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INTRODUCTION

This invoicing and costing manual is intended to guide you through the sales/purchase invoicing and costing functionality. Please take the time to read through this manual, it should help you to quickly become familiar with FREIGHTMAP and daily operations.

You should already be familiar with ‘GETTING STARTED GUIDE’ which will introduce you to FREIGHTMAP, logging in, user settings etc.

1 – CONCEPTS

FREIGHTMAP maintains a common standard for all transactions whether they are sales, purchases or costing entries. This section covers advanced areas of the transactions and how you can configure them. Even if you do not deal with the configuration it is recommended that you read through this section to better understand the concept.

1.1 – TRANSACTION TYPES

There are four types of transaction which are sales, purchases, costing and self billing. You may not encounter all transaction types, depending on how you choose to use the software.

Almost all installations will use sales transactions to invoice your customers for work done. Purchase, costing and self billing transactions may or may not be used entirely at your discretion.

1.1.1 Sales Transactions

These are traditional sales to your customers. They will usually result in a sales invoice being produced. Sales transactions can be entered manually by your users, or created automatically by FREIGHTMAP. Automatic sales transactions would result from freight jobs to customers with rate schedules and automatic warehouse rent. Sales transactions can be automatically posted to your accounting software, and hence they will affect your accounting sales and nominal ledgers.

1.1.2 Purchase Transactions

These are traditional purchase invoices from your suppliers. Purchase transactions can be automatically posted to your accounting software, and hence they will affect your accounting purchase and nominal ledgers.

1.1.3 Costing Transactions

Costing transactions are not posted to your accounting software, they are used within FREIGHTMAP purely to allow accurate reporting of profit. An example of a costing transaction would be to enter depreciation of a vehicle over a period time at a set amount. This cost can the be included in vehicle revenue reports to give a more accurate reflection of actual profit.

1.1.4 Self Billing Transactions

Self billing transactions can be generated by the automatic warehouse rent calculations. These are useful where goods are stored in a third party warehouse with a chargeable rate. For each rent sales invoice produced, FREIGHTMAP will produce self billing advice to the third party warehouse showing the expected amounts etc. Self billing transactions are not posted to your accounting software.

1.2 – TRANSACTION SOURCES

Transactions can originate from a number of sources. The transaction source may be Jobs, Loads, Warehouse, Vehicles, Cost Centres, Other, Departments and Users.

FREIGHTMAP maintains the information regarding the source of the transaction automatically. Not all transaction sources can be used for all transaction types. For instance, it makes no sense to have a Self Billing invoice in relation to a vehicle, but it is reasonable to have purchase transaction and costing entries. Jobs and loads would generate sales and purchases etc.

1.3 – CHARGE TYPES

For each transaction type there are numerous charge types. These charge types relate to your sales and purchase ledger codes. Charge types may include International Freight, Telephone Bills, Customs Clearance etc. Not all charge types can be used for all transaction sources or transaction types. 

For example, you would never purchase customs clearance against a vehicle, the cost of the customs clearance is related to a job or load, not the vehicle itself. It is also unlikely that you would sell ‘telephone costs’, you would only buy them.

1.4 – ALLOWABLE CURRENCIES

Each charge type has a list of currencies which may be used for the charge type. If your telephone provider is UK based it is unlikely that they will send you a bill in US Dollars. You can specify which currencies to use against each charge type.

1.5 – COSTING PERIODS

All transactions include a costing period. Costing periods have no relation to costing transactions. The costing period is useful in management reporting where you wish to spread the value of a sale, purchase or costing transaction over a period of time.

Many transactions have their costing period generated automatically. When charging warehouse rent for example, FREIGHTMAP knows the exact period over which the rent was actually charged.  Costing periods are also automatically calculated freight jobs and loads.

In this manner rather than only having an amount and date for a transaction, FREIGHTMAP knows that the revenue on the amount should be spread over a certain number dates. This is particularly useful in costing transactions. Rather than entering vehicle depreciation on a weekly basis (52 entries over the year), you can simply enter the total annual depreciation and specify that it is to be costed over the full year.

