.E DDMS® Third Party Billing

Introduction

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:

e Leasing Company
e 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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Third Party Billing

Leasing Company Orders
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

¥, Customer:

10004 ( ) ALEXANDER'S ANTIQUES
File Wiew Help

<@ DEXA-HYDESRI & v 4

Master T Shiptosdttention T Buyers/M anifest T DOrder Ertry T Credit T tachines
Acct #: 10004 Dept: Dept. Hame: |
Biling Address Rl peTzon 1:| T Jl
Name: |4 FxANDER'S ANTIGUES
Salesperson 2: | J [
Address: |
ThC Additional Mame and Contact
|?DDJEFFEHSDN ST Hame: |
Clis [ATLANTA Contact: | Type ? l_
St |Ga Zip: 30330 Route: Fegion: | Area: |
G : st
Entry Diate: Statuz |G Sic teip | A List: |
Fam: ,7 Remarks

Phone: |404.691-0233

=eMDERS ANTIGUES
Category 1: | Z| 3 4]

vAHOO.COM

Company paying invoice/accounts receivable created

#§. Customer: LEASE () LEASING COMPANY

File Wiew Help

<> d DEX A== RE & 7 4

Master T Shiptosdttention T Buyers/M anifest T DOrder Extry T Credit T tachines
Acct #: ’W Dept: l— Dept. Name: |
Bhillling A-ddres — Salesperson 1:| 311 J|
ELULEN | FASIMNG COMPANY RN J|
fadess: | Additional Mame and Contact
[101 MaIN 5T Name: |
L [EORT WORTH Contact: | Tope ? [
Sk W P |FE177 Ruoute: l— Hegion:| Area: |
Entry Date: ’7 Statuz (G Sic: l— Giroup: | List: |
Phone: [ggz. - Fa [ Remarks
E-Mail: |
Category 1: | 2:| 3:| 4:|
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Third Party Billing

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

& 10004 - Alexander's Antiques

File Order Entry Databases Wiew Help | Action Code Order *  [rder 103330
e .- Y= HE o * & Project 224 ProjectDesc ALERANDER'S ANTIGUL 2>
Global (F2) T Itern Detail [F3) T Order Totals [F4) ]

PayCoder |Charge = G/LLoc: [T Irw Loc: [1
Acct #: ﬂ 10004 Dept.: Dept. Name: |

Name: |4 F4NDER'S ANTIGUES ﬂ Ship To: (4] EXANDER'S AMTIOUES
Address: | Install  |ATTH: ALE=AMDER
| | Route:  |700JEFFERSON STREET
City: | | | [ATLANTA, |Ga  |30330

Phone: |404-691-0233
Status: |— Credit Lirmit % Cost: |— Dizcount: |— % Contracts

Remarks: |
Salesperzon: g |THEF|ESA LUBELSEI Purchaze Order #: | ALE= ANT/ALEASING CO.
Furniture
[~ General Project Demo/Loaner/Rental?
[V MNew Project Mone - Furriture Profile Settings...

[ Exizting Project

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

& 10004 - Alexander's Antiques

Dug Date : Ship D ate : Est. Delivery : Est. Inztall :

File  Order Entry  Databases “iew Help » Order 103330
& B i ! ol B & % e & Popct 224 ProjectDesc ALEXANDERS ANTIQUE
Glabal [F2) | temDewitFz) | Order Totals [F4) |
Item Number Company | Description Sort| Group| UM Order Ship|
* L3672 LCG Executive Desk, Letter Width 100 Ed 2 0
SPECIAL Pedestal, 350 « 72w
s C227 AW LCG E=ecutive Credenza, Letter 1 Ea 2 1]
SPECIAL *width Ped estal, 22 W
* FIETER LCG Dezk, Dual Ped, Oak, BEB/BF, 102 Ed 1 1]
SPECIAL WwifCenter D, 360 »
* F2O07ER LCG Credenza, Bi-Fold Door, Oak, 103 Ed 1 1]
SPECIAL 20D =72
s LW2472LCEG ... LCG Credenza, Left Pedestal, 104 Ea 1 0
SPECIAL WA Grommet , BEF, 24 0w 72
SPECIAL 432 432-Medium Cherre b
Sell Price $: Dizc Type: - %z  LContract: List
P Cost GE % | Margin §: |
Cornm.: |— Class: |— Dept.: |— Met: |— Max Disc %: l_ Fdir Order #: ’—
Tag #: Tag Desc.: | Mfg Disck:

F7 - Customer Item History, F8 - Settingz, F10 - Customer, Company or Desc Hist, F171 - Order Motes, Ctil+S - Customer Usage His
$ 9416.86 #19 27.83% | $ 1304875
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.E DDMS® Third Party Billing

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

e Click on the 'ﬁl Third Party Billing icon on the toolbar
e On the menu bar as shown below, select Order Entry > Third Party
e Pressthe 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.

