Cost Centers

Records for Local Cost Centers (Patron/Dept) are held in the QuickDOC.MDB database
primarily in the thlCostCenters Table, with associated tables tracking which cost centers
are assigned to Patrons or Departments in tbhIDepCostCentersand thlPatCostCenters.
Access to the Add/Edit Cost Centers Form is available from the Charges Tab on both the
Patron and Department Information forms. Here’s the Charges Tab on the Patron
Information Form:

%3 Patron Information x

To disas=ociate a Cost
iCemter from a Patron,

i General | £ comms Charges |f;, Misc. )~ [right-click the Add/Edit Cost
Ctr l-_i'uttun below.
382 |Da|y,Jay

1.00 Def-ault.

Pyér Payment Method

ash j

Charge Profile Used:

Primary Cost Center: |1334 e - Base Chig: 3400
Idze Cost Az Baze: Falze

Acct Humber: | FawSurch:  $0.00
Fuzh Surch: $0.00

Hame on Acct: I Otk Surch: $0.00
PerFage Surch:  $0.00
Free [tems: 1

Exp. Date: I / _____ Y

I
Hotes ‘Z{CIick this button to agl'tl a new Charge Profile or edit charges.

i
Add/Edit Cha Profile | Add/Edit Cost O | - [ Add State/Prov Sales Taxes
&Click this button to add or edit
Cost Centers for this Patron. |

hoose a Charge Profile to be used for computing
arious charges for this Patron. Yalues for current ok |
wrofile 4.00 Default are shown in the box abowve —

ight. The default value of 4.00 Default will he used I
hmne 5o Lot balaeale Cancel

Apply

[elete F'atr-:unl

The Primary Cost Center will appear in the box, and any other Cost Centers available for this
Patron are in the dropdown box, so that changes to Primary Cost Center can easily be made.

If the desired Cost Center isn’t on the list, click the Add/Edit Cost Ctr button to bring up the
Add/Edit Cost Center Form.

Add/Edit Cost Center Form

Displaying All Cost Centers

All current Cost Center values are available in this form. Records can be added and
edited here from either the Patron or Department Information forms.



5 Add/Edit Values x|
Eust Centers:
12345
123456
Current Walue: 1884
2611-1032
1884
I 2661
6100
hoo=e Cost Center from 6120
ist or Clear the box above 0

o add a new value. [TAB]
oves focus to list.

ak

Back

Clear

Delete

The list shows all Cost Centers in the file, with the Cost Center from the Patron/Dept
being edited in the Edit Box. To add a new Cost Center, click Clear and type in the new

value.

To choose a new value from the list of existing Cost Centers. Just click the value on the
list until it replaces the 1884 now in the box.
To edit the current value, make changes in the edit box.

Global Cost Center Changes

When you make a change, you will also be given a chance to propagate this change to
all other iterations of the current value (1884, in this case):

Global Cost Center Change |

Y'ou have changed the Cost Center from 1834 to 18734,

Thiz iz an Edit that will affect all ather records with the 1884 waluel

[F wou want ta make thiz Cost Center chanage a Glabal Change

from 1884 to 18784, click Yez.

Othenmize, Click Mo to create a Mew Cost Center Recaord for 18734 alang with 1884,

[Click the 'Clear' buttan, an the Cost Center Farm, ta clear the box and add the new Cost Center

value. ]

[Click 'Tancel' to Bail Out and think abot it further. ]

Change All 1884 Cozt Center References?

Mo Cancel

If you want to change all the 1884s in the database to 18784, click Yes. If you just want
to add the new one, click No. To bail out entirely, click Cancel.

Mapping One Cost Center Value to Another



If you want to map a current Cost Center to another existing Cost Center, just edit the
current value to match that exiting Cost Center value. When you click Ok to save, you’ll
be asked if you want to map the old value to the new.

Cost Center 18884 Already Existsl x|

WARMIMG! A Cost Center Fecord for 18384 Already Exists.

Do you want to change all 1834 Cost Center references in aszociated tables from 1884 to 13854

and delete the 1834 Cost Center?
Cancel |

When you click Ok or Back. Whatever value is currently in the Cost Center Edit box will
be brought back with you.

Assigning new Patron Cost Center to Backfile Records

If this Cost Center is a new Primary Cost Center, you’ll be asked if you want to apply this
new Cost Center to ALL Borrow Items for that Patron:

Assign the 2661 Cost Center to B x|

Cost Center 2667 iz a new Primary Cogt Center far Daly, Jay.

[ro pou want ko alzo azzign thiz new Cozst Center to
=Eh) L= jbeme in the Borrow (bem B ackfile for thiz Patron?

[Thiz wall only affect temz marked Open and
waon't alker any Paid or [nvaiced items. ]

Mo |

If you click Yes, then all Patron Borrow records with the Local Status of Open will be
assigned this new Cost Center value. You might want to be careful about this if you have
other, specialized Cost Centers assigned to this Patron (Grant numbers, etc.).

Assigning new Dept Cost Center to All Patrons in Dept

If you change the Primary Cost Center for a Department, you will be given the chance to
extend this Cost Center change to all members of that Department:

Propagating the 1884 Cost Center. il
Cost Center 18584 iz a new Primany Cozt Center for Department LIE.
Do you want *=4LL** Patranig in the LIB Dept ta uze 1884 az their Prirmary Cost Center also’?

[Thiz will be effective for new requests only and will nat alter any requests already filed. ]

Answering Yes here will propagate this new Cost Center to all Patrons in the
Department. It will make changes in the Patron records only, and won’t affect any items
already in the Backfile or Outstanding file; in other words, it will be used as the default
Cost Center only for items requested after this date.



Disassociating a Cost Center from a Patron or Dept

To disassociate a Cost Center from a Patron or Department first move it from its place in
the dropdown list to the Primary Cost Center box. Answer No to any prompts for Global
Changes, etc. Right-click the Add/Edit Cost Ctr button to prompt for the removal of
this Cost Center from those associated with this Patron or Department:

Remove Cost Center? |
WARMIMG! You are about to dizazsociate the Cost Center 13884 from thiz Patron R ecard:
Draly. Jay

Thiz means anly that thiz Cost Center will not appear in the Dropdown Combo Box
for Cost Centers on this Patron Record.

