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Fincon Accounting is equipped with a workshop module where job cards can be processed. The workshop 
allows you to manage warranty stock, out-of-warranty stock, stock used for installation or reparation, as well 
as stock booked out on contract. 
 
The different scenarios that exist in a workshop are endless. For this tutorial we will cover a few common 
scenarios: 
 
Scenario 1:  
 
Amber from Computer Retail Mecca bought a motherboard from you eight months ago. The motherboard 
seems to be dead, as it does not initialize any of the components attached. She decides to bring it to you. You 
do not swop items under warranty with your stock on hand. You test it first, then send it to your supplier, and 
wait for them to send you a new item or credit. 
 
Create a Customer Repair Order via Workshop -> Internal Customer Repair Order -> Enter CRO. 
 
Stock is involved in this CRO, therefore it is not a Support Call (Support Call = N). Fill in the technician 
code. Technician codes are created via Inventory -> Sales Reps -> Sales Rep Maintenance. Complete in the 

 tab. 
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Now complete the item details on the  tab. 
 

  
 
If the serial number entered is on file, the rest of the item detail will be filled in.  
 
NOTE: A serial number must be entered. Fincon will allow you to enter a serial number that is not on file for 
reference purposes. A serial number can also be created with the Serial Number Take On in Progress set to 
‘Y’ via System -> Company Parameters -> Stock/Workshop Settings, where GRV and Supplier information 
can be captured. Creating a serial number should only be done if the item will be swopped with one of your 
stock items, thus having the created serial number end up in your faulty stock.  
 
The column W indicates whether the item is under warranty (Y) or not (N). The column S indicates the 
service type. A clue of the different options is displayed in the status bar of the window. R = Repair, I = 
Installation, P = Preventative Maintenance. 
 
By clicking on the Fault and Notes buttons, the fault description and notes you might have may be entered. 
 
Click on the Status button to change the status of 
the CRO to Started. The current status is Pending 
indicated in the status column. 
 
 
 
Accept the CRO. 
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Your technician has tested the motherboard and found there is a problem. Due to the fact that it is under 
warranty you decide to send the motherboard to the supplier to have it swopped for another one. Your Internal 
CRO has now become and External CRO. Send this item to the supplier via Workshop -> External Customer 
Repair Order -> Send for Repair.  
 
 
Search for the appropriate CRO number. 
 

 
 
Fill in the supplier details where the board was originally purchased.  The item detail will appear at the 
bottom. Indicate with a Y in the Send column that this item has been sent away to the supplier. 
 
Any supplier reference or supplier notes you need to add can be done via their respective buttons. 
 
NOTE: On completion of the Send for Repair step, a Workshop Repair Order is printed. This document 
serves as a stock flow control mechanism. Also, the supplier must sign this document as proof of delivery. 
 
a) The supplier has tested the board, and returned a new item with a new serial number at no charge due to the 
warranty.  
 
To receive this item back and capture the new serial number information, go to Workshop -> Internal 
Customer Repair Orders -> Complete CRO. Enter the CRO number, and navigate to the  tab. 
Click the receive button to receive the item back from the supplier. The same step can be accomplished via 
Workshop -> External Customer Repair Order -> Receive From Repair. 
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Upon clicking the receive button, you will be prompted to enter the supplier invoice number and any charges 
the supplier might have added. Fill in the applicable information or leave blank if no charges were present, 
and accept. 
 

 
 
The item will disappear from the  tab indicating it has been received. To capture the new serial 
number for the swop item, navigate to the  tab. Enter the serial number for the swop item in the swop 
serial number column. 
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Fincon Accounting will warn you that this new serial number is invalid. Click Yes to the warning to confirm 
the serial number swop. 
 

 
  
Fincon Accounting will indicate that the swop took place. Click Accept to complete the CRO. You will be 
prompted whether the CRO should be marked as fetched by the client. Click the appropriate button to 
complete the customer repair order. 
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b) The supplier was unable to swop this item due to it being discontinued. You are given credit from your 
supplier. 
 
Due to your supplier giving you credit, you could also give the customer credit for this item via Debtors -> 
Credit Notes -> Scan Credit Note. 
 
Click Scan Items, and Allocate the serial number to the credit note.  
 
NOTE: To use the Scan Items function, Serial Number Tracking should be activated via System -> Company 
Parameters -> Stock/Workshop Settings. 
 

