ARTSYSTEMS SOFTWARE

Applying Credit Memo to a New Transaction
TRANSACTIONS - CREDIT INVOICE

APPLYING CREDIT MEMOS

Artsystems GalleryPro and Studio allows a work or works on an Invoice to be converted
to a Credit Memo. If payment for the work(s) has already been received; the buyer is
credited the monies to their account for use on a future purchase. This document will

demonstrate the process of correctly applying credited monies to a future purchase
transaction.

Scenario: Buyer A purchases two works on one invoice. Two payments are received
paying the invoice in full. Buyer A returns one work for credit. Buyer A then purchases

a third work on a new invoice. Credited monies from work returned are applied to new
invoice.

INVOICE

I. Aninvoice is created for Buyer A with two works.

s =101 ]
Sald to: Ship'ta: Inrvoice IINDD1 3
: i
B A 2 2| Shipped?
11 'wiest 25th Strest i T
Bth Floor —]
Mew York, NY 10010 S .
Works I Maotes I Shiprrent Mizc. I
nventory #7 Autigt Title Retail & Dizcount Sales Price
0o0s7 Chagall, Marc, 1883-15  |Flowers 3/100, 1968 200000 0 0.00 8.000.00
Day-025  |Davies, Sally Painting no. 239: Lichten ge0000 O 0.00 2.500.00
| | | |
| | | |
™ Work Discount: | 1es00o0| oon| | 16,500.00
Total Mizc. I 0o
SubTotal; I 16,500.00
Prepared: ’US.I"EH J2006 | By: l j T ax Jurisdiction 1:|NYE Sales Tax j l 8.2500 | 1.361.25
Authorized: |/ / By: | Tl Taxdurisdiction 2| | | .oooo] .00
Total: I 17.861.25

RECEIVE PAYMENT

Two payments are received for the above works. The first payment is for $10,000.00
and the second payment is for remaining balance of $7861.25.
2. Create first received payment for $10,000.00.
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Tranzachions =]
Recetved from: Receipt IHEDUUE

Buper & N

11 West 25th Strest _! Payment Methad I vl
Ath Floor

Mew York, MY 10010 N Reference #: I

Works I Maotes I Shipment hizc.

IN0O013 03/01 /2006 17.861.25 7.861.25 10,000.00
Prepared: IUSHUE/2DUB By I ll
Buthorized: | il By l j

Total: | 10,000.00

3. Create second received payment for $7,861.25.

Click in the Received
Received fron . . Receipt iHEDDDE
— el from field to hyperlink
11 'West 25th Street -
i _I'| to contact record. Payment Wethod | |
Mew ork, MY 10010 S Beferee I
Works I MNotes I Shipment | iz, I
IMO0T3 09,/01 /2008 17.861.25 0.00 7.9E1.25
|
|
|
| Note the
Balance is
NOW Zero.
Prepared: |E|9.-"|5.u"|38 By I j
Autharized: | Hd B I _:I
Tatal: I THE1.25

CONTACT STATISTICS

Contact Statistics provide a balance for Work History and Payments Received
which is very helpful when checking balances for a particular client.

Click in the Sold To or Received From or Credit To field on the transaction to
hyperlink to the contact record. Then click the Statistics tab on the Contact record.
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Note: If balance is not showing, go to View > Balance from the Menu bar. There
is paid in full.

currently is not a balance due for this buyer since invoice

Artzystems GalleryPro - C:\Program Files\Artepstems GalleryPro\CreditMemoS ample. asd

File Edt Record | View Tools Report H_elp|

Order: Institution

-

%

Spreadshest
Busingss ]ﬂote& E Artist Biography

[ lcon Captions ~ : b
@ @ o P == H| @ o @ @
First  Prew Nex|_ fisilaics: 4 Doc Open | Mew Save | Find  Set Off Refrat | Wksht ek Gle
Al B alance
s e
Buyer & % Type: IEDIIector 'l Salesperzon: IJB 'I