It has no effect on Backfile itemsz [Edit the Cozst Center, itzelf, if you want to change thoze]
and can be added back at any ime by using the Add/E dit Cogt Chr button.

Remove thiz Cogt Center from Daly, Jay?

Cancel |

This will Remove the Cost Center from the list of those associated with this Patron or
Department. It won’t affect any earlier assignments of this Cost Center to individual
items, but it will result in the Cost Center appearing to be blank when the item is viewed
by clicking the + sign in a regular Borrow Grid, since the contents of the Cost Center
field are vetted on the fly each time the subgrid is opened, and only values associated
with the Patron on that line are allowed.

In most cases, it’s probably less confusing to simply leave it, unused, in the dopdown list
of Cost Centers for that Patron or Department.

Cost Centers in the Borrow Items Grids

You can access the Cost Center information for each item in the Local Billing sub-Grid
by clicking on the + sign to the left of the record. Since this will toggle between the
Citation Records (tblBorrBibs) and the Local Billing view (tblBorrLocals), you may
have to click a few times before the proper view comes up. The Cost Center assigned to
each item can be changed here with any value currently associated with that Patron/Dept;
these values will populate the dropdown box when the Grid item is opened.

i oW [ltemn Backfile - By Reques he
- RONO  |[Patron Dept Libr Chrg |Year |Title temType [Hem |Sent Recd [Statu [Delh
ﬂ‘= 5432617 Tate j G249 COUCOA j $10.00|1982 |Am J commu |Journal |Copy | 1/25/200Z |1/25/20 |Recen Mail

ChigbsPat|Dept ChoasDe | CostCir Iterm LacalDel |Rush Local5tat «0|Recen |Mail
F4.00 6249 F4.00 5224 1982 AmJco|Pickup [Mo Qpen 0|Recen | Mail

o

1 e i e s s wm s mrrea ams reans e e e soore 0 [Recen [ Mail

You can also edit-the ChgAsPatron and ChgAsDept fields at the same time.

Cost Centers in the Local Billing Grid

Cost Centers appear at the top level of the Local Billing Grid, with dropdown boxes
populated with all associated Cost Centers to make any changes necessary.



"
oCal b

CostCenter

- RONO  |[Patron PatChrg |Dept Item Local Fush [Local |Recd Paid On |Loc
_i|* 5988555 Auhrechi;l %£4.00 RADIO 1884 ;| 1999 Transplant il Pickup Mo Open 272672002

[ 6550447 |Aubrecil | $4.00 RADIO 1884 2000 Clinical J pa |Pickup [MNo PaidP [4/12/2002 (8/5/2002 |[lnv
o 2812876 Bargawi- = |$4.00 NEPH | 2661 1997 Risk adjustn Pickup Mo IrvDe) | 172572002 v
¥ 5419498 Barqawi- ~[$4.00 |nepH 18119 1993 Crit reviews Pickup |No  |ImvDej|1/25/2002 [inv

While you’re allowed to change the Cost Center even for items that have already been
Invoiced or Paid, it won’t change the value of the Invoice or Payment already created.
To make a true change, first delete the Payment on the Payments Form (if the item was
Paid) and then delete the Invoice, either from the Payments Table or by changing the
Local Status back to Open. Then run the Invoice again with the new Cost Center value

for that item.



Local Billing

Billing Options and Forms

Local Billing Grid Tool Bar Button
Choose the Local Billing Button on the Tool Bar to get to the Local Billing Grid.

Figy

Local Billing

This Grid shows Local Billing-related information, including Paid Date and the Invoice
Number related to each item. When you select the Local Billing Grid, an additional
criterion on Charge <> 0.00 is applied, so that the Local Billing Grid won't include
FREE items. It is a list of items with either PatChrg > 0.00 or DepChrg > 0.00 that have
been received. No items where both the Patron and Dept Charges are Free will be
included; these must be edited in the Locals Sub-Grid of the Borrow Items Backfile Grid,
if they are incorrectly set to 0.00. Better yet, properly setting the Local Charge Profile
for this Patron will automatically compute and display the proper charge when the item is
Received.

The Local Billing Grid also includes two special Ribbon Search Buttons:

Create
FPatron
Invoice

This ribbon button will appear when the default search is a Patron Search (which is most
of the time). After the Search Dept button is clicked, though, the ribbon button will
change to:

Create Dept
[rvnice

For more information on creating Invoices from within the Local Billing Grid, see the
Local Billing Grid section, below.

Local Billing Setup Menu Item

Before printing Invoices for the first time (and whenever you need to make changes to
any of the Invoice boilerplate information thereafter), check under the Setup Menu for
Billing Setup, which contains values for items normally printed on an Invoice (for now,
the same setup is used for Local Billing as is used for Library Billing).
| Setup | AddNew Laokup | Biling
[ T}'@ Setup Farm
fh Locate QuickDOC DE
- 1 Biling Setup
@ Edit Library Charge Prafiles
E Edit Local Charge Profiles




Billing setup includes the following items:

2

Brief descriptions and context-sensitive help are in the yellow box just above the
Command Buttons.

Print Local Invoices
All Print Invoices choices are on the Local Billing Menu on the Menu Bar.

Local Biling | Reparts Utiities |
[ & Frint Patron Bill=

& Patran Trial Ihvoices

& Frint Dept Bills

& Dept Trial Invoices

ﬁ Frint Cozt Center Report

o Fayrnents

The Invoices choice is also available under the Reports Menu Bar item, Borrowed
Items. Use this method to print a regular monthly Invoice run. Invoices can be printed
to Print Preview, in order to get an idea as to what will be generated, or to any Printer
that shows up in your list of Printers. Local Invoices can also be printed with up to 5
copies on each run.

Local Invoice Numbers are composed of:

For Patron Invoices: P+the Patron Number + a unique number from 0001 to 9999

For Dept Invoices:  D+the first 5 characters of the Dept Abbr + unique number from
0001 to 9999

For Cost Ctr Invoices: C+the first 5 characters of the Cost Ctr + unique number

from 0001 to 9999




The last Invoice Number used is kept in the tblLocals Table in QuickDOC.MDB, under
the tag LastDeplInv for Depts/Cost Centers, or LastPatInv for Patron Invoices.