 
 

 
 
Enter the serial number. The customer details will be filled in. Accept the credit note.  
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This item will now be in Normal Stock again. You need to transfer the stock item to Faulty stock to be able to 
send it back to your supplier. Go to Inventory -> Stock Transfers -> Stock Type Transfers. 
 

 
 
Select the appropriate From (Source) Stock Type radio button, and the appropriate To (Destination) Stock 
Type radio button. Click the Scan button and scan the serial number.  
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Click Accept to confirm the transfer from normal stock to faulty stock. 
 

 
 
No that this item is in faulty stock, you will be able to send it to the supplier to receive credit. 
 
Go to Creditors -> Faulty Stock -> Send Stock to Suppliers.  
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Enter the appropriate creditor account number. Click the Scan button to allocate the faulty items serial 
number. Click Accept to complete the Send Stock to Supplier process. 
 



 

 
 
Revision 1.0 August 2005 

Page 10 
     

© Fincon Information Technologies (Pty) Ltd. 

 
 
In order to receive credit from your supplier, go to Creditors -> Faulty Stock -> Receive Credit from Supplier. 
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Enter the creditor account number. The item that was sent in the previous step will display in the stock at 
suppliers box. Double click the item to have it move to the detail line on the form. Accept the form to 
complete the receive credit from supplier process. A debit note will be generated from your supplier. 
 
 
 
Scenario 2:  
 
Mr. Johnson from The 1 Stop Computer Shop purchased a 17” monitor from you yesterday. Mr. Johnson 
claims an out-of-box failure because the monitor never switched on at all. You decide to book it in, and test it. 
Your supplier has an agreement with you that any monitor that fails should be swopped with your stock on 
hand, and the faulty one will be swopped with a new one from your supplier’s stock. 
 
Create a Customer Repair Order via Workshop -> Internal Customer Repair Order -> Enter CRO. 
 
Stock is involved in this CRO, therefore it is not a Support Call (Support Call = N). Fill in the technician 
code. Technician codes are created via Inventory -> Sales Reps -> Sales Rep Maintenance. Complete the 
detail on the  tab. 
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Now fill in the item details on the  tab. 

 
 
If the serial number entered is on file, the rest of the item detail will be filled in. The column W indicates 
whether the item is under warranty (Y) or not (N). The column S indicates the service type. A clue of the 
different options is displayed in the status bar of the window. R = Repair, I = Installation, P = Preventative 
Maintenance. 
 
By clicking on the Fault and Notes buttons, the fault description and notes you might have may be entered. 
 
Click on the Status button to change the status of the CRO to Started. The current status is Pending indicated 
in the status column. 
 

 
 
Accept the CRO. 
 
Due to the agreement with your supplier, you can immediately swop the faulty item with one out of your 
normal stock.  
Complete this CRO via Workshop -> Internal Customer Repair Order -> Complete CRO. 



 

 
 
Revision 1.0 August 2005 

Page 13 
     

© Fincon Information Technologies (Pty) Ltd. 

Enter the applicable CRO number. Navigate to the  tab. Enter the serial number for the swop item in 
the Swop Serial Number column. Accept the CRO to complete the process. 
 
NOTE: This swop serial number in this scenario has to exist on file, otherwise Fincon will assume that the 
swop out was done at the supplier. This mistake is commonly made, if the swop item is in stock, but no serial 
number has been attached to it (i.e. Scanning the Goods Received Voucher on which the item was entered). 
 

 
 
The faulty stock can now be sent to the supplier for a new swop item. Go to Creditors -> Faulty Stock -> Send 
Stock to Supplier. Enter the supplier where this item was purchased. Click on Scan button to allocate the 
serial number.  
 

 
 
 
 
 



 

 
 
Revision 1.0 August 2005 

Page 14 
     

© Fincon Information Technologies (Pty) Ltd. 

The item information will appear on the form. Click Accept to complete the sending process. 
 

 
 
Once the supplier has sent you the new item, you can process it via Creditors -> Faulty Stock -> Receive 
stock from Supplier.  
 
Enter the applicable creditor account number. The stock that is at the supplier will appear in the Stock at 
Suppliers box. Double click this item to enter it onto the forms detail lines. 
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Click Accept to complete the process. 
 
Notice that in the case of your supplier sending you a completely different item to the original item sent, this 
can be entered in the Swop Item column. 
 
The item that was received from the supplier is identical to the item that was sent, however the serial number 
is different. To capture this change in the serial number, go to Serial Numbers -> Scan Serial Numbers -> 
Receive Stock from Supplier.  
 