¢ 10004 - Alexander's Antigues g@
File | Order Entry Databases Wiew Help » Order$ 103330
Global » Project Desc ALEXANDERS ANTIOUE
—— |tem Detai 4 -
—  Order Totals y [2EF3 [ OuerTotals Fa) |
On
Si
oi, 75 Woid Order Ctrl#t
@ Order Mates... F11
% Third Party
% Depogitz Chril+F12
@ Frint Groups
E Custarmner Evaluation Ctrl+F11
Fo P Hedberg Orders Shift+F3 [ Ending Order Status— — 104 prieg =
Ct P8 Modify Order Shift+F4 lf: Eg]]"Ff_Wﬂli;Ed_f_ , | Faxier?
. - Final Yerifie o
ProFoma  FM 1 & (B) - Initial Verified ,'; EJ::'FES?? Gclinlen
1 Acknawledgn AM ! " [4)-NotVerfied | [ Tams And Condiions 7 Accept Dider
Delivery Crkd 1
Inztall Ticket 1k 1 End Line ;|
Huote Qi 1
Irvvoice FD 1
1 Pi0's POZ25F 155
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Inter-Market Orders
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.

# Customer: 10017 [ ) INTERMARKET DEALER

File Wiew Help
> DEX A== B88 &- % 4
Master T Shiptosdttention T Buyers/M anifest T DOrder Extry T Credit T tachines
Acct #: 10017 Dept: Dept. Mame: |
Biling Address CelEaEmar 1:| 100 Jl
Name: ||NTERMARKET DEALER
Salespersan 2 | J|
Address: |
Additional Mame and Contact
|EDU ALLIAMCE FREEWAY Name: |
L% [FORT wORTH Contact: | Type? [
StoITw P |FE177 Ruoute: Hegion:| Area: |
Entry Date: Statuz: || Sic Group:| List: |
Phone: |gz2.531-4419 Fa |pg2-831-4420 AEmels
E-Mail: |
Category 1: | Z| 3 4]
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:

e Click onthe E-ﬁ Third Party Billing icon on the toolbar
e Onthe Menu bar, select Order Entry > Third Party
e Pressthe 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:

o Create new line item with this price
e Set price by % per item
e Create new line item by % of all items
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.E DDMS® Third Party Billing

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.

=3 10017 - Intermarket Dealer [Z”E|g|
Acct ﬂﬂ| 10017 Dept.: | Dept. Name: |
Hame: |INTEF|M.L‘«FEKET DEALER Status: |— Credit Linit § l—
Address:
City: | |

Phone: |682-831-4413

" Leave exigting =ell price

f Create new line item with this price: %[ 1500000

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.”

=1 10017 - Intermarket Dealer E”E|E|
Acct ﬂﬂl 10017 Dept.: | Dept. Name: |
MName: |INTEHMAHKET DEALER Status: |— Credit Linit § I—
Address:
City: | |

Phone: |632-5331-4413

™ Leave existing zell price

(" Create new ling itemn with this price;— §

[~ Set cost to zemo

o Set price by 3; DfEI item _ 0000 5 {* List Price
" Create new ling item by % of all items " 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.

=1 10017 - Intermarket Dealer [Z”E|g|
Acct ﬂﬂ| 1007 Dept.: | Dept. Name: |
Hame: |INTEF|M.L\F|KET DEALER Shatus: |— Credit Limit I—
Address:
City: | |

Phone: |652-831-4419

" Leave eristing zell price

™ Create new ling itern with thiz price; §

[ Set cost to zem

* Setprice by % per ftem _ T 2
{+ Create new ling item by % of all items (v Sell Price
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.E DDMS® Third Party Billing

“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).

% Uncataloged ltem Information

Hurber: Company

Drescription :

SelUoM: [Ea GLDept: [F Listg: [1500
Cormnmission Code : |_ Cost |07

| H

| H

oK | Help |

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

% Uncataloged Item Information

Mumber : |INTEHM.¢.HKET AGEMCY FEE Company : |ECI
Description : [INTERMAREET AGENCY FEE

Sell UOM : [EA GLDept: [F - List$: /1500000
Camrmizzion Code : |_ Cost % W

| [

| H

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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GSA Orders

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.