How Items are Selected to be included in an Invoice:

1. The item must have a Patron or Dept Local Charge other than 0.00

2. Local Status must read Open.
In the Local Billing Grid below, only the last two items, with the red check marks, would
appear on an invoice run, either the automatic batch run or a single Invoice printed from
the ‘Create Invoice’ button:

- RONMO  |[Patron PatChrg |Dept |CostCenter |item Local Rush |Local |Recd Paid On |Loc
[ % 5498017 Adams _~[$4.00 |PUL M|6100 2001 Ann hemato |Pickup |No  |PaidD 1/31/2002 |8/4/72002 [lmv
o + 484387 |Adams T |$4.00 PUL M| Pulmoo1 2002 J healthcare Pickup |Yes |PaidD (4/1072002 8/472002 [Ime
_|4'L" 5498016 Albano _~|$0.80 NC 6100 2000 Pediatric he Pickup No PaidP | 1/3172002 8472002 [Ime
_|4== 5752428 |Albano ¥ %$0.30 7540 (7887 1999 Cancer prac |Pickup |No PaidP | 1/3172002 |8/472002 | [Ime
'K]"‘IF 5925491 Amer *1$4.00 |INFDIS(8110 1952 Am J public |Pickup No |Open |2/19/2002

L,r""" 5934945 Amer > 1$5.00 INF DI£ (8110 1963 Br medical . |Pickup |No Open (272072002

Print Patron Bills

The Print Patron Bills choice prints the batch of Invoices using the CHRGAsPatron
charge (the header is PatChrg on the Local Billing Grid) for the period selected. The
Patron Invoice format is as follows:

]-_l]VOice Invoice Humbers for Patrons begin
01-Jan-02 to 30-Apr-02 with P + the Patron Humber.

15-Aug-2002 Invoice Number: [P160)0069 Page 1
Make Check Payable To: Agoos Medical Library Terms: NET 30
Beth Israel Deaconess Medical Center Tel: (B17) 6674225
Agoos Medical Library Fax: (617) 667-7197
330 Brookline Ave. jay@ caregroup harvard.edu
Bostor, LA 02215

Cost Center: 1884

Include copy of Irvoice or Inv No. with payment

Bernice Pasut Patron llame

HEMONC £————pept | Primary Cost Center: 7887
El114a lr‘.‘!..:l stop (if full address isn't in Patron record)
Invoice Total: $8.00
Ttem# Depr Cosr U RegiDd Trem Charge  Date Ree'd
1 HC OA952238 19928 Cmality of life from mrsing patient perspectives $4.00 0l-Apr-02
Total Itemis With No Cost Center: 1 Mo Cost Cir §:  $4.00
2 HEMOHNC 7287 04915478 12598 Cruality of life from mursing and patient perspect $4.00 26-Feb-02
Total Items For Cost Center T8ET : 1 Cost Cir Chrg: $4.00
Total Items For Pasut, Bernice: 2 Total Charges: $8.00

All Invoices are subtotaled by Cost Center, if more than one Cost Center is indicated.
The Primary Cost Center that is filed with the Patron or Department record is indicated at
the top, as well as on the individual item line, if a Cost Center was associated with that
item at the time it was received.



During each Patron Invoice Print, the Local Status of each item will be set to InvPat ,
the CHRGAsPatron value will be copied to the Local CHRG field, the Invoice Number
will be copied to the Locallnvoice field, and all information about each invoice will be
added as a Patron Invoice Record in tbIPatInvoices in QuickDOC.MDB.

Once the Invoice is printed for an item, the Invoice Number is available on the Local
Billing Grid, in the Local Invoice column, format [Inv=P160 0069]. It can be searched
under just “Containing” 0069 in most cases.

Print Dept Bills

The Print Dept Bills choice prints the batch of Invoices using the CHRGAsDept value
(the header is DeptChrg on the Local Billing Grid) for the period selected. Unlike the
Patron Bills choice, the Department Invoice form includes an additional Use Charge
stored with Patron Record Checkbox that will allow the Invoice run to use the
CHRGASsPatron value rather than the default CHRGAsDept value, so that individual
Patrons within a Department can be charged according to a different charge schedule,
when this is appropriate.

¥ Borrow Reports x|

Dept Imwoices

PrintTo: IF'rint Preview j
Copies: |1 :Iv
Begin Date: |'u101,2002 |

End Date: |Jul 31,2002 ~|

v iise Charge stored with Patron Record, not Dept Record;

Check This Box if you wiant to use the Charge computed
rom the Patron’s Local Charge Profile, even though this is
Dept or Cost Center Ivoice. I left unchecked, the Dept

Print Now | Exit

The Department Invoice is similar to the Patron Invoice, as illustrated below:




Include copy of Dvoice or Inv No. with payment
Hermatology/Cnecology [HEMONC]

Beth Israel Deaconess Medical Center Primary Cost Center: 7887
Fb-430

330 Brookline Ave.

Boston, M4 02215 Invoice Total: $45.10

Both Dept and Patron Invoices are broken down by Cost Center, if more than one
Cost Center is indicated. Rems with no cost center attached are shown first.