Enter or search (F2) the applicable document number for the receive stock from supplier process.  
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Click start scan to have Fincon prompt for the new serial number received from the supplier. Enter the new 
serial number. 
 

 
 
On entering the new serial number, Fincon will prompt that the new serial number is invalid. Click Swop to 
tell Fincon that this is a swop serial number for the item that was originally sent. 
 

 
 
Select Current Supplier and OK to have Fincon list the supplier item with which it is being swopped.  
 
NOTE:  In the case where serial numbers were taken on (via Serial Numbers -> Serial Number Take On) no 
supplier information will be present, therefore you should select the All Suppliers radio button to select the 
applicable supplier. 
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Select the appropriate item from the list, and click OK. 

 
 
Fincon will now have swopped the two serial numbers. 
 
This procedure of swopping items within the workshop via Customer repair order could have been avoided. 
Via Serial Numbers -> Scan Serial Numbers -> Swop-out, the above procedure could have been completed by 
merely scanning the faulty serial number, and the swop serial number. This procedure however has the 
drawback of not being able to control the stock item while it is being tested by your workshop.  
 

 
 
NOTE: When this sort of swop-out is done, the scanned faulty serial number will automatically be moved to 
Faulty Stock. The swop serial number will be taken from your normal stock if swop-out stock is disabled in 
the Company Parameters. If swop-out stock is enabled, normal stock will need to be transferred and scanned 
to the swop-out stock type. 
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Scenario 3:  
 
Billy has never purchased anything from you. He has a standard machine that he would like to upgrade to 
enable him to play the latest games. You have all the components he is looking for and decide to book his 
machine into your workshop so that the upgrade can be done. 
 
Create a Customer Repair Order via Workshop -> Internal Customer Repair Order -> Enter CRO. 
 
Stock is involved in this CRO, therefore it is not a Support Call (Support Call = N). Fill in the technician 
code. Technician codes are created via Inventory -> Sales Reps -> Sales Rep Maintenance. Complete the 

 tab. 
 

 
 
 
Now fill in the  tab. You need to enter a serial number in the applicable column. This serial 
number could be the one on the power supply of Billy’s computer case. You could also use pre-printed 
serialized stickers to book this sort of job into the workshop. 
 
NOTE: The serial number entered must be unique for every job booked into the workshop. The purpose is to 
ensure accurate tracking and reporting of items in the workshop, or previous items that were in your 
workshop. 
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In either of these cases, Fincon will warn you that these serial numbers are invalid as they do not exist on file. 
Click yes to continue using this serial number. 
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Enter a description of the item or job that was booked into this job card. Click the Fault button and mention 
that this machine is not being repaired but upgraded (for future reference). Change the value to I in the S 
column to indicate that this is an installation. 
 

 
 
Change the status to Started via the Status button.    
 

 
 
Click Accept to commit to this Customer Repair Order.  
 
 
According to the specefication sheet that Billy gave you, he would like a memory upgrade from his existing 
128MB to 512MB. He also needs a good graphics adapter and has decided to add in a DVD writer drive. 
 
Your technician has requested these items from you. To allocate these items to the job, a stock transfer from 
your normal stock to the customer repair order should be done. Go to Inventory -> Stock Transfers -> Stock 
Type transfers.  
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Select the From (source) Stock Type and the To (destination) Stock Type. In this example From Stock Type = 
Normal Stock and To Stock Type = Customer Repair Order. Now enter the Technician Code and the 
applicable CRO number. (F2 can be used to search for the technician code and CRO number). Enter any 
remark you might have. 
 

 
 
Click Scan, and scan the component serial numbers to allocate them to this CRO. Close when scanning is 
completed. 
 

 
 
 
 
The allocated items will appear on the stock transfer. Click Accept to commit to this stock transfer. 
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These items are now part of the Customer Repair Order, or in this case the Job Sheet. Your technician takes 2 
hours to complete the installation and testing of this upgrade. You charge R55-00 per hour for labour on 
installations. This must be added to the CRO items used in the job. Go to Workshop -> Internal Customer 
Repair Orders -> Complete CRO. 
 
 
Navigate to the  tab. The items and serial numbers which were previously transferred and allocated 
will be displayed in the Stock Transferred table. Any other non-stock (service) items can be added in the 
Other Charges table at the bottom. Here we added our 2 hours of labour charged.  
 
NOTE: Non-stock or service type items are created as normal via Inventory -> Stock Maintenance. The item 
type field within Stock Maintenance should be set to 1 to have it as this sort of item. 
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 Navigate to the  tab and change the Status of this CRO to Completed. 
 