" whark History f‘\’%_ Set Payments Received ¢ Outstanding ‘Waorks € Payments Made  © Collection
Date Load vaoice # Payments Balance Mates
18/15, 2006 |Re G Off ed IMO013 7.861.25 0.00
09/05/2006 |Re RefreshiData et INO0T3 10,000.00 0.00
« fated
ﬂ; Llear Marked
G *worksheet
Save [Layeut..
ark Al
A ——
I
—Balance: Met Termn
Heceivahle:l .o et | i
Payable: | 001 Calculate the Net to r
Met: I o0 Consignor on the Sales Price

CONVERT INVOICE TO CREDIT MEMO

4. In Transactions module, open the invoice to credit. Go to form view.

5. Click Record >Convert.

Artgpstems GalleryPro - C:\Program FilesVArteystems GalleryProiCreditMemoS ample. asd
“ File Edit| Becord View Tools Report Help |
1

Order:  Transaction Date

-

i 43 Hew EtrII+N = = = = n a o 5 % .
First Pn e Bl orm Spread  Doc Open Mesy Save | Find  Set  Off Refrsh Markd | Rpt
> Delete
I Firt
Soldto 4 Previous Ship to: Irvenice: IlNDD13
: Shipped? [
11West: 2 Mext 2} PP
Bth Floar I I
Mew Yok o Last
N
Works I Shipment Misc. |
[N Chagall, Marc, 1883-15 | Flowers 3/100, 1968 gooooo 0 0.00 8.000.00
DaY-025 | Davies, Sally Painting no. 235; Lichten 8500000 O 0.00 8.500.00
[ whork Discount: | 1es0000] oodf 00| 16,500,00

Total Misc, I .00
SubTatal: I 16.500.00

Preparedt  [09/01/2006 | By: |

=

Taw durisdiation 1: [NYC Sales Tax x| [ '8.2500 |

1.361.25

Authorized: I P B I j

Tan Jurizdiction 2: |

| | .oooof .00
Tatal [ 17,861.25
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6. A Convert Transaction window will open. Select Credit Memo. Click

Next.
Convert Transaction

What would you like bo convert thiz transaction to?

£ Shipraent & rvoice

) Hetirm

& Erevione Cancel Mest » ||

7. Select the work or works to be credited by marking the work with a checkmark.
Click Finish. The Credit Memo is created.

Convert Transaction

i
| [ Select Al
InventoryNumber™
y 00037 35-138 ] ; L Print.
D025 Dlavies, Sally Fainting no. 239; Lichtenstein - My Melody Haunts ou | Acrylic o
Mark the
work to be
credited.
. [ 3
nog7 ﬂ
Chagall, Marc, 1883-1985
Flowers 3/100, 1968 j
< Previous | Lancel Einizh
Transactions 1 [m] I
Credit to: Ship to: Credit Memo IEHDDD2
ipped?
15:h\;183t 25th Street __’1‘\\ $ ISI":pL:e_d.I_ Thiz trahsaction ariginated frarm
aor Irvvoicedt IMOO1 3
New ‘rark, Ny 1000 il e
3N S
Works I Motes I Shiprent I Misc. I
Irventory #° Artist Title Sales Price
[ER Chagall, Marc, 1889-1925 Flowers 34100, 1968 2,000,00

Total Misc. I .0n
SubTatal: I 2.000.00

Tan Junisdiction 'I:lNYC Sales Tan ;I I 82500 | BE0.00
T au Jurisdiction 2: | x| | .oooof .00

Totalk I 3.660.00

Prepared: |'| 0/01/08 | B I
Athorized: I i) B I

Ll Ldl
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CONTACT STATISTICS WITH CREDIT MEMO

8. Click in the Credit To field to view the Contact Statistics after credit memo is

created. Note the balance is now a negative amount equal to the credit memo
and showing in red.