Jtem# Patron Cost O RegiDl Jtem Charge Date Rec'd

1 Fleitz, hilie 5644124 1293 T abnormal psychology. May;10202):248-58 $1.10 25-Tan-02

2 Servetar, Ellen 5812717 1299 Hospital topies. Winter;77(10:14-26 $4.00 03-Feb-02

3 Servetar, Ellen 5812714 2000 T climical marsing. JTan2(10:71-82 $4.00 11-Feb-02

4 Servetar, Ellen 5812812 2000 Mursing times. 96027 Tuly 6-12):12- $4.00 11-Feb-02
Total Items With No Cost Center: 4 Neo Cost Cir §: $13.10

5 Pearson, Joanne 1284 5683523 1993 Insight [Am Society of Ophthalmic Registered Hurs $4.00 07-Feb-02

& Pearson, Joanne 1284 5683594 2001 Hurse education today. May21(47:323-33 $4.00 07-Feb-02

T Selmlz, Lara 1884 SBE575S 2000 Ann hematology, dug, 790840713 $4.00 14-Feb-02

2 Sclmlz, Lara 1884 5235026 1292 Inmminolagy letters. Dec3403):207-11 $4.00 19-Feb-02

9 Selmlz, Lanra 1224 5235027 1221 Infection imnmnity. Auz;33(2):656-40 $4.00 20-Feb-02

10 Schmlz, Lanra 1824 5235025 1236 Am T hematology. Jan21010:23-7 $4.00 26-Feb-02
Total ltems For Cost Center 1884 : 6 Cost Cir Chrg: $24.00

11 Hakes, Diane 7540 562776 1292 Patient education commseling. Fal;34(5):185-200 $4.00 06-Feb-02
Total ltems For Cost Center T540 : 1 Cost Cixr Chrg: $4.00

12 Pamt, Bermce 1887 04915478 1998 Chality of lifs from mursing and patient perspect $4.00 26-Feb-02
Total Items For Cost Cender TEET : 1 Cost Cir Chrg: $4.00
Total Items For HEMONC: 12 Total Charges: $45.10

During each Department Invoice Print, the Local Status of each item will be set to
InvDep , the CHRGAsDept value will be copied to the Local CHRG field (unless the
CHRGAsPatron checkbox has been checked), the Invoice Number will be copied to
the Locallnvoice field, and all information about each invoice will be added as a
Department Invoice Record in tblDepInvoices in QuickDOC.MDB.

Once the Invoice is printed for an item, the Invoice Number is available on the Local
Billing Grid, in the Local Invoice column, the Department format (not shown above) is
[Inv=DHEMON 0029]. It can be searched under just “Containing” 0029 in most cases.

Patron or Dept Trial Invoices

The Patron Trial Invoices and Dept Trial Invoices choices print exactly as the Invoice
run will print, except that Invoice Numbers aren't assigned, and only one copy of each
Invoice is printed. Use this instead of the Print Preview to generate actual invoices that
can be used for proofreading and editing prior to running the actual invoices.

Print Cost Center Report

The Cost Center Report has a different format than either the Patron or Department
Invoice, but it also functions as an Invoice, and will set the Local Status to InvDep and
will file an Invoice record in tbIDepInvoices in QuickDOC.MDB.

The Print Cost Center Report choice prints a batch of Individual Reports/Invoices, one
for each Cost Center represented during the period in question, using the CHRGAsDept
value for the period selected. Like the Department Invoice form, the Cost Center Report
form also includes an additional Use Charge stored with Patron Record Checkbox that
will allow the Report run to use the CHRGAsPatron value rather than the default
CHRGAsDept value, so that individual Patrons within a Cost Center can be charged
according to a different charge schedule, when this is appropriate.




The Cost Center Report format is set to Landscape by default. When first displayed in
Print Preview, the form may be displayed incorrectly, as below:

. Print Preview

ince the Print Preview for Cost Center Reports can't immediately accommodate the
Landscape format, you'll need to click the Expand Page button to get wide display.

Mewt Page  Ewpand Page

Cost Center (1884) Report #: C1884 0001 15-Aug-2002 (01-Tan-02

Agoos Medical Library

Tem# Comr O Fawon Depr NMailfmp Rec'd  Charge
1 1324 Smith-Sharp, fuzan GEN MED EB3587-Feb-02 $4.00
2 1584 Pearson, Joanne HEMONC E11%7-Feh-02 $4.00
3 1884 Pearson, Joanne HEMONC E11857-Feb-02 3400
4 1584 Sclmlz, Laara HEMONC COMBE PR $4.00
5 1884 Selmlz, Lanra HEMONC COMM FRYE $4.00
& 1584 Selmlz, Lanra HEMONC COMM FRYE $4.00
7 1584 Sclmlz, Laara HEMONC CON PR $4.00
2 1884 Aubrecht, Eathleen RADIOLOGY 26-Feb-02 3400

Total Items For 1884: 8

Use the Print Preview Expand Page button to expand to right margin to the right edge
of the screen.
The fully-expanded Print Preview, and the resulting printout, appear as follows:

. Print Preview

Mext Page | Expand Fage  Close After expanding, report item is still truncated, but all the columns are there. |
Cost Center (8107) Report #: I(C8107/0007 (01-Tat 31-Tul-02) 15-Aug-2002
Agoos Medical Library |C03t Center Reports hegin with C + o5t Center: 1884

the first 5 digits of the Cost Center.

Do Cost U Fawan Depr Nd=ilSrap Charge BeglDd Trem pa!e Fea'd

1 8107 Culhane, Sara SOCIAL WE B350 $4.00 5925992 2001 T family st |15-Feh-02
2 8107 Culhane, Sara SOCIAL WE B350 $4.00 C4A3391  |1992 Preventing |20-Feb-02
3 8107 Culhane, Sara SOCIAL WE  E3%0 $4.00 Q5013025  |1990 Preventing |28-Feb-02
4 8107 Culhane, Sara SOCIAL WE  E3%0 $4.00 Q5013060 Bicbehavioral a [28-Feb-02
5 8107 Culhane, Sara SOCIAL WE B350 $4.00 6500207 1936 I for psych 1-Apr-02
& 3107 Culhane, Sara SOCIAL WE B350 $4.00 Q8243881 |1999 Child maltr 1 2-4pr-02
7 8l07 Culhane, Sara SOCIAL WE B350 $4.00 Qad14402 11895 PsychologyB0-4Apr-02

Total iems For 8107: 7

otal Charges: $28.00

|In the final Landscape printout, the tem column expands to its full witlth.|

During each Cost Center Report Print, the Local Status of each item will be set to
InvDep , the CHRGAsDept value will be copied to the Local CHRG field (unless the
CHRGAsPatron checkbox has been checked), the Invoice Number will be copied to
the Locallnvoice field, and all information about each invoice will be added as a
Department Invoice Record in tblDepInvoices in QuickDOC.MDB.