1.6 – TRANSACTION CONTROL

The use of transaction types, transaction sources, charge types, currencies and costing periods can be configured to suit your own requirements. While each individually may sound complex, the following screen shot should simplify the relationship between them.
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Figure 1 - Configuring the Charge Type
This shows the user has configured a charge type which can be used for sales and purchase transactions but only against a specific Job, Load (Master File) or Warehouse Line. These are shown by the ticks against the ‘Item Sales’ and ‘Item Purchases’.

They cannot be used against ‘General Purchases’. This means that when a purchase invoice is received for Container Detention, it must relate to a specific Job, Master File or Warehouse Line. 

General purchases could be used for example in the warehouse. You may purchase a new fork lift truck and want the value of the truck divided amongst the entire warehouse for the purposes of reporting. Container Detention cannot be used in costing transactions.

The only currency allowed for selling or buying container detention is British Pounds and any sales or purchase transactions will be posted to sales and purchase ledger codes 10150 and 20150 respectively.

For transactions which cannot have their costing period calculated automatically, the default costing period is one day, and on purchase invoice entry the user is not allowed to override this one day period.

This charge type should invoke a credit limit check when sales transactions are entered.

As explained earlier, the full list of configuration for transactions appears at first sight to be rather daunting but this simple screen shot vastly simplifies the concept.

2 – ESTIMATED AND ACTUAL AMOUNTS

Many (but not all) transactions have an estimated amount and an actual amount. For example, if you subcontract a load to a haulier you could enter an estimated purchase cost at an agreed rate of say £500.00. The purchase invoice is received and entered into FREIGHTMAP also at £500.00 and the two amounts match. This would be the most common scenario.


Alternatively there may be some unforeseen complexity with the subcontracted load and the haulier charges £50 more than the agreed rate. The purchase invoice is received, the estimate is £500 but the actual is £550.

With the exception of automatic warehouse charges, warehouse self billing and costing transactions, all sales and purchase entries have an estimated and actual value.

Sales transactions are confirmed with an actual either on the individual job, load or warehouse line or via the POD screen which lists all unconfirmed transactions. For details of how to confirm sales transactions, refer to the appropriate manual (freight or warehouse).

Purchase transactions are confirmed with an actual during purchase invoice entry.

3 – SALES INVOICING

Individual sales transactions can be invoiced as and when you wish. Refer to the freight or warehouse manuals for details on raising an invoice in this manner.

FREIGHTMAP also has a bulk invoicing system that allows you to invoice en masse all confirmed but un invoiced transactions. All confirmed but un invoiced transactions for warehouse lines, jobs and master files are grouped and invoiced together.

For any suppliers which have warehouse goods in their warehouse and who are configured to receive self billing advice, a self billing advice is also produced.

3.1 INVOICE FREQUENCY

When performing bulk invoicing you can opt to produce invoices for all customers or just a subset of customers. Each customer can be configured for invoices on a weekly, fortnightly or monthly basis. 

In this manner you can produce a Weekly bulk invoice on first Friday of the month, a Fornightly bulk invoice on the second Friday, Weekly on the third Friday and Monthly on the last Friday of the month.

When you opt to print weekly bulk invoices, only those customers configured for weekly invoicing will receive an invoice.

When you opt to print fortnightly bulk invoices, customers who are configured for fortnightly or weekly will receive an invoice.

When you opt to print monthly bulk invoices, customers who are configured for monthly, fortnightly or weekly will receive an invoice.
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Figure 2 - Selecting invoice frequency during bulk invoicing

During bulk invoicing you will also be asked for the invoice date to be used on the actual invoice.

3.2 CONSOLIDATED INVOICES

Sales invoices can be produced one invoice per job, master file or warehouse line in which case each customer could receive numerous invoices each month. They can also be consolidated onto one invoice. You choose whether the customer should receive consolidated invoices or not by configuring the customer (see the Managing Customers and Suppliers Manual).

If you bulk printed and invoice to a customer for whom you have carried out five consignments during the month, and the customer is not set to consolidated invoicing, the customer will receive five invoices. One for each consignment.

If the customer were set to consolidated invoicing, the customer would receive one invoice for all consignments.
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FREIGHTMAP will always separate transactions of different currencies, freight and 

warehouse transactions onto different invoices. These cannot be consolidated.

3.3 WAREHOUSE SALES INVOICE AND SELF BILLING ADVICE DETAIL

Each customer can be configured for varying levels of detail for warehouse sales invoices. Customers who have a high turnover of goods through the warehouse may wish to have an invoice listing just the total of charges per warehouse line. Others may require a little more detail giving weekly balances and charges per period, others may require full detail listing each and every charge per period per item.