 
 
Click Accept to commit to the completed CRO. 
 
 
 
 
 
 
 
 
 
 
Billy is happy that his machine is now upgraded. The CRO can now be invoiced via Debtors -> Invoices -> 
CRO Invoice. Enter the CRO number to have all the information from the CRO pulled through. Accept the 
invoice if all pricing and details are correct. 
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Scenario 4: 
 
Jane from Super Computer World brought back a hard drive on behalf of one of her customers. This hard 
drive was purchased from you before you implemented the Fincon system, so the serial number should be on 
file but is not.  The hard drive’s warranty period has also unfortunately expired. She asks you to send it back 
to your supplier to have the data recovered and the drive repaired.  
 
NOTE: Due to the fact that this hard drive was purchased before Fincon was implemented the serial number 
needs to be taken on to allow it to be on file. To enable this feature navigate to System -> Company 
Parameters -> Stock/Workshop Settings and set Serial Number Take On in Progress to ‘Y’. Click Accept to 
change the company parameters. Re-enter Fincon via File -> Re-enter as new User. 
 
Create a Customer Repair Order via Workshop -> Internal Customer Repair Order -> Enter CRO. 
 
Stock is involved in this CRO, therefore it is not a Support Call (Support Call = N). Fill in the technician 
code. Technician codes are created via Inventory -> Sales Reps -> Sales Rep Maintenance. Complete the 
detail on the  tab. 
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Now fill in the  tab. Enter the hard drive’s serial number in the applicable column.  
 
NOTE: The serial number entered must be unique for every job booked into the workshop. The purpose is to 
ensure accurate tracking and reporting of items in the workshop, or previous items that were in your 
workshop. 
 
 



 

 
 
Revision 1.0 August 2005 

Page 26 
     

© Fincon Information Technologies (Pty) Ltd. 

 
 
On accepting the entered serial number, Fincon will display an error that the serial number does not exist. Due 
to you wanting to take the serial number on, select ‘Yes’ to create the serial number. 
 

 
 
To complete the taking on of the serial number you need to enter the original Goods Received Voucher 
number and date. Next, enter the supplier account number, original invoice number and date, and the item 
number for the serial number. Click Accept to confirm the information. 
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Now that the serial number has been created, enter a fault description and notes where applicable. Change the 
status of the CRO to Started. 
 

 
 
Click Accept to commit the CRO. 
 
You can now send the hard drive to the supplier via Workshop -> External Customer Repair Order -> Send 
for Repair. 
 
Enter the applicable CRO number, as well as the supplier information. Enter a ‘Y’ in the SEND column to 
indicate that the item is sent away. 
 
Any supplier reference or supplier notes you need to add can be done via their respective buttons. 
 
NOTE: On completion of the Send for Repair step, a Workshop Repair Order is printed. This document 
serves as a stock flow control mechanism. Also, the supplier must sign this document as proof of delivery. 
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Click Accept to commit the CRO. 
 
The supplier has sent back the repaired drive with the recovered data. You need to receive it back from repair 
via Workshop -> External Customer Repair Order -> Receive from Repair. 
 
Enter the supplier account and click Accept to display all items at this specific supplier. Select the appropriate 
item to receive back. Click the Receive button. The Customer Repair Order Receive Detail box will appear. 
Here you can enter the supplier invoice number and the invoice amount. Click Accept to commit. Click Close 
to complete the receiving from repair process. 
 
NOTE: The invoice number and invoice amount entered is for reference purposes only. It will not 
automatically be entered as charges on the CRO. 
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Drives R Us charged you an amount of R.560-00 for the reparation and data recovery. To carry the charges 
over to your customer, you need to enter a buy-out. This buy-out can be placed on the CRO and other charges 
can be added.  
 
Go to Creditors -> Buy-Outs -> Enter Buy-Out. Press enter to skip the order number field and enter the 
applicable supplier account number. Next enter a description of the service you received from the supplier 
with the respective invoice number and amounts. 
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Click Accept to commit the Buy-Out. 
 
You can carry this charge over to your customer and add additional charges by adding them on the CRO. Go 
to Workshop -> Internal Customer Repair Order -> Complete CRO. 
 
Enter the applicable CRO number and navigate to the  tab. In the other charges table you can insert 
the buy-out as well as add additional charges. Use the clues in the status bar to insert the buy-out. 
 