Once the Invoice is printed for an item, the Invoice Number is available on the Local
Billing Grid, in the Local Invoice column, the Cost Center format is [Inv=C8107
0007]. It can be searched under just “Containing” 0007 in most cases.

Running Cost Center Reports as Reports Only

Since Cost Center Reports are also Invoices, they will make all the normal changes to
Local Status, Local CHRG, Locallnvoice, etc., and will post an added record to the



tbiDepInvoices Table. If you want to run the Cost Center Report as a report only, use
this strategy:

1. BEFORE running any Invoices for the period in question, run the Cost Center Report
for that period.

2. Go back to the Local Billing Grid and search the same time period as the Report,
Search By Invoice No. “Containing” Inv=C. This will fill the Grid with all the
items on the Cost Center Report for that period. (You can also search by Local
Status = InvDep if you know there were no other invoices run for a Department
during that period; Cost Center invoices are marked with Local Status InvDep.)

3. Change the Local Status of the top row back to Open.

4. Click the header on the Local Status column and choose Global Change.

5. Click Ok when asked whether you want to change all values in that column back
to Open.

After a brief pause (or perhaps not so brief if you have thousands of items to be reset)
while the Global Change goes to work, the Local Status, Local CHRG, and
Locallnvoice values will be returned to Open, 0.00, and blank, respectively.

Local Billing Grid

Here’s an example of the Local Billing Grid, which is accessible through the Local
Billing Tool Bar Button:

¥ | ocal Billing Items

Search By Search B Creste Search By =)
iy | Search By Search By NG
Date & Patron Dept Patr_nn SElE o Invoice Mo. h Print ‘
Reghla Imvoice Reguest

Search By Dates Recs To Pmits |
i
Search for Rec No. lContaini a j l 622 Recordis) retrieved
l=e 7 As WildCard For Any Sincle Letter or Mumber
his Grid is usis%t‘l:fCHRGASPat n field to determine which These items have heen already paid. A Local Status of Open |y

ems are digpl {must be >.6.00). You can tell because the means the the item.is available for the next Patron, Dept'or
(Create Invoice ribbyon button refers to'a Patron Invoice. Click the | [Cost Center Invoice generated for this time frame.

Search By Dep‘f ribbon Intton to change the orientation. lm']
- RONDO  |Patron PatChrg |Dept |CostCenter [ltem Local Rush*|Local |Recd i Loci
1| 5462813 Abzug ;I $4.00 INF DIf | 2661 2000 Ann surgica Pickup |Yes |PaidP|1/25/2002/8/4/2002 [H
o % 5408017 Adams _~|$4.00 |PULM|6100 2001 Ann hemato Pickup |No (PaidD 151:209& 8/4/2002 [l
o T §484387|Adams _~]$4.00 PUL M({Pulm001 2002 J healthcare |[Pickup |Yes |PaidD 4."1!].-?!1!]2 8/472002 |[limv-
J*‘ 5498016 Albano ~|$0.80 |NC 6100 2000 Pediatric he Pickup |No |PaidP 1:3;*?2002 8/4/2002 [l
o + 5752428(Albano |~ ]$0.30 7540 (7887 1999 Cancer prac Pickup |No | PaidP,) 1}51.-2002 8472002 [l
o 5925491 Amer ~|$4.00 [INFDIf|8110 1952 Am J public |Pickup [(No [Open [2/19/2002
| | ¥ 5934945 Amer ~1$5.00 |INFDIf|8110 1963 Br medical . |Pickup [No lOpen f2/20/2002

The Local Billing Grid, because it automatically screens out FREE items, makes
searching and editing a bit less complicated for preparing Invoices, but be sure to check
the general Borrow Grids periodically for items mistakenly filed as FREE. Clicking on a
cell in the Patron Column of any Grid will expose the To Patrons button, where a
Patron's charge may be quickly edited, so that future requests are filed with the proper
charge. Clicking in the Dept Columns will expose the To Depts button, for similar
editing of Departments. Clicking in most other Columns will expose the To Payments
button, for recording Local Payments, deleting Local Invoices, deleting Local
Payments, etc.



Create Patron Invoice (in Local Billing Grid)

The Create Patron Invoice button creates an Invoice for the Patron selected. Before
you can create a Patron Invoice from the Grid, however, you need to first select the
Patron to Invoice by clicking the Search By Patron ribbon button and choosing the
Patron from the Patrons List.

The resulting list will include ALL Items for that Patron during the period specified, but
only those with Local Status equal to Open and CHRGAsPatron greater than 0.00
will be included in the Invoice.

Create Dept Invoice (in Local Billing Grid)

The Create Dept Invoice button creates an Invoice for the Dept selected. Before you
can create a Department Invoice from the Grid, however, you need to first select the Dept
to Invoice by clicking the Search By Patron ribbon button and choosing the Patron from
the Depts List.
The resulting list will include ALL Items for that Department during the period
specified, but only those with Local Status equal to Open and CHRGAsDept greater
than 0.00 will be included in the Invoice.

The Create Patron Invoice or Create Dept Invoice buttons create an Invoice on the
spot for whichever Patron or Dept has been selected for items received during the period
from the Beginning Date to the End Date selected. Here are the steps to create an Invoice
for Patron Edie Albano using the Create Patron Invoice Ribbon Button of the Local
Billing Grid.

1. Display Grid records for the time period involved:
File Edt | Setup | AddMew Lookup | Biling EFTS LocalBiling | Reports Utilties | Window | Help | LastPortal (& Lend: 0 §- Bonow: 0

. | | Sty @ $ Items already invoiced
Clicking the first Ribhon Button + Search d[—__fé» E; will also appear, but
retrieves all items with a Patron Charge - . . |won't be included on
attached, sorted by Patron Last Hame. Add Lend Loca(Biling Library Biling |any inveice generated.

S%artchsl?y Search By | Search By |Create Dept SS?:{UCQ DB‘:; mﬁ\}ﬂ % a;g> <b

Ra EN Patrun Dept Inwoice Renuest Invaice Mo, Brint

EE K ;ﬁ_h “ Search By Dates Recs To Pmis Bixit
Search Re st Numbers Containing - I 622 Recordis) retrieved
Ize 7 Az WildCared For Any Sincle Letter or Mumber
Click here to display a Patron List, which is used to ct the Billing Grid by Default captures only items with
Patron to Invoice. These are one-at-a-time Invoices. .