These can be configured on the customers screen (see the Managing Customers and Suppliers Manual). Each customer can be configured for ‘Minimal’, ‘Partial’ or ‘Full’ detail on their warehouse invoices.

The same applies to self billing advice, except that you can also specify ‘None’ meaning do not produce a self billing advice to this supplier.

3.4 THE SALES INVOICE QUEUE

You can view all confirmed transactions waiting to be invoiced by viewing the invoice queue. Select ‘Operations, Invoicing, View Invoice Queue’ from the main menu or click the appropriate toolbar button to view this queue.

3.5 SALES INVOICE HISTORY

All sales and purchase invoices are generated in ‘batches’. If you print an individual invoice it will be a batch containing one invoice. When bulk-printing invoices there may be many invoices in the batch. You can view all of the printed batches by select ‘Operations, Invoicing, View Invoice History’ from the main menu or by clicking the appropriate toolbar button.

The invoice history form is displayed.
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Figure 3 - View invoice history
Initially the list displays any batches produced within the past month. You can change this to six months or ‘all’ batches by right clicking on any entry and select ‘View One Month’, ‘View Six Months’ or ‘View All’.

You can reprint any batch of invoices by right clicking on the entry and select ‘Reprint’ from the menu.

3.6 LOCATING SALES OR PURCHASE INVOICES

You can locate any individual sales or purchase invoice number by selecting ‘Operations, Invoicing, Locate Invoice’ from the main menu.
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Figure 4 - Locate an invoice
If you wish to locate a sales invoice, ensure the ‘Sales Invoice’ checkbox is ticked and enter the sales invoice number into the ‘Invoice Number’ box.

If you wish to locate a purchase invoice, ensure the ‘Sales invoice’ checkbox is not ticked.  Select the supplier from the drop down list and enter the voucher or invoice number into the appropriate boxes.

FREIGHTMAP will search all transactions whether they are from jobs, warehousing etc and display a list of transactions for that invoice.
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Figure 5 - Invoices Located
You can view or edit any item found. If the item is from a job the job edit screen will be displayed (from the job edit screen you can also re-print the individual invoice if required). If the item is from a master file, the master file will be displayed etc.

If you were searching for a purchase invoice, the entries in the list will also show any amounts which are currently on dispute and you can view information about the dispute and resolve the dispute if you wish.

3.7 REPRINTING AN INVOICE OR BATCH OF INVOICES

3.7.1 Reprinting a Batch Of Invoices

You can reprint a batch of invoices very simply by select ‘Operations, Invoicing, View Invoice History’ from the main menu (or clicking the appropriate toolbar button) and locating the batch you wish to reprint. See section 3.5 for further information regarding the invoice history screen.

3.7.2 Reprinting An Individual Invoice

If you know the invoice number, use the ‘Locate Invoice’ functionality to find the invoice, edit the item and reprint the invoice. If you do not know the invoice number but do know the job, master file or warehouse line then you can reprint the invoice from the appropriate job, master file or warehouse line screen.

4 – PURCHASE INVOICE ENTRY

4.1 USE OF PURCHASE INVOICE ENTRY

You can enter your purchase invoices through FREIGHTMAP or directly into your accounts software. If you require FREIGHTMAP to manage your purchase costs (for example sub contract haulage) then you will need to enter your purchase invoices through FREIGHTMAP. You may choose to not have any your purchase invoicing dealt with by FREIGHTMAP, or just some of them or all of them. 

If you require detailed costing reports then you will need to enter the purchase invoices into FREIGHTMAP.

4.2 VOUCHER NUMBERS

FREIGHTMAP assigns a voucher number to your purchase invoices as they are entered. When you finish entering your first purchase invoice FREIGHTMAP assigns a new voucher number and asks if you wish to enter more purchase invoices. If you select yes, then the next purchase invoice will be assigned the same voucher number ad infinitum.

The purpose of the voucher number is to allow you to manually write the number onto the purchase invoices and so deal with them in a block of invoices at a time. This is optional and can be ignored if you do not require it.

