5
e Pa 0 g Date D Date ¥ ) B =l = Rate p D

[)e LD A ¥
1.00 |—|WIWHW| 4.00|[ Hours $0.00 $0.00
yard | :l
1.00 WWWW 2.00|[ Each $204.00 $408.00
MOTORCRAFT |
1.00 IWI?”WIW 1.00|[ Each $0.00

Sub Total &408.00 Taxable Amt £0.00 Tax £0.00 | Total Invoice §408.00




Service Invoice - Labor

| Service Invoices Ii]lﬂ][?

Invoice No /f" Group Labor By Craft v [ Select All ] [Deselect AII]

Main Detail Labor Materials l

Billed  Date ployee 0 af Qua AmMo aft To B : "':' g
0 e 0 O K2
: l06/21/ | 6/21/20 I yard | 4.00 || Hour 0.00 0.00| yard 4.00|| 60.00| 240.0

ST 4.00 oT 0.00 DB 0.00 Total Labor To $240.00 |
Bill For

123456789




Service Invoice - Materials

’ ﬂ Service Invoices EI@
1z

Invoice No j':] Group Labor By Craft - [ Select all ] [ Deselect AII]

Main D etail Labor Materiak |

g ¥ [ e LMD
06/21/2010 || zzz 121-62 2.00 £200.00 £0.00 $2u4.uu| £408.00

b | ¥ || MOTORCR || || Each || z.uu” $2uu.uu|| $u.uu|| $2u4.uu|| mua.uu|

Yes -

Total Markup §8.00 Actual Total £400.00 Totals &408.00




Parts Invoicing through Schedule Jobs

"¢ Schedule Jobs =R ==
JobNo g

Main LInit/People Est Billing Act Billing Tool List | Daily | Storage I Owner Info |
JobNo AUTO JobDate |06/22/2010 [ To | 08/22/2010 [+ [ Flexible
Yard Detroit - Job Time | 08:00 AM To | 04:30 PM || Flexible

[ | Work Weekends || Dispatched
Job Type Hourly » Checked By -

Company
Dept | Crane Hourly Rentals

[=]

[=]
Customer e |Z| Sales Person =  Taken By -
1ob site E Time Entered 6/22/2010 13:30 Status -

Report To Ordered By e aeed 4
PO No - Comments -
Customer Information Description il
Address Of Work il
In House -
Price List || Insurance  Expires  00/00/0000 || signed Contract
Contract No
Phone = Fax =
O O p—mck
[] certified Pay
Job Site Information
Address
Back Up In Pieces Total Weight
Lift Info
Distance Hauled Heaviest Pick 5et Back Fr.Bl Radius Height
Init User Last Mod User Last Mod Date




Parts Invoicing through Schedule Jobs

"¢ Schedule Jobs =R ==
JobNo g

Main Unit/People I Est Billing Act Billing Tool List Daily |Storage Owner Info |
Show Invoices | Hide Delivery | | Add Delivery Delete Delivery Show Schedule
ZZF 121-620 MOTORCRAFT REGULAR P 3.0 0.0000
Part No [ 777 121-620 New/Used pjzyw - Record 1of 1
Description MOTORCRAFTREGULARPLUG &
Quantity 300  Unit Meas Each - Sales Gl Account (=]
Price 0.0000 On Hand -4.00 C0GS Gl Account B
Amount &0.00 Comments -
Entry By sa Revised By sa i
Entry Date |6/22/2010 1:31:39 PM Revised Date 6/22/2010 1:31:39 PM Est. Total £0.00

Ticket Date Est Time  DeliveryQty Unit Meas i Comments Status
p |06/22/2010 = 08:00 AM Confirmed n

Total Qty Scheduled:




AlA/Percent Complete Invoices

| AlA/Percent Complete Invoices EI@
Invoice No J-‘ g
Invoice No 1234567839 Terms COD - Export OK
ebNo . el What is the difference between AlAand P v
o jption  ift 1500lb ac unit -
customer 21LCOR nercent complete Invoices? )
Job Sit
° © Discount Amt £0.00 Retain %% 0.00
Cust PO (Req) i Tax [ | Numbe -
um r

Job Date Range 6/24/2

The jobs are setup and invoiced the exact

‘ s same, the only difference is AlA prints in

P |1 setup . a1y
ercting AlA format while percent complete billing .0
prints out like a normal invoice.
Sub Total £3,000.00 Taxable Amt &£0.00 Total Invoice £3,000.00
Retainage £0.00 Tax £0.00 Amount Due £3,000.00




-

T&M Invoice

| T & MInvoices

(=[O |m=]

Invoice No ' 102139

iz

Main

Labor Materials Equipment |
Invoice No 102133 Terms COD
Tax [
JobNe 7| c-a00004 Invoice Date | 06/22/2010 (=] Export OK
Customer |21EI CORPORATION | Discount Date | 00/00/0000 Footer Facebook -
Job Sil:e| | Due Date | 00/00/0000 Detail/Summary Detai -
PO(Req) 2 it Discount Amt £0.00