Charges Attached. (Using Patron Charges‘j FréSs'

_ﬁ‘lck here to to the =ame by Department, one Dept at a time.
lick here only after Dept {or Patron) has been selected. |

- RONO Patron PatChrg (Dept |CostCenter |lem Local Rush |Local (Recd Paid On |Log: <
_i|%* 5462813 Abzug ;l $4.00 INF DS | 2661 2000 Ann surgica |Pickup |Yes |Open [1/25/2002 o]
| + 5498017 |Adams ¥ |$4.00 |PUL M 6100 2001 Ann hemato Pickup |No  ImvPal 1/31/2002 P33q
[ |% 6484387 |Adams =|$4.00 |PULM|Pulm001 |2002 J healthcare|Pickup |Yes |ImvPai|4/10/2002 P33lj
_|‘#‘ 5498016 |Albano ~|%0.80 |NC  |6100 2000 Pediatric he Pickup |No  Open 1/31/2002

_|‘#‘ 5752428 |Albano _*|%0.30 7540 |7887 1999 Cancer prac|Pickup |No Open |1/31/2002

| + 5925491 |Amer *|$4.00 |INFDIZ 8110 1952 Am J public |Pickup |No  Open 2/19/2002

The list is sorted by Patron Name (but we can change the sort by clicking on the column
header ans selecting a different sort order). We can see two Albano requests in rows 4
and 5 of the Grid.

2. Click the Search By Patron ribbon button to select the Albano record.



264 Patron Record(z] Fetrieved
SearchBy  Search By g;‘iﬁ;ﬁ 5;:{52 Ef" Search E . _Patrons List
Patran Dept . Invoice M |Lasts] First M Dept I«
Imygice Reguest (Mone] (Mone]
¥ Abzug Joe INF DIS oo
n Last Name Equal To j Accurso Frank 8115
Adams Mancy PUL MED |I
: =l Albano Edie 7540
g CEI!'III!rch:_Ef:’ l}f SRE:tth HE:II:IRZNE: i /@7 Al-Owain Mohammec 7585
l In Glank e 0 rieve COoras. mave Amer a11n INE DIS {
Cha_nge Anzan-Jones Asad INF DIS i
e [ Aubrecht K.athleen RADIOLOEG|.
—— — Balasubramai | Yivek 8115 H
licking thi= Ribbhon Button p .
lisplays the Patrons List. garqam-dunE JA'I ;IE_IF;]H !
lick once on the Patron you Barrerla HDSIE PHAM !
ant to Invoice to display - asza FlENE '
ems for that Patron. Then click the Create| |Beresford Carol ?
Patron Invoice ribhon Berg Gene Orth ORTH
Lutton to actually Berman Stephen ?
print the Invoice. Bogan Paul wP :
Bozh Jeannie META H
Brekke Dona ? -

4| | b

This will bring the two Albano records only into the Grid. Ready to create the invoice.

SEaartthSlfly Search By Search By g;‘iﬁ;ﬁ Ssi:trflg Ef\’r Search By - @ a;g> <;
Reoho Patron Dept Tl = —— Invoice Mo, ih . Print
i R q Search ByDates Recs ToPmis  Ext
Search Patron Last Name 'Equal To j IA"""W 2 Recordis) retrieved
&\ Uze ¥ Az WildCard For Any Sinole Letter or Mumber

These two items came up for Patron Albano. To print the Invoice Search Dates Set To : 01-Jan-02 to 22-Jul-02.

ust click the Create Patron Invoice ribbon button above. Invoice : iz Patron is not the one you want, lick back)
will be printed, Status changed to InvPat, and the Invoice number Save into th&'Search Text Box to get another Patron List
P+Patron Humber for Patrons) will appear in the Local Invoice Ehanges } —

olumn at the far right.

Reque B ndmadual Patron

- RONO Patron PatChrg |Dept |CostCemter [Rem Local Rush |Local |Recd Paid On |Local
1|7 5752428 |Albano ;I $0.30 7540 |788BT 1999 Cancer prac |Pickup |No Open 173172002

_ = 5498016 |Albano _~|$0.80 NC 6100 2000 Pediatric he Pickup |No Open |1/31/2002

3. Click the Create Patron Invoice ribbon button to create the Invoice. When
printing is finished you’ll be brought directly back to the Grid, with Local Values
changed as appropriate:

5%22?;" Search By | Search By gr?ate Els?:tﬁ: Ef\’f Search By T8 = @ <;
[ Fatron Dept | & r_un T Invoice Mo. ih L Brint

H DIEE u Search By Dates Recs  ToPmis Exit

s;arch Patron Last Name Equal To j l 2 Record(s) retrieved
l=e 7 As\WildCard For Any Single Letter or Number

After the Invoice is printed, related values are updated on the Grid, in the Search Dates Set To : 01-Jan-02 to 26-Jul-02,
LocalStatus and Locallnvoice columns, shown helow. The {unseen) Borrower Recs where [Local CHRG <> 0]:and
BorrLocal 1is setto & HRG or DepCHRG, depending [Local Status = Re,:ein],' for Printing an Invoice
upon the type of Invoice. : ST : werie
r RONO  |Patron PatChrg |Dept |CostCe |kem Local tecal |Recd Paid On  [Cocalmvoice
d|= 5752428 Albano ;| $0.30 7540 (7887 1999 Cancer prac |Pickup |No ImvPat [ 1/31/2002 [Im=P142 0
[ = 5498016 Albano ™ |$0.80 NC 6100 2000 Pediatric he |Pickup |No ImdPal (173172002 [Im~=P142 0

Invoices printed from the Grid are no different in format from those printed in batch.



Invoices for items printed from the Local Billing Grid will be printed using the last
Printer you specified when printing an Invoice Run, and in the number of copies
specified then, as well.

Reprint an Invoice
You can Reprint a single Invoice for any invoice listed in the Invoice Column on the
Local Billing Grid by clicking once on the Invoice cell to be reprinted, then clicking
the 'Reprint' Button.