4.3 EXPECTED AND UNEXPECTED INVOICES 

Many purchase invoices are for expected items which are known about in advance. Where a subcontractor has been used for a load, an expected cost for the subcontractor may have been added. When a purchase is received from the contractor FREIGHTMAP will display a list of all outstanding purchase costs expected from that subcontractor. You can also enter completely new purchase costs if the item was not expected and already entered.

4.4 DISPUTED ITEMS

When entering a purchase invoice, any entry on the invoice can be placed in dispute. This stops the transaction from being posted to your accounting software and marks the transaction as held. The user who originally created the transaction is automatically sent a message notifying them of the fact that one of their transactions has been placed on dispute.

4.5 THE PURCHASE INVOICE ENTRY SCREEN

To enter purchase invoices select ‘Operations, Invoicing, Enter Purchase Invoices’ from the main menu. The purchase invoice entry screen will appear.
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Figure 6 - Purchase Invoice Entry Screen

Select the supplier from the drop down list, enter the supplier invoice number, invoice date, currency and nett amount of the invoice. If the invoice is in a non-local currency you can also change the currency rate used on the invoice.

FREIGHTMAP will list all expected purchase costs for the selected supplier at the bottom of the screen and the currency it is expected in. 

You can view the job, master file etc of any of the expected items by right clicking on the item and selecting ‘View’. 

4.5.1 Expected Costs

Add the expected cost to the invoice by right clicking on the item and selecting ‘Add to Invoice’ or by double clicking the item. The item is moved to the upper list (entries for the purchase invoice) and the confirm purchase charge screen is displayed.
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Figure 7 - Purchase invoice entry confirmation

Details of the expected charge are displayed and you can change the actual amounts, tax rates etc. The POD refers to any proof of delivery document number available. Depending on the charge type configuration you may or may not be allowed to change the costing periods. In this case the costing end point and the costing days has automatically been calculated from the master file but you are still allowed to modify the dates and costing period.

The posting period is the accounting period as used by your accounting software. This is calculated based on the period in which the work was actually done but takes into account whether an accounting period has already been closed in your accounting software.

You can place the item on dispute by ticking the ‘On Dispute’ check box at which time you can also enter some notes about the reason for the dispute.

The confirmation form will highlight any issues it thinks important regarding the expected cost. For example, if a cash advance has been paid on a master file FREIGHTMAP ensures that you aware of this by indicating it on the confirmation form. It will also highlight charges against a cancelled job and charges against a master file which contains cancelled jobs.
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Figure 8 - Warning of a cash advance on a master file
4.5.2 Non Expected Costs

You can also enter non-expected costs by right clicking on the middle section of the purchase invoice entry form and selecting new. A purchase entry confirmation form is displayed and you can enter the details of the cost. You can only enter ‘General Purchases’ in this manner. Any cost directly relating to an individual job, master file or warehouse line which you wish to associate with that item should already be entered as an expected cost.

5 – SELF BILLING ADVICE

You do not enter self billing advices manually. They are automatically generated by FREIGHTMAP for any supplier in which you have warehouse goods stored, and who self bill advice is configured to be printed.

6 – COSTING ENTRY

You may enter costing values into FREIGHTMAP in order to increase the accuracy of your reports. By including non – purchase invoice items such as depreciation, driver expenses, road tolls, office salaries etc FREIGHTMAP has a much more accurate picture of the true profit generated during any period.

Costing entry is similar to purchase invoice entry except that no transactions are posted to your accounting software, the entries can be edited at any time and no supplier details are required.

Open the costing screen by select ‘Operations, Costing, Other costs entry’ from the main menu.
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Figure 9 – The Costing Form

By right clicking on the list of items a menu pops up with a number of options.

6.1 VIEW

Selecting this option allows you to view, but not change the entry. The fields are described in section 6.2 – New.

6.2 NEW

Select this option to add a new costing entry. The costing entry form appears.
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Figure 10 - Costing Entry

On this form you can enter details of the costing entry, what it relates to, the amount and the costing period. The exact combination of charge types and item references is dependant upon your charge type configuration (see section 1.6). In the example form above, the warehouse has had non-specific trailer hire. Non-specific means it cannot be attributed to any individual job or load. Most likely the warehouse has these trailers on long term hire and includes them as a general cost.

The costing end point is listed as 31st August 2003, and the costing period as 31 days. FREIGHTMAP knows from this that when producing warehouse profit reports it should include a daily cost of £9 in the reports.

