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IInnttrroodduuccttiioonn  
Third party billing allows the sales history to be created for the customer receiving the 
product, while the accounts receivable is created for the company (third party) that will be 
paying the invoice. Third party billing is used for three types of orders: 

• Leasing Company 
• Inter-Market 
• GSA  

To use third party billing in DDMS, both the customer receiving the product and the third 
party company who will be paying the invoice must be set up in the Customer database. 

The company who will be paying the invoice should be assigned a Status that will allow 
accounts receivable to be created. (Status G-Z indicates that a customer may Charge.) 
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LLeeaassiinngg  CCoommppaannyy  OOrrddeerrss  
Setting Up the Customers 

When a customer finances through a leasing company, the customer and the leasing company 
are both set up in the Customer database. 

Customer receiving product/sales history built 

 
Company paying invoice/accounts receivable created 

 



 DDMS®  Third Party Billing 
 

Rev. 4/20/2010 © eCommerce Industries, Inc. Page 3 of 13 

 
Creating the Order 

In Furniture Order Entry, select the customer who is receiving the product. 

 
 
 

On the Item Detail tab, place items on the order. You may import SIF files, pull items from 
inventory, or create uncatalogued items. 
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On the Order Totals tab, select Third Party Billing in one of the following ways: 

• Click on the  Third Party Billing icon on the toolbar  
• On the menu bar as shown below, select Order Entry > Third Party 
• Press the CTRL and Y keys at the same time 

When the Third Party Billing window opens, you select the company that will be paying the 
invoice. The accounts receivable will be created for this account. 

By selecting “Leave existing sell price,” the leasing company will be billed the entire 
amount of the customer’s invoice. “Set cost to zero” should remain unmarked so that the 
accurate cost of the order will be recorded. 

Click OK to accept the third party billing information. Complete the order in your normal 
fashion. 
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IInntteerr--MMaarrkkeett  OOrrddeerrss  
Setting Up the Customers 

If another dealer hires your dealership to perform a job, such as delivery or installation, that 
dealer must be set up in the Customer database so that you can invoice them for the work 
you do.  

 
 

Tip:  You may wish to assign a unique Status to Inter-Market Dealers, such as status I. 
A unique status would allow you to limit when running reports. 

Additionally, the customer who is receiving the product must also be set up in the Customer 
database. 

Creating the Order 
In Furniture Order Entry, select the customer who is receiving the product. 

On the Item Detail tab, place items on the order. You may import SIF files, pull items from 
inventory, or create uncatalogued items. 

On the Order Totals tab, select Third Party Billing in one of the following ways: 

• Click on the  Third Party Billing icon on the toolbar  
• On the Menu bar, select Order Entry > Third Party 
• Press the CTRL and Y keys at the same time 

When the Third Party Billing window opens, you select the dealer who hired your 
dealership. The accounts receivable will be created for the dealer’s account. 

To price the order you have three options: 

• Create new line item with this price 
• Set price by % per item 
• Create new line item by % of all items 
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First, if the dealer who hired you agreed to pay you a flat rate, you would select “Create new 
line item with this price” and enter the flat rate in this field. 

 
 

Secondly, if the dealer agreed to pay you a percentage of the list or sell price per item, select 
“Set price by % per item” and enter the percentage in this field. You will also need to select 
either “List Price” or “Sell Price.” 

 

Finally, if the dealer agreed to pay you a percentage based on the list or sell price of the 
entire order, select “Create new line item by % of all items” and enter the percentage in 
this field. Additionally, mark either “List Price” or “Sell Price” so that the percentage will 
be calculated correctly. 
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“Set cost to zero” should be marked only if you are not purchasing product. If you do mark 
“Set cost to zero,” all of the items on the order will have a zero cost. Therefore, if you build 
a purchase order for those items, the cost on the purchase order will also be zero. 

 

Click OK to accept the third party billing information. 

If you selected “Set price by % per item,” the order will be re-priced and you can complete 
the order in your normal fashion. 

If you selected “Create new line item with this price” or “Create new line item by % of 
all items,” the pricing for each item will be set to zero; and a new uncatalogued item will be 
added to the order when you click Accept Order. The default item number for this 
uncatalogued item is TPB (Third Party Billing). 

 

You may specify your own item Number, Company, and Description, if you wish. 

 
 

The list price will default to either the flat rate you entered or the percentage of all items 
based on the price (list or sell) that you selected. If you marked “Set cost to zero,” the cost 
field will default to zero. 

Click OK to complete the order. 
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GGSSAA  OOrrddeerrss  
Setting Up the Customers 

When a customer purchases product directly from the manufacturer, the manufacturer may 
hire your dealership to perform a job, such as delivery or installation. Thus, the manufacturer 
must be set up in the Customer database so that you can invoice them for the work you do. 

 

Additionally, the customer who is receiving the product must also be set up in the Customer 
database. 

Creating the Order 
In Furniture Order Entry, select the customer who is receiving the product. 

On the Item Detail tab, place items on the order. You may import SIF files, pull items from 
inventory, or create uncatalogued items. 

 

On the Order Totals tab, select Third Party Billing in one of the following ways: 

• Click on the  Third Party Billing icon on the toolbar  
• On the Menu bar, select Order Entry > Third Party 
• Press the CTRL and Y keys at the same time 

When the Third Party Billing window opens, you select the manufacturer who hired your 
dealership. The accounts receivable will be created for the manufacturer’s account. 

To price the order you have three options: 

• Create new line item with this price 
• Set price by % per item 
• Create new line item by % of all items 

First, if the manufacturer who hired you agreed to pay you a flat rate, you would select 
“Create new line item with this price” and enter the flat rate in this field. 
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Secondly, if the manufacturer agreed to pay you a percentage of the list or sell price per item, 
select “Set price by % per item” and enter the percentage in this field. You will also need to 
select either “List Price” or “Sell Price.” 

 

 

Finally, if the manufacturer agreed to pay you a percentage based on the list or sell price of 
the entire order, select “Create new line item by % of all items” and enter the percentage in 
this field. Additionally, mark either “List Price” or “Sell Price” so that the percentage will 
be calculated correctly. 
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“Set cost to zero” should be marked only if you are not purchasing product. If you do mark 
“set cost to zero,” all of the items on the order will have a zero cost. Therefore, if you build a 
purchase order for those items, the cost on the purchase order will also be zero. 

 

Click OK to accept the third party billing information. 

• If you selected “Set price by % per item,” the order will be re-priced and you can 
complete the order in your normal fashion. 

• If you selected “Create new line item with this price” or “Create new line item by 
% of all items,” the pricing for each item will be set to zero; and a new uncatalogued 
item will be added to the order when you click Accept Order. The default item 
number for this uncatalogued item is TPB (Third Party Billing). 

 

You may specify your own item number, company, and description, if you wish. 
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The list price will default to either the flat rate you entered or the percentage of all items 
based on the price (list or sell) that you selected. If you marked “Set cost to zero,” the cost 
field will default to zero. 

Click OK to complete the order. 
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TThhiirrdd  PPaarrttyy  BBiilllliinngg  iinn  CChhaannggee  MMooddee  
In Furniture Order Entry Change mode, you can assign or remove Third Party Billing. 

Assigning Third Party Billing in Change Mode 
If Third Party Billing was not assigned when the order was originally created, you can assign 
it through the Furniture Order Entry Change mode. 

After bringing up the original order in Furniture Order Entry Change mode, click on the 
Order Totals tab. Then select Third Party Billing in one of the following ways: 

• Click on the  Third Party Billing icon on the toolbar  
• On the Menu bar, select Order Entry > Third Party. 
• Press the CTRL and Y keys at the same time 

The Third Party Billing window opens. 

 
 

Populate the fields as needed to assign Third Party Billing for a leasing company, an inter-
market dealer, or a GSA manufacturer. 

When the order is invoiced, the accounts receivable will be created for the third party. 

Removing Third Party Billing in Change Mode 
Third Party Billing that was assigned to the order when it was originally created can be 
removed through Furniture Order Entry Change mode. 

After bring up the order in Furniture Order Entry Change mode, click on the Order Totals 
tab. Select Third Party Billing in one of the following ways: 

• Click on the  Third Party Billing icon on the toolbar  
• On the Menu bar, select Order Entry > Third Party 
• Press the CTRL and Y keys at the same time 

The Third Party Billing window opens. 
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Click the “Cancel TPB” button to remove Third Party Billing. 

When the order is invoiced, the accounts receivable will be created for the customer 
receiving the product. 

UUssee  33rrdd  PPaarrttyy  BBiilllliinngg  TTaaxxaabbllee  SSeettttiinngg  ttoo  DDeetteerrmmiinnee  TTaaxx    
To give you more control over TPB tax calculations, you can set up Order Entry to use the 
third party billing customer’s Taxable Y/N setting, while using the end customer tax district. 

• The Use Third Party Bill To Taxable Setting box has been added to the Furniture 
O/E Third Party Billing dialog box. If you check this box, sales tax calculations will 
consider the third party's taxability setting along with the end customer's tax district 
for the selected address. Each line item as well as the order’s taxable setting, stored in 
the P-GLOBAL file, is updated. 

• A new parameter lets you specify that the Use Third Party Bill To Taxable Setting 
box be checked by default when the Third Party Billing dialog box opens. Go to the 
Order Entry General Configuration parameters. Set the Default to Use Third Party 
Bill To Taxable Setting box to Y. You can always change the setting in Order Entry 
as needed.  

A Customer Shipto w/Tax District Report is available. To add it to Preview Reports, use 
the "Set up Reports" Task and select from the ECI2 folder.  

For more information, see your online help in DDMS 8.22 or higher. 

 


	Introduction
	Leasing Company Orders
	Setting Up the Customers
	Customer receiving product/sales history built
	Company paying invoice/accounts receivable created

	Creating the Order

	Inter-Market Orders
	Setting Up the Customers
	Creating the Order

	GSA Orders
	Setting Up the Customers
	Creating the Order

	Third Party Billing in Change Mode
	Assigning Third Party Billing in Change Mode
	Removing Third Party Billing in Change Mode

	Use 3rd Party Billing Taxable Setting to Determine Tax