¥ | ocal Billing Items

it

Search By S Create Search By =)
earch By | Search By Search By NG a;g> G
a4 Patron Dept Patr_nn Sieelle b Imvoice Mo. h Reprint
el eies ReeEst Search By Dates| Inwoice | To Pmis Ex
=

Search for Rec No.

22 Record(sh retrieved |
Lse 7 As WildCard For Any Siﬁple Letter or Mumber

t

-

Field is Imvoice Associated With This Request. Values should
NOT usually be changed here in Grid. If avalue is presemt, Click

Containing

"Reprint’ to Primt a Copy, 'To Pmis’ to Pay.

- Patron |PatChrg |Dept |CostCenter (Hem Local Rush |Local |Recd Paid On |Locallmwoice

ol + adar ~[$4.00 |PULM|6100 2001 Ann hemato |Pickup (No  |PaidD 1/31/2002 |8/4/2002 I[Inmr=DPUL M 0017]
| + Adar T $4.00 PUL M (Pulm001 2002 J healthcare Pickup |Yes |PaidD |4/10/2002 |8/472002 f!|N=DPUL M 0017]
J‘#‘ Alban | $0.80 NC 6100 2000 Pediatric he Pickup |No PaidP | 1/3172002 8472002 [~1v=P142 0188]
_|4” Alban ™| $0.30 7540 (7887 1999 Cancer prac |[Pickup |No PaidP | 1/31/2002 8/4/2002 [Ik|v=P142 0188]
ol * Amer T [$4.00 |INFDIS|8110 1952 Am J public Pickup (No  |Open 2192002 Chck here

o ¥ Amer T $5.00 INF DI¢ (8110 1963 Br medical . |Pickup |No Open |2/20/2002[to reprint.’|

i|¥ Ansa ~|$4.00 |INFDIE8110 2000 Br J haemat Pickup No Imvej 153172002 Tinv=D8110 0092]

Invoices reprinted in this way will be printed, using the last Printer you specified when
printing an Invoice Run, and in the number of copies specified at that time. The Reprint
will include all items with that Invoice Number in the Invoice column and will re-
calculate the Invoice Total as it prints, so that, if you delete an item, and then reprint that
Invoice, the Invoice will include the original invoice total at the top, but a revised total at
the bottom.

Payments made on an Invoice are subtracted from the Invoice Total at the top, and
are also noted as Payments at the bottom of the Charge column, along with both the
original and revised Invoice Totals.

Deleting an Invoice - Local Billing Grid

If you click once in the Locallnvoice column of the Local Billing Grid, the To Pmts
button will appear just above the Grid. Use this button both to delete (or post) payments
and to delete the Invoice listed in the Locallnvoice column. If there is a payment
posted to the Invoice, you must first delete the payment before deleting the Invoice.
A Payments From Patrons, Depts Form for an Invoice that has already been paid will
look like this:



1 Payments From Patrons, Depts 5'
Thiz Invoice has alieady been paid! Use 'Delete’ to remove the last payment and record a replacement.
|In order to remove this invoice, you must first delete the payment on it. Click Delete Paviment. |

= 4
Frint

Recs To Pris

j Thiz iz a Patron Pmt - click here for Dppt/CostChe ||:|ic:k Here to Bling Up

Invoice Humber: |P3?U 0198

Paymert by Bequest No., Deposit or Cledit Acct [ dinels Letizy @ (e

Previous Payments: hs_nu 'm; Total: $8.00 Payment Tepe is Invoice “c‘f into the L gcal
Last Papment: Prt00003]= $8.00 nvoice column pn the
nvoice Yo edit, and
Amount This Payment: 0-00 Payment Method: |Check ﬂ then clidk To Pmits.
This brings up the
= . ayments Form.
: . [Janik, Jr. Payment Date: |.qu 04, 2002 -
Paid By (Patron, Dept): | d 974 4 j Dn | % [Lbcallmvoice

D02 |[Inv=P370 0198]
Cost Center: | j 002 |[Im~=P370 0198]
Enter Amount Paid. Must be greater than 0.  Mumbers Onlp! [Use the "Credit’ Playment P02 |[im=P310199]
Method if no actual payment was received.) 002 [Im~=P260 0203]
002 |[Im=P260 0203]
002 |[Imv=P247 0187]
Delete [Imv=P144 0328]
Payment [Imv=P144 0328]
First delete the Payment by clicking the Delete Payment button. This will produce the
usual Message Box asking if you are sure:
Deleting Payment Humber: PmtO00009 . il

Payment Notes: |Paid Pat

Add
Payment

Back | Clear Form

Ready to Delete Thiz Payment: Prat000003 for $8.00
Pavmnent will be deleted permanently and values zet back to Open for all Bequests.

Okay Ta Delete?

Cancel |

When you click Ok, the payment is deleted and the affected items in the Grid are returned
to Invoiced status.

pcal B g lte B (R Status now InvPat; Baid Date is blank. I
ltem Local [Rush [Locdl [Recd Paid in_|% |Locallivoice
1998 Patient educ Pickup |No  [Im/Pal|4/122002 ! [Im=P370 0198]
1990 Plastic surg |Pickup |No ImvPad (471272002 [Ime=P370 0198]

At this point we are now ready to delete the Invoice itself. Click back into a
Locallnvoice cell that contains the Invoice we want to delete. Then click To Pmts again.
The Payments From Patrons, Depts Form returns.



