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Overview

This document will detail the steps required to produce accounts receivable credit memos for both
the Ascente Service Dispatch and Job Cost modules. Ascente interfaces with the Traverse
accounting system. The invoices created in the service and job cost modules will end up in the
Traverse accounting system once processed in Ascente. Credit memos need to be created in
Ascente just as the invoices were. The process is very similar.

Occasionally we see operators try and bypass Ascente and just enter the credit memo directly in
the Traverse — Accounts Receivable module. That would fix the accounts receivable for the
customer, but would not update back to Ascente. The Ascente sales analysis, job cost and sales
tax reports do not reflect credit memos generated directly from Traverse. The general ledger
postings would probably also be incorrect.

In situations where service orders are invoiced using the incorrect invoice date, you need to do the

following:

1. Use the process detailed below to create a credit memo using the same incorrect date as the
original invoice(s) to reverse the postings and history records.

2. Create a new service order and process it exactly as the original one was done, but use the
correct invoice date this time.

The bottom line is that you must generate the credit memos through Ascente using the same
method as the invoice being credited was. This will assure that everything in both Ascente and
Traverse will both correctly reflect the credit memao.

Assumptions
This document assumes that you are familiar with invoice processing in the Ascente Service

Dispatch and Job Cost modules and that the credit memo being created is for invoices that were
generated through Ascente.

Ascente Invoicing Programs

e Service Dispatch Billing

e Job Cost — Job Contract Billing

e Job Cost — Job Time and Material Bill

Each of these methods will be reviewed and a detailed explanation of how to create credit memo
will be provided.
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Service Dispatch — Credit Memo Creation

Step #1.
Run the Ascente / Service Dispatch / Inquiry / Service Order History and select the service order
history record to create a credit memo for.

Jobsite for Service Order History

Lookup By Ilnvoice j
Jobsite I

Invaice |CADO0T0H Q
Ok | Cancel |

[ [12/19/2014 | 11:46 &M
Figure 1: Service Order History - Inquiry

Step #2:

Click on the [Copy To] button to create a credit memo — service order based on the service order
history record that was selected.

&= Service Drder History Inquiry for Jobsite 28 Centerpointe Dr. st e e | Eomy T i 2 [_ (O] |

ﬁlnlal@l@l |4| 4 | » | )|| )*l@l = e — a new service order will be created. /lﬁl*l \?l;&l |
Service Order History [CADDD106 Q Call Taken By: s Dae]2/1872014  ~| Time[0430PH =

| Billing I 1nv0ice| Tech Logl
rouble r— Service Order

Trouble IND Heat Tupe IHeating Cormments ;I
Prablem | The heater iz nat giving off hat air ;l ;l
=l 2d IMarketEonsuIt Tems ICDD—
—Jobzite Frice Level IHeguIar Tax Group 1D IL-&-—
Debsdliz |28 Centerpaint Dr. Branch IEaIifomia Dept IService
Mame [white, Aaran Maint | Bilable | FO |
Address 1 |28 Centerpointe Dr. OwnsRent I Age I
Address 2 I Irvaice ICADDD'I 0& Tupe Iln\roice j
City IWaInut Region ICA — Scheduling
Postal Code Wjﬂ Coutry Im Technician IBi"-"" E.
Email Iawhite@yahoo.com Status !ElDSEd

Figure 2: Service Order History record.

The new service order will be a copy of the original with the following exceptions:

e The new service order will be the same as the old one except that the characters ‘-CM’ will be
appended to it.

o The ‘Type’ field will be set to ‘Credit Memo'.