. Customer: ALLSTEEL { ) ALLSTEEL

File Wiew Help
«-> @ DEX A=yl 8 &- v 4
Master T §hipto.f'AttentionT Eu_l,lers;"Manife&tT DOrder Extry T Credit T tachines

Acct #: | ALLSTEEL Dept: Dept. Hame: |

Biling Address Salesperson 1:[ 311
Name: || STEEL | =l
Salespersan 2 | J |

Address: |
Additional Mame and Contact

(2210 SECOND AYE. Name: |
by [MOSCATINE Contact: | Type? [
Sk |la Zip: 52761 Route: Region: | Arear |
Entry Date: Statuz: | Sic Group:| Lt |
Phone: 3352557333 Fae [ Rlemarks

E-Mail: |

Category 1:| Z| 3 + N

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:

e Click on the 5-53 Third Party Billing icon on the toolbar
e Onthe Menu bar, select Order Entry > Third Party
e Pressthe 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:

o Create new line item with this price
e Set price by % per item
o 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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=3 ALLSTEEL - Allsteel

Acct#t @[ sLLSTEEL  Dept.: |
MName: |8LLSTEEL

Address:

City: | |

Phone: |383-255-7533

(™ Leave evisting zell price

(# Create new ling item with this price:

$| 3000.000

" Set price by % per item

4
(" Create new line itern by % of all ikemsz

ak.

Dept. Name: |

Status: |—

~

LCancel

Credit Limit &

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.”

ma ALLSTEEL - Allsteel

Acct # || ALLSTEEL

Mame: |8LLSTEEL
Addrezs:

Dept.: |

City: | |

Phone: |383-255-7533

" Leave exigting =ell price

" Create new line item with this price:

I

(+ Setprice by % per item

3.0000 %

B

(" Create new line ttem by % of all tems

Dept. Name: |

Status: |—

Iv Setcostto zera

fe List Price
™ Sell Price

LCancel

Credit Limit $

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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=3 ALLSTEEL - Allsteel

Acct #t @ || aLLSTEEL

MName: |8LLSTEEL
Address:

Dept.: | Dept. Name:

City: |

Phone: |383-255-7533

(™ Leave evisting zell price

(" Create new ling item with this price:

I

" Set price by % per item

10.0000 %

EEr

f# Create new line itemn by % of all ikemsg

Status: |—

- |
Credit Limit &

v Set cost to zemo

" Ligt Price
+ Sell Price

LCancel

“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 wil

| 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 informat

If you selected “Set price by % per item,’
complete the order in your normal fashion.

ion.

’ the order will be re-priced and you can

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 ¢

lick Accept Order. The default item

number for this uncatalogued item is TPB (Third Party Billing).

*. Uncataloged ltem Information
Number : Company :
Dezcription
Sel UOM : |Ea GLDept: [F List$: |267.67
Commission Code : |_ Cost $: |EI
ak. | Help |

You may specify your own item number, company, and description, if you wish.
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Third Party Billing

% Uncataloged ltem Information

Hurnber : |.-’-'-.GENEY FEE Company : [ALS

Description: [ALLSTEEL AGEMCY FEE

Sel UOM : |Ea GLDept: [ List$: |267.670
Commizzion Code |_ Cost % |.EIEIEI

|

|

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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Third Party Billing in Change Mode

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:

e Click on the E-EJ Third Party Billing icon on the toolbar
e On the Menu bar, select Order Entry > Third Party.
e Pressthe CTRL and Y keys at the same time

The Third Party Billing window opens.

=3 Third Party Billing !. E

Acct ﬂﬂ| Dept.: | Dept. Name: |

Newo: [ .. il

Address:

City: | |

Phone:

(o Leave existing =l price

" Create new line item with thiz price; §

[ Set costto zera

(" Set price by % per item ,7 = -

(" Create new line ttem by % of all tems o

aF. LCancel

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:

e Click on the 'ﬁl Third Party Billing icon on the toolbar
e On the Menu bar, select Order Entry > Third Party
e Pressthe CTRL and Y keys at the same time

The Third Party Billing window opens.
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=3 LEASE - Leasing Company !.E
Acct ﬂﬂ| LEASE Dept.: | Dept. Name: |
MName: |LE.-’-‘-.5ING COMPANY Status: |— Credit Limit I—
Address:
City: | |
Phone: |632- -

(+ Leave evisting zell price

(" Create new ling item with this price;— §

[ Set cost to zeo

" Set price by % per item ’7 % o
(" Create new line itern by % of all ikemsz -
Ok LCancel

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.

Use 3rd Party Billing Taxable Setting to Determine Tax

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.

e 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.

e 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.
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