1 Papments From Patrons, Depts

x|

If you click once on the Invoice Humber Comhbo Box, the Delete Button changes to|Delete Ilwnice|. aprint
waice I)u Frmts
Thiz iz a Pa}?n Prit - click here for Dept/CostClr |
Invoice Humber: II:"3'-"':I 0198 j - !
Payment by Bequest Mo, Deposit o Creditdcst [ pinle Letgér ot hurnbes
IClick bagk into

Previous Payments: pu_nu 'mrTutaI: %8.00 Faymignt Type iz Invoice N
Invoice jcell you want

Amount This Payment: |8-00 Payment Methoul: I(-:h‘-’”::k j
) i Payment Date: -
Paid By (Patron, Dept): [Janik, Jr. Iﬂ'“g 04, 2002 J Dn | Z [Lochllmwice
R [Inv=P370 0198]
ayme 51 -
Cost Center: J [Im~P370 0198]

002 |[Im~=P310199]

002 |[Im~=P260 0203]
002 |[Im~=P260 0203]
002 ([Im~=P247 0187]

Enter Amount Paid. Must be greater than 0. Humbers Only! [Usze the 'Bidit' Payment

Method if no actual payment was received.]
\Welete [Im=P144 0328]

Paé:jndent Back | Clear Form —
¥ [Im=P144 0328]

Payment
If the Delete Button still reads “Delete Payment,” click once on the Invoice Number
Combo Box. The button will change to “Delete Invoice” and will be enabled. After you
click the Delete Invoice Button, you’ll get the “Are You Sure?” Message Box.
Deleting Invoice Number P370 01398 x|

Fieady to Delete [mvoice # P3F0 0198
Ivaice will be deleted permanently and walues et back ta Open for all Bequests.

Okay To Delete?

Cancel |

If you click Ok, the Invoice will be deleted from the appropriate Invoices Table, all items

in the Grid for that Invoice will be reset back to Received, and the Locallnvoice value
will be blank.

Rerun a batch of Local Invoices

You can Rerun a batch of Patron, Department or Cost Center Invoices just printed
by using the Global Change function on the Local Status column to reset all the invoiced
items back to Open. This process will also remove each item from either the Patron or
Department Invoices Table, depending upon the type of Invoice printed, and delete
each invoice when all of its items have been deleted.

Deleting a batch of Local Invoices

Sometimes, perhaps as a result of a paper jam or some other infelicity during an Invoice
run, the run is interrupted and, while the changes are made to the database, not all the
Invoices are printed. You have two choices to rectify this situation.
1. If only a few invoices remain unprinted, use the Local Billing Grid and
Reprint Invoice for each of those missing.
2. If more than a few are unprinted, your best bet is to delete the Invoice Batch
entirely and rerun from scratch.



The steps for deleting a batch of Invoices just run are illustrated below.
1. Set By Dates to the same dates as the Invoice run. | ;Ig

SearchBY  geanen g & a;g> <;
3 e
g:teN% gtatus DI Invaice Mo. ] 4] Erint
q SIS Seatch  ByDates  Recs  Fonward Exit

2. Click the of RequesfRibbon Button and choosedquals Inv Patronor, Inv Dept, if applicable} from Combo Box. |-
Equals Inv Patr'm__;lff/ B0 EE}@ TSy reEveT

3. CIick(Searclﬂtu retrieve those items.

™ Local Billing Items

Search By

Search By
Fatran

Search By

Hold Mouse Over Truncated Field For Full Field Information; = 4. Change the Local Status of the top row from
lick on Box at the Left of Record To Select] . nvPat {or InvDep) to Open and click Save Changes.
Save ou'll notice thit the iterm now has a blank Local
Changes | inwoice column) The invoice charge was deleted
or this item frgm the applicable Invoices Tablg.
- RGNC  |Patron PatChrg |Dept |CostCenter |fem Local Rush |Lpcal |Recd Paid On |Locallr
oi|* 5498016 |Albano ;I $0.80 NC 6100 2000 Pediatric he |Pickup (No l)ipn;l 173172002
J‘%" 5387835 Bogan ~|$4.00 WP |2611-1032 |2001 Pediatric no |Pickup No mPal 172572002 [Imv=P:
J‘*‘ 6061214 |Culhane ™| %4.00 SOCIA (8107 1986 School psyc |Pickup |No ImdPat [ 172572002 [Ime=P:
_ |¥ 5506661 Degroff ~|%4.00 (7550 1999 J thoracic ci | Pickup |No } ImAPal | 1/25/2002 [Irme=P!
_|4}= 5506655 |Degroff ™| $4.00 7550 2001 Thoracic ca |Pickup (Mo f ImAPat | 172572002 [Irn=P*
_|4}= 5506657 Degroff ™ |%4.00 7550 2000 Pediatrid 5. CIick(Lm:aI Status headerffor Glohal Change. | [Im=P*

1. Set the Dates to the same dates for which the batch of invoices was run.

2. Click the Search By Status Ribbon Button and choose Equals Inv Patron or
Inv Dept.

3. Click Search to retrieve those items.

4. Change the Local Status of the top row from InvPat (or InvDep) to Open
and click Save Changes. This step will also remove the charge for that item
from the Invoice Record in the appropriate Invoices Table (tbIPatInvoices or
tblDepInvoices).

5. Click the header on the Local Status Column to get the Header Context
Menu.

5 (L3 Patro
Local |Rush é rl:‘il_ _I:| JII:h === L ocallr
P N obalChange .
ediatric he |Pickup |No Dp F'
diatri Pick N % Show All Gid Cols ﬁ
BAIatric N | FICKL) 0 . =
- 2 %l Sortdzcending —‘
chool psyc |Pickup |No E l S oD [Ime=P:
tharacic & [ Dickloan | 1Y s MNrwe=DF
6. Click Global Change. This will select all the items in that column for

change.
7. Click Ok at the message about changing all values to Open.



Global Column Change of ¥alues To Match Top x| E
Ready To Change All LocalStatuz Yalues [n This Column To pomrd
tatzh The Walue In The Top Row. [Current Top Row Yalue is Open].

Al alues \Will Be Changed To Open. ARE 50U SURE™? 3
Cancel |
2002

WrF [Z611-1032 7 2001 Pediatric no [Pickup  [No

bo |socias107 /(1986 School psyc [Pickup
0 7550 Clicking@, above, will change all values
0

172572002
172572002
172572002
8. Local Status will be changed back to Open for all; All Invoices from that run
will be batch deleted from tbIPatInvoices (or tbIDepInvoices) once all the
Invoice’s items have been reset back to Open; the Locallnvoice column will

be cleared; and these items will now be eligible for a new Invoice run on the
Local Billing menu.

in the highlighted row to Open and delete
7550 [Invoices they are emptied of items.

= Selected Records Have Eeen Changed To Cipen.

Eave
Changes

E - L) - - L)

Local |Rush |[Local |Recd