Job Date Range |ﬁ,r24,rzu1u - 12/31/2010

|  Billing Description ift 1500lb ac unit

1.00 MDTDRCRAFI’ REGULAR

06/24/2010 ~ |06/24/2010 - 2.00| Each $24u 00 £430.00

Sub Total £480.00

Taxable Amt

50,000 Tax 50.00| Total Invoice

£480.00




Recurring Billing
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Recurring Billing

@ Recurring Billings

Billing No ) EFEEE] éj

Main | Detail

Billing No 90298

Total Before Tax

Phone 2593280 Fax -[ ::| -

JobNo | | C-40002 $9,500.00
Total After Tax
Customer Intformation £8,500.00
Name (210 CORPORATION
NO00210
Address 210 CHEMNE STREET
DETROIT MI 48207

Job Site /Ship to Information

MName

Address

Cust PO (Req) 1234 -
Company [Flest Cost &Care, Inc.

Yard |Detroit Dept |CraneHourlyRentals

Sales Person
Price List Check Bill Period | |
Export OK

Tax ||

Terms |COD

First Bill | 09/30/2010 # Billed 0

Frequency 1 |Manths - Last Inv 00/00/0000

MNext Bill | 03/30/2010 IZ| Stop Date | 00/00/000

Prompt To Bill 7| Days Before
Footer Interest @ 1.5% -

Detail /Summary Detail - Job Date Range

Retainage 0.00 |9/30/2010 - 4/8/2011

Billing Description Bare rental of cp-43, 75 ton for Wind turbine -
construction




Recurring Billing

@ Recurring Billings EI@
Billing No ) 90298 fj
Main I Detail
| Billing Code Credit To Unit Code Qty To Bill Unit Meas Extension
p | 075 Ton CP Bare Rental Crane 1.00| Months $95EIEI 00 £08,500.00
Record 1 of 1
Billing Code ) | 075 Ton CP Bare Rental (=] Credit To | Crane [=] | cpas (=]
Billing
Qty To Bill Unit Meas Rate Amount To Bill
100 | Months || $9,500.00 $9,500.00
Comments -
Sub Total £8,500.00 Taxable Amt £0.00 Tax £0.00 Total Invoice £8,500.00
Retainage £0.00 Est Amount Due §9,500.00 s




Recurring Invoices

| Recurring Invoices = e =
Company | Fleet Cost & Care, Inc. (=] View
|High|ight The Invoice(s) To Generate| AsOfDate |05/24/2010 [v| Invoice Date v 06242010 [~]
— Customer Job| Job End . Prompt To .
90297 C-40002 210 CORPORATION 04/08/2011 0 30 DaysB.. 06/24/2010 $310,00
Taotal All: £310.00 | Total selected: &n.00 | Selected Rows 0

| | Select All | | Deselect All




Recurring Billing Notes

* The job date range is what is used for
recurring billings, so a dispatcher extending or
shortening a job will extend or shorten the
billing without talking to accounting

* The recurring billing only shows up on the
recurring invoices screen if there is a full term

left. If itis less, it will have to be manuaIIy
billed.
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Key Reports
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Job Profit/Loss Detail Report

o Revenue Detail Report

Company Fleet Cost & Care |z| View By Project F'ru:ufit,f'Lu:ussE 1 |E| View
Page 1 of 2
1
ProjectProfit/Loss Detail
From 1/1/2009 To 12/21/2009
Fleet Cost & Care
Total Labor Labor Union WorkComp Burden  Equipment Material Total Total

Job No Customer Name Revenue Hours  Expenses Expenses Expenses  Expenses Expenses Expenses Expenses  ProfitlLoss  Profit
80240 Earth Tech Inc. 5300.00 10.00 §50.00 50.00 50.00 50.00 $550.00 50.00 SG600.00 §200.00  25.00%
80242 838880 cust 2382.50 0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 536250  100.00%
Total for Project No 1 §1,162.50 10.00 §560.00 $0.00 $0.00 $0.00 §650.00 $0.00 §600.00 §662.50 125.00%

Invoices per Job

Job : 60240 Earth Tech Inc.
Invoice No Date PO No Total Billed
51574 12/21/2009 12123456 $500.00
51572 9/18/2009 12123436 $300.00
Total for Job 60240 $800.00
Invoices per Job
Job : 60242 888888 cust
Invoice No Date PO No Total Billed
51544 21/2009 KCXX $100.00
51340 12/28/2009 KCXX $262.50

Total for Job 60242

$362.50




Reports of Note

e Batch Audit Report

* |nvoice Register Report

* Jobs Not Billed Report

* Job Line Items Not Billed report
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Questions?

* Raise your hand via the Go-to-Webinar tab
and we can open up your phone line to ask
the question directly

* Ask Questions via the Questions Pane.
* Ask Questions via Twitter with the hash tag

#HFleetCostCare
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Custom Webinars

* Fleet Cost & Care can setup custom webinars
or redo previous webinars we have already
hosted for your company. Contact with us and
we can discuss exactly what you would like.
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Please check out our forums at
www.fleetcostcare.com/forum

If you have any further questions, please give
us a call at 1-800-281-9445 or e-mail me at
Shawn.Fahle@fleetcostcare.com
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