Support Notes

Activities and Items on Invoices

This support notes are suitable for:

« MYOB Premier
« MYOB Premier Plus

Solution Summary
MYOB enables you to include inventory items on time billing invoices.
To activate this option:

Go to the Setup menu, choose Preferences, click the System tab and mark the option | Include
Items On Time Billing Invoices, then click OK

In service type industries, it's quite often necessary to combine labour charges and inventory on a
sales invoice. MYOB's Time Billing module easily accommodates this by allowing Time Billing
Activities and Items to be included on the same Time Billing invoice.

How do | setup my company file so items can be included on time billing invoices?

Items are easily inserted into Time Billing invoices by simply adding the Items after preparing the
Time Billing invoice. The flexibility of your MYOB program also allows you to include Headings and
Subtotals; adding real functionality to your invoices.

There are no setup steps needed to activate the ability to include Headings and
Subtotals. However, before Items can be added to a Time Billing invoice you must activate this
option:

1. Go to Setup choose Preferences and click the System. Place a check mark against the |
Include Items On Time Billing Invoices option then click OK.

2. Mark the I Include Items On Time Billing Invoices option then click OK.
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How are items added to a time billing invoice?

The steps below outline how to include Items, Headings and Subtotals on Time Billing invoices.

1.

2215

Create the Time Billing invoice by going to the Time Billing command centre and clicking
Prepare Time Billing Invoice. Select the Customer, the Activities then click Prepare Invoice.

. With the Time Billing invoice displayed, place your cursor in the Date field of the first line of

the invoice, go to the Edit menu and choose Insert Heading; enter Heading text such as:
Labour.

The first Activity will be moved down to the next line when the Heading is inserted.

Place your cursor in the Date field on the next free line after the last Activity, then go to the
Edit menu and choose Insert Subtotal. Enter the Subtotal text then press the <tab> key.

. Place your cursor in the Date field on the following line. Go to the Edit menu, choose Insert

Header then enter the Header text.

Position your cursor in the Hrs/Units field on the next free line. Enter the quantity of
Items being sold then press the <tab> key again to move to the next field.

Press the <tab> key once again to display your Items List. Select the Item to be sold then
click Use Activity or Item.

Repeat Steps 5 & 6 for all the items to be included on the invoice.
Place your cursor in the Date field on the first blank line after the last Item. Go to the Edit

menu, choose Insert Subtotal and enter the Subtotal text. Check the invoice details then
click Record.

Page 2 of 3



The following window shows a Time Billing invoice which includes Items, Headers and Subtotals.

Customer o |Camernn, James §| Terms 5¢: 2.6% 15t Net 30th atter EQM W TaxInclusive
Shipto [+ Jamas Cameron Imvoice #: 00000101
34 Bailey Avenue ]
Moorabbin victoria 3025 Date: |29/05/2003
Customer PO #
Hrsilnits Artivity {ate Armount Job
Lahour -
2800572003 1|5xServicel Senice Charge 10450 F104.50 GST
2950572003 2|=xService Service Charge 104,50 F209.00 GET
2950572003 1|exService Senice Charge F104.50 F104.50 GET
Subtotal F418.00
Farts Used
1/==100 Cooler Large™ F520.00 F520.00 GST
1|=x220 Zooler Filter Medium F43.00 F43.00 G8T
15120 Caaoler Filter Large F67.95 $6T.95 GET
Subtotal FE30.85
Salesperson o Parker, Peter = Subtotal: $1,045.85
Comment: Thank you! = Freight: £0.00 GET &
Ship Via: 5 Tan 5 59536
FPromised Date: Total Amount: $1,048.85

Journal Mema: |Sa|e; Carmeron, James Faid Today: F0.00
Referral Snurce:| %| FPayment Method: |EFTPOS = Details... |

[ Already Printed or Sent Balance Due: $1,048.95

(1) Save Recurring | () Use Recurring | oe Reimgurae| IR | Categnrg.r:| $|

Can items be included if entering time billing invoice from the Sales command
centre?

Time Billing invoices can be recorded using either the Time Billing or Sales Commend Centres
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