Contacts =] E3
Buyer & Type: IEollectnr 'I Salesperson:IJB "I

Buziness ] HNotes ] Statistics ]

€ wlark History € Work Mowvement (¢ d  Outstandingworks € Payments Made ¢ Callection

[ate Feceipt # Irvoice # Papments Balance Motes
09152006 |Receiptd REOODE  |Invoiced IMOO13 7.861.25 0.00
09/05,/2006 |Receiptt REOODS  |Invoiced INOOT 3 10,000.00 0.00
~Balance Met Term
Heceivable:l -8,660,00 Met | %
Papable: i 0 LCalculate the Met to T
Wt | -8 FE0LO0 Congignor on the Sales Price

CREATE NEW INVOICE

9. Create a new invoice for new purchase from Buyer A.

Tranzactions =]
Sold o Ship to: |nveaice IINDD'I [
11 West 25th Shest FL 2f Shieped? [
Btk Floor | I
Mew ok, Ny 10010 J
a R
Works l MHotes I Shipraent tizic. I
rventon H7 Aitist Title Retail % Discount Sales Price
COR-004 | Corot, Jean Baptiste Cz | Les Prés auMieux Saule, 10000000 0O Q.00 10,000.00
I
[ wiork Discount: | 10.000.00( oo i 10,000.00
Total Mizc, | 0o
SubT otal: I 10.000.00
Prepared:  [10/18/2006 By | =l TasJuisdiction 1:MYC Sales Tax x| [ 82500 825.00
Authorized: | / / By: | Tl Taxdurisdiction 2| =] | -oooo| .00
Tatal | 10,825.00
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10. Hyperlink to Contact Statistics to view new balance once new invoice is created.
The new balance reflects the difference between the previous credit and the new
amount due. ($10825.00 - $8660.00 = $2165.00)

Contacts =] B3
Buyer & Type: ICDIIectUl Vl Salesperzson: IJB "I

Businesz ]Motes ]Etatislics ]

" whork History © Work Movement € Papments Feceived € Outstanding Works & Pavments Made ¢ Collection

D ate Receipt # Invoice # Payments Balance Maotes
03/15/2008 | Receipth REOOOG | lrevoiced IMO01 3 7.BE1.25 0o
09/05/2005 |Receipth REOODS | lnwoiced IMOO13 10.000.00 (IRii]
-Balance ~Met Tem
Heceivable:i 2165.00 Mt I %
Payable: I 00 Lalculate the Met to r
Mt I 2 1ER.00 Congighor ok the Sales Price

APPLYING CREDIT

Il. In Transactions module, open the first Received Payment form. Note the
balance on the first invoice displays as the amount of the work credited, though
the invoice is paid in full. The amount actually received is the difference between
the Received amount displaying and the credited amount. ($10,000.00 -
$8,660.00 = $1340.00)

12. Enter $1340.00 as the amount Received. The balance now correctly returns to
zero.

13. On the second line for the second invoice, apply the credited amount of
$8660.00.

14. Check Contact Statistics.
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Transactions O] x|
Feceived from: Receipt IHEDDDE
Buyer & S
11 West 28th Street J Paymerit Method | vl
Bth Floor
Mew York, My 10010 N Flarenne: I
Warks I Motes I Shipment Mize.
IMO013 05,/01/2008 17.861.25 0.00 1.340.00
INOO16 101842006 10,825.00 2,165.00 8.660.00
| |
Balance on first
invoice reflects
Prepared:  [09/05/2006  By: | 1 credited amount.
Authorized: I s By I j
Total: I 10.000.00
The credit has now been applied and Contact Statistics are correct.

Contacts O] x|
Buyer & Type: IEDIIectol "'i Salespelsun:IJB "'I
Business ] HNates ] Statistics ]

™ wWhotk History € Wwork Movement u:Ef" Outstanding warks ' Payments Made € Collection
Date Receipt # Inwoice # Fayments Balance MHotes

09/05/2005 | Receipt REOODS | Invoiced INOOTR 8.660.00 216500

09/15/2006 |Receipt REOOOG  |Invoiced INOOT3 7.861.25 8 6R0.00

09/05/2006 |Receiptd REOODS | Invoiced INOO13 1.340.00 8 .6R0.00
~Balance: ~Met Term

Heceivable:l 2.165.00 Met I b4
Payable: I .00 Lalculate the Met to r
Met: | 2165.00 Conzignor on the Sales Price

If further assistance is needed, please contact Artsystems Support.
Artsystems Support 212-620-5500 x 2
mailto:Support@artsystems.com
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