6.3 EDIT

This option allows you edit an existing costing entry. The costing entry form will appear as is section 6.2.

6.4 DELETE

This option allows you to delete an existing costing entry.

6.5 SEARCH

This option allows you to search for a single or group of costing entries. The costing search form will appear.
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Figure 11 - Costing Entry Search

You can enter a combination of data into the search screen to narrow down the list of entries returned to you. The fields are as follows:


ENTERED BETWEEN
Specify a range of dates during which the entry was created.


ITEM NUMBER

Enter all or part of the item number you are searching for


PRICE TYPE

Select a specific charge type to search


CUSTOMER REFERENCE
Enter all or part of the customer reference


COSTING END POINT
Enter a range of dates during which the costing end point falls.

You can fill in as many or as few fields as you wish. You can also use the wildcard character ‘%’ to represent unknown information.

For example


Item Number ‘M%’


Would return all items beginning with M

The results of your search are displayed in the costing form. To switch off the search, select ‘Remove Search Criteria’ from the popup menu.
6.6 INCLUDE, ONE MONTH

Selecting this option only displays entries which were entered during the past month (this is the default).

6.7 INCLUDE, SIX MONTHS

Selecting this option includes all entries which were entered during the past six months.

6.8 INCLUDE, ALL

Selecting this option displays all entries regardless of when they were entered.

6.9 SORT, ENTRY DATE

Selecting this option sorts the entries by the data on which they were entered.

6.10 SORT, COSTING POINT

Selecting this option sorts the entries by the costing end point

6.11 SORT, ITEM NUMBER

Selecting this option sort the entries by the item number.

6.12 VISUAL, AUTOFIT

With this option enabled, FREIGHMAP ensures that all columns in the list always fit into 

6.13 VISUAL, CUSTOMISE

The customise option allows you to include or exclude columns from the costing form.

7 – SALES CREDIT LIMITS

FREIGHTMAP has five different methods of enforcing customer credit limits. Your system administrator will configure the system according to method which best suits you.

The options are:


IGNORE LIMITS

No credit limit checking is performed


UNDER


The customer must be under their credit limit prior to any new transactions 

being entered. Even if the new transaction takes a customer over their 

credit limit, the transaction will be allowed as long as they were under their

limit prior to the transaction.


UNDER+OVERRIDE
Identical to ‘UNDER’ but FREIGHTMAP will also allow overrides to be issued.


OVER


The customer is not allowed to go over the credit. If the transaction currently 





being entered would take the customer over the limit, it is refused.


OVER+OVERRIDE

Identical to ‘OVER’ but FREIGHTMAP will also allow overrides to be issued

7.1 ISSUING A CREDIT LIMIT OVERRIDE

When entering a transaction which results in a credit limit being enforced the credit limit check form will appear.
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Figure 12 - Credit Limit Check Form

This form will show varying levels of information depending on the users privileges. For example, the account balance, work in progress and credit limits will not be displayed to users who do not have the ‘View Organisation Financial Data’ privilege. The financial data is not displayed to these users.

By clicking the ‘Override?’ button, FREIGHTMAP will check to see if an override has been issued against the job, file or warehouse line to which the charge relates. 

Only authorised users are allowed to issue a credit limit override. They can do so by selecting ‘Operations, Freight, Issue Credit Limit Override’ from the main menu. 
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Figure 13 - Issue a credit limit override

To issue the override you will need to enter the job, master file or warehouse line number and the customer. The override stays permanently against that item and customer. 

7.3 NON-CHECKED TRANSACTIONS

Some transaction types can be configured for no credit checking regardless of the system wide credit limit checking style. For instance a cancellation fee should be allowed against a job regardless of the customers credit limit and account balance.

7.4 CUSTOMERS AND SUPPLIERS ON STOP

FREIGHTMAP will not allow transactions to customers or suppliers who are marked as ‘On Stop’. Any existing transactions are allowed to be completed.

8 – CORRECTING A TRANSACTION

As is standard practice in accounting/book keeping convention, FREIGHTMAP will not allow you to edit or change an existing transaction once it has been confirmed and posted to the accounting software. To correct an entry which has already been posted, you can either issue an additional charge or a credit. This is standard practice in financial transactions.
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