P
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dele s wl dr v oz @0 e 2] 7| 2% x |7 |SB
Service Order IE.AI]I]I]1I]B-EM Call™ = = e|'|2.-"19.-"2ﬂ'|4 j Time|11:50AM j

The original service order number was
Gereral | Biling | Invoice| Techlog | Scheduiing] CA000106. This credit memo - service
r— Trouble order number is CA000106-CM.
Trauble IND Heat j T_l,lpeIHeating — S ;l
Problem |The heater iz not giving off hat air. ;I I LI
= #id |MarketCansul =l Tems[COD COD Dux)
r—J obsi ; - I vl
ite Existing Jobsite™ [7 Update Jabsie m Price Level |F|egular J Tax Growp 1D | L4 La County
Johsite |23 Certerpointe Dr, Branch ICaIifomia j [rept I Service j
Mame IWhite,Aaron g Maint IBiIIabIe j PO I
Address 1 |28 Centerpointe Dr. g OwndRent I g Agel
Address 2 | Invoice | CADOC 0B-Chd Type | Credit Mema =l
N\
Q| city [walnut Region [CA —Scheduling /
ician |Billy B. hd
Postal Cods [31785 O couny [Usa UNIT ¥] Techician |Eily Q) status [open / =
Ermnail Iawhite@yahoo.com Prioriy IFleguIar - . o g " 0
Zone |LosAngeIes The ‘Type' is set to ‘Credit Memo
Type |Phone Number | Extension | Contact |
| [Primay  (909] 5551626 Aaron Est Hous | f.50 Sl o (0
Prom Date [12/13/2014 =]
(I : - — =
Contact Pram Time IAn_l,Jhme j I = | =i
’7 Call First IF'rimary ﬂ Caller |.~'-‘-.aron | Scheduled:

Figure 3: Newly created service order as a credit memo by clicking on the [Copy To] button.

Step #3:
You now will have to enter the detail to be credited on the work order associated for this service
order. You may need to add the work order record if it does not exist.

Work Order Entry — General Tab

BB s 1] v [n] rl@lo(x] Bl0|w] 2] EREN
Work Order [0010001CH Q) Service Drder [0010001CM gm TEXACO
‘whork, Order Subtotal: 000  Credit Memo Subtatal: 0.00 123 Main St
BRecalc Pricing | Recalc Taxes |

Main | Service Dldell Qetaill Irevaice .ﬂmountsl
r—work Order

Description [T hiz iz a credit mema of $100 of labor gales per.James. ﬂ

-
Status IEIosed j
Date [1/23/2008 =]

Techhician IJohn Fig j

Location 1D Im

Campanent I[None] j
| New Fiecord [1/23/2008 | 414PM 2
Figure 4: Work Orders [General] tab
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Work Order Entry — Detail Tab The unit price is the amount being
Ejl Work Orders credited. Note that no negative
= amounts are entered here or in the

ﬁlﬂll@l@.l N| 4 | » | N| >*|ﬁ|®|%| Im'@i' ‘?I quantity field. Because the service
order is flagged as a credit memo, the
Work Order IUU1 aooicM g Service Order IUU'I 0001 Ck negative amounts are assumed.
whork Order Subtatal: 10000 Credit Memo Subtotal:
. . ; . Recalc Taxes |
Malnl Service Order  Detall I Invoice Amountsl -
Item 1D Description Additional Dezcriptio e
ILabor = —
;l Undo
Locatian [D Bill Type Tax Class Component Oty Shipped GL Acct
cels...
{ceoom oarz] |Labor =l ]o co=] fmone) = 1.0000 =
No cost is entered here because you Lrit Cost Extended Cost Urit Price Exrtended Frice Cornm...
are not recovering your original costs. 0.0000) .00 I 100.0000 100.00) | ED Info...
—

Line| Item D Drescription Location 1D Bill Type| Oty Shipped Unit Price|  Extended Price
0 Labar ; 1 1.0000 100.0000 100.00

[ [ [1/23/2008 | 419PM

Figure 5: Enter the detail to be credited. Do not enter any negative amounts.

Work Order Entry — Invoice Amounts Tab

Ell Work Orders IS [=l E3

Fala(s| | n] rglo|s| B2 T
Work Order IWBI Service Order ERENEICY| glm :;?;Zi N
Wark Order 5 ubtatal: 100,00 Credit Memao Subtotal: 100,00
Mainl Service Drder' Detail  Irvoice Amounts | [Ereels (BT | izzele e |
— Payment: — Invoice Total
I | Methad 1D | Reference Amount| Subtatal: 100.00
Sales Tax: 6.00
Tatal: 106.00
Ireyoice Amaunt IW
Yariance: 0.00
Drue smaunt: 106.00
Uze Tax: 0.00

| [ FEMaint [1/23/200% [ 427FM

Figure 6: Verify that the tax and total are correct.
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Step #4:
Now you will need to process this using the Service Dispatch / Journals / Prebill process just as you
do for normal invoicing.