 
 
Press <F4> to invoke the search for inserting the buy-out. Press <F2> on the SRV Number field to invoke the 
search for the specific Service Received Voucher (Buy-Out) number. Select the appropriate document, and 
confirm by clicking Accept. 
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The buy-out information will be displayed in the other charges table. You can change the price from R491.23 
excl. (R560-00 incl.) to R657.89 excl. (R750-00 incl.). 
 
Jane also requested that the drive be delivered to their offices. You can also enter a deliver charge in the other 
charges table. These items must be non-stock (service) items only. 
 
NOTE: Non-stock or service type items are created as normal via Inventory -> Stock Maintenance. The item 
type field within Stock Maintenance should be set to 1 to have it as this sort of item. 
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Navigate to the  tab and change the status of the CRO to Completed. Click Accept to commit the 
CRO. 
 
You can now also invoice the customer via Debtors -> Invoices -> CRO Invoice. Enter the applicable CRO 
number, and click Accept to commit. 
 
The invoice will display all the charges made out to the customer. 
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Support Contracts 
 
The Bank of South Africa has one of your photocopy machines on contract. The contract is for a period of 6 
months at R450-00 a month. The agreement states that the one toner cartridge for the photocopy machine as 
well as the first 1000 copies are included at no charge on a monthly basis. Copies made above the 1000 copy 
limit is chargeable. 
 
Fincon Accounting also caters for stock which is out on contract. These sort of items include air conditioners, 
photocopy machines, etc. A contract is created via Workshop -> Support Maintenance -> Contract 
Maintenance.  
 

 
 
Enter a contract number. Fincon will prompt to create this non-existing contract. Click Yes to continue. 
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Enter the debtor account who’s contract it is. Enter the correct contract start date and contract end date. Enter 
any remarks you might have. Navigate to the table’s Serial Number column. Here contract item information is 
added. Refer to the status bar of this form to get clues on the keys to be pressed to enter the item information. 
 

 
 
 
Press <Insert> on the keyboard to add in the items information. The Contract Maintenance – Add Item form 
will be called up. 
 

 
 
Fill in the item’s serial number. If the serial number is on file, the item information will be pulled through. On 
the  tab, fill in the item’s category, item number. The contract type must also be added. Contract types 
are created via Workshop -> Support Maintenance -> Contract Type Maintenance. Add any remarks which 
apply to the item itself or people supporting that item. Enter the Service Start date of the item. This is when 
the first service on the machine will commence. Next, enter the interval days for services in the Service Days 
field.  
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The Sub-Account information needs to be entered. This account is the account which has the physical item on 
their premises, therefore the contact information and telephone numbers are important. The physical location 
of the item can also be entered in the Location field.  
 
NOTE:  Keep referring to the status bar to get a clue on what each field needs entered. 
 
On the  tab the contract invoice information and specific charges are added. 
 

 
 
Change the N to Y in the Invoice(Y/N) field to indicate that the customer will be invoiced. Add the debtor 
account number who is responsible for paying the invoice.  
 
NOTE: The Invoice account can be different. Example: The copy machine is at the Bloemfontein branch 
(BAN002) of Bank of South Africa, but the head office (BAN001) pays for the contract. 
 
Now add in monthly charge amount and the non-stock (service) item which represents the monthly charge 
amount for the contract. 
 
NOTE: Non-stock or service type items are created as normal via Inventory -> Stock Maintenance. The item 
type field within Stock Maintenance should be set to 1 to have it as this sort of item. 
 
The above contract is R450-00 a month. This contract includes 1000 copies at no charge. Copies made above 
1000 and below 5000 are charged at 30 cents each. Any copy made above 5000 copies is charged at 60 cents a 
copy.  
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Fill in this charging information as well as the non-stock (service) item which represents this charge. 
 
The Validation Quantity represents the monthly number of copies which should not be exceeded by the 
contract holder. The Opening Quantity is the current reading on the machine’s meter as to how many copies 
have been made on this machine. Enter these quantities and click Accept to commit the item’s addition. 
 

 
 
Your item and serial number information will now be added to the contract. Click Accept to commit the 
contract. 
 
The Bank of South Africa has called you to send a technician out to replace the toner cartridge. To capture 
this process go to Workshop -> Internal Customer Repair Order –> Enter CRO. 
 
Enter the applicable technician code. Navigate to the  tab and then enter the Contract’s Sub-
Account information.  
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Navigate to the  tab. Here you can right-click or press F2 to invoke the Contract search.  
 
Click OK to display the various items on contract based on the contract number.  
 

 
 
Select the applicable contract and click OK. 
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The contract item details will be filled in and the contract number will be displayed in the blue box. Change 
the service type to I (Installation). Enter the fault description or work to be done. Fincon will automatically fill 
in the  tab based on the information on the specific contract. Click on the Status button to change 
the status to Started. 
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NOTE: By clicking on the Contract Info button, the contract information will be displayed. 
 

 
 
Close the View Contract Information form, and click Accept the commit the Enter Customer Repair Order 
form. 
 
A toner cartridge needs to be transferred to the Customer Repair Order, and invoiced at zero Rand. 
 
Go to Inventory -> Stock Transfers -> Stock Type Transfers.  
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Select the From (source) Stock Type and the To (destination) Stock Type. In this example From Stock Type = 
Normal Stock and To Stock Type = Customer Repair Order. Now enter the Technician Code and the 
applicable CRO number. (F2 can be used to search for the technician code and CRO number). Enter any 
remark you might have. Click the Scan button and allocate the serial number of the toner (if applicable) to the 
Customer Repair Order. Accept the Stock Transfer. 
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The toner cartridge is now part of the customer repair order created earlier. Go to Workshop -> Internal 
Customer Repair Order -> Complete CRO. Navigate to the  tab. 
 

 
 
Here you can see the that the toner cartridge is now part of the CRO’s Stock Transferred. 
 
Navigate to the  tab, and click the Status button and change the status of the Customer Repair 
Order to Completed. Accept the CRO to commit. 
 
Go to Debtors -> Invoices -> CRO Invoice to create an invoice at zero Rand for the toner cartridge, as these 
are the terms for the Copy and Service Contract they have entered into. The Contract Number is also visible 
on this invoice. Fincon will link the zero charge invoices, and charge invoices to this contract number, 
allowing a report to be generated on the amount of income or expenditure per contract.  
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Enter the applicable CRO number. The CRO details will appear on the invoice. Change the price of the toner 
cartridge to zero Rand.  
 
NOTE: The ability to Allow Prices Below Retail should be enabled under System -> Company Parameters  
-> Global Settings. Also, the per user right Sell Below Suggested Retail should also be ticked under System -> 
Users and Passwords -> Other. 
 
Click Accept to commit the CRO invoice. 
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The contract conditions state that monthly invoices are processed based on the monthly rental charge and the 
difference between the current meter reading at the end of the month and the previous monthly meter reading. 
Before an invoice is processed however, the current meter reading at the end of the month should be entered.  
 
Go to Workshop -> Support Maintenance -> Process Meter Readings. 
 

 
 
Click Accept to display all contract entries. When the contract was originally entered, the opening (starting) 
meter reading was 3258 which is displayed in the column marked PREVIOUS. The new meter reading a 
month later is 4956 which must be entered in the column marked CURRENT. This will work out the number 
of units the customer used; in our case 1698 as shown in the UNITS column. 
 
Click Close to commit the process meter reading form. 
 
If this meter reading is correct, it can be invoiced. If it needs correction, it can be done under Workshop -> 
Support Maintenance -> Process Meter Readings and Accept. This will allow you to re-enter a meter reading. 
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Go to Workshop -> Support Maintenance -> Process Invoices. 
 

  
The contracts that have had meter readings processed will appear here ready to be invoiced.  
 
NOTE: Make sure the ERRORS column is blank. Errors will appear here if the are discrepancies with the 
specific account. For example: If the error Rep is displayed, it means that the debtor account has now Sales 
Rep allocated to it under Debtors -> Account Maintenance.  
 
The status bar on the form will give clues on how to process these invoice.  

                                      
 
By pressing <F3> on the keyboard, you can individually select invoices you would like to process. An 
asterisk will appear in the SEL column indicating that it is selected for invoicing. 
 
 
 
 
 
 
 
 
 
 



 

 
 
Revision 1.0 August 2005 

Page 46 
     

© Fincon Information Technologies (Pty) Ltd. 

 
Click Process to generate an invoice for the selected contracts. 
 

 
 
An invoice number will appear for all processed contracts as displayed above. 
 
Viewing this invoice, you will be able to see the breakdown information according to the contract. 
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You can now report on the income received on this contract based on your expenses (the toner which was 
invoiced at zero Rand) and the contract invoice (monthly charge plus meter reading invoice). 
 
Go to Workshop -> Reports -> Income per Contract. Click Accept to display all contracts. 
 

 