Step #5:

The batch created in Traverse from the previous step will need to be verified and posted. You will
need to run the Traverse / Accounts Receivable / Transaction Journals / Miscellaneous Credits
Journal to verify the batch totals.

Step #6:
You will need to run the Traverse / Accounts Receivable / Transaction Journals / Post Transactions
to post the batch just as you would for a batch of service invoices.

You have completed the process of creating a service credit memo.
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Job Cost— Credit Memo Creation Using Job Contract Billing

Step #1.

Assuming that the job that you want to issue a credit memo against still exists, run the Ascente /
Job Cost Transactions / Job Contract Billing program and enter the job number to be credited. In

this example you can see that the job OR403 for $10,000 has been billed for 50% which is $5,000.

Lets assume that we want to create a credit memo for the $5,000.

Job Contract Billing

5l Job Contract Billing Entry

GE| 1]« n] »+Blo] B]O]8]2]
Job IEIFMIB g@ Dacula Towers Irvoice... |

Phase | =l Totd Dollars: 10,000.00 % Complete: 50,00 Dollars Complste: 5,000.00

Invaice
’7 Customer (EIERra=ml g Bill's Property Management

| Description | Subtotal| Tatal Dollars| % Last Peri0d| % Eompletel Dollars Eomplete| Contract Date | Contract Type | Bill Dvigtrit
Install Coaler Unit 10,000.00 50.00 50.00 5.000.00 14142002 Contract Mechai

Note that this job is 50% billed for a total
of $5,000.

| New Record [1/23/2008 | 501 PM

Figure 7: Original invoiced for $5,000

Job Contract Billing

Ejl Job Contract Billing Entry I [=] 3

GE| « < m] = Rl2| B8 2]
Job IDFHIB g@ Dacula Toawers Irvaice... |

Phasze I j Total Dollars: 10,000.00 % Complete:  50.00 Dallars Complete: 5,000.00
~ Invaice
Customer IBi”SPIDDM g Bill's Property M anagement
Degeription Subtotal| Tatal Dc-llars| % Last Peri0d| B Complete| Dallars Complete| Contract D ate | Contract Type | Bill Cristrit
Inztall Cooler Unit ] 10,000.00 50.00 0.00 W 11,2008 Contract Mechani

To create the credit memo for the $5,000 you just need to
reduce the % Complete or Dollars Complete values. A

credit memo will be created for the amount that the Dollars
Complete is reduced by.

| Changed: sa 1/23/2008 5:02:00 PM [ [1723/2003 | 5:02 PM
Figure 8: Reduce the '% Complete' or 'Dollars Complete' for the amount to be credited.
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Step #2:

From this point, the credit memo is processed just as invoices are. You need to print the invoice by
clicking on the [Invoice] button and then update it by clicking on the [Update] button from the invoice
printing form.

Step #3:

The batch created in Traverse from the previous step will need to be verified and posted. You will
need to run the Traverse / Accounts Receivable / Transaction Journals / Miscellaneous Credits
Journal to verify the batch totals.

Step #4:
You will need to run the Traverse / Accounts Receivable / Transaction Journals / Post Transactions
to post the batch just as you would for a batch of service invoices.

You have completed the process of creating a job cost credit memo through the Job Contract Billing
program.

]
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Job Cost— Credit Memo Creation Using Job Time and Material Bill Program

Step #1.

Assuming that the job that you want to issue a credit memo against still exists, run the Ascente /

Job Cost Transactions / Job Time and Material Bill program and enter the job number to be

credited. The most important thing to remember here is just to set the ‘Type’ field in the header to
be ‘Credit Memo’. From this point forward, this credit memo is processed just as any regular invoice

is through this program.

Job Time and Material Billing Entry — Main Tab

_ﬁ Job Time and Material Billing Entry

FE| 1] m] R Bss] P

Job [0F404
Phase I j
Invoice Number I[NBW] g@l

Mair | Detail| Totals]

g@ Dacula Towers

Invoice. ..
Subtatal: 0.00

T lﬁ Sales Tax: 0.00
vpe M Tatal 0.00

Recale Tages

Becalc Pricing

—Job
Invaoice D ate I1.-"24."’2UUB -
Custorner |BillsProphd

~ Invaice

Terms [Met30 0% Disc, Met 30 W\

Tax Group ID ID’-\ California State \

Dist Code IDDD'I D omestic Customer <

Cust Level ITest Altoz Servers Company j

\eu\ The ‘Type’ field must be set to ‘Credit
t

— Memo’
x -

Enter the date to be used for this credit

memo in the ‘Invoice Date’ field.

PricelD |R1 Descl =
Currency ID |DDLIAF| 1S Dallar j Verify that this is the customer to be
credited, change it if necessary.
Bil Distribution | Mechanical =
Irvaice Repart Mane IJob Tirme & Material Invoice - Dj j
| New Record [ J24/2008 | 839 AM

Figure 9: Enter the job number and set the 'Type' to be 'Credit Memo'. All other values will default

from how the job was setup. You can change any of them if necessary.
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Job Time and Material Billing Entry — Detail Tab

Ell Job Time and Material Billing Eniry _[O] x|
_l_Iﬁ M 1 a]r M) +B|D| (]80T Please note that negative quantities are
Job [DRA04 Cancel Changes (Q+F12)|[ payia T not used because they are assumed on a [—

Phaze I Subtatal: 500.00 RBecalc Pricing
Sales Tax: 30.00 |
Invoice Mumber IUCU'I oooz g _I Type | Credit Memo Totat 53000 Recals Tages
Main ~ Detail | Iotals

Item Item D escription Additional Description
|Lab0r abar is being credited per James. =] i)
/ ;I Undo
Date Location Unit T ax Clazz tomy G /L Account Eill Digtribution
[1724/2008 | =] [canom oaktz] [HR =l o o= Jor -DD%D COGS Labor =] |Mecharical =
Cost Code Cost Distibution Update JC Guantit Unit Cost Extended Cost Unit Price Extended Price
{10m =18 [Laber =l = [ 5o | 0.0000 oo | A 1000000 | 500.00
Line| ltem Item D escription Quantity Unit Cost E ztended Cost Unit Price Extended Price| Ce
Labor 5.0000 0.0000 0. g 100.0000 500.00] 11

Please note that negative quantities are
not used because they are assumed on a

| Created: 1/24/2008 8:50:14 AM  Changed: =a 1/24/2008 5:50:13 AM J2A5008 [ SRR AM
Figure 10: Enter the line items to be credited.

Step #2:
From this point, the credit memo is processed just as invoices are. You need to click on the

[Invoice] button and then print and review the register by clicking on the [Register] button. Print the
credit memo by clicking on the [Invoice] button and then update it by clicking on the [Update] button
from the Job Time and Material Billing Invoice & Update form.

Job Time and Material Billing Invoice & Update Form

‘B Job Time and Material Billing Invoice & Update x|
i~ Select Report Yalues :
Begister |

Job: OR404
Fhaze: :
Irrvoice: OCO70002 Update |

Cuzstomer: BillsProphd
Ibwoice Date: 1/24/2008

Cloze

:

Regizter Report Mame IJob Time & b aterial B egister j

Irvoice Report Name IJob Time & Material Invoice - Dej

| | [1/24/2008 | 3:04 £M
Figure 11: This is available when the [Invoice] button is clicked. This is where the register and credit
memo are printed and then updated.

=
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Step #3:

The batch created in Traverse from the previous step will need to be verified and posted. You will
need to run the Traverse / Accounts Receivable / Transaction Journals / Miscellaneous Credits
Journal to verify the batch totals.

Step #4.
You will need to run the Traverse / Accounts Receivable / Transaction Journals / Post Transactions
to post the batch just as you would for a batch of service or job cost invoices.

You have completed the process of creating a job cost credit memo through the Job Time and
Material Billing Entry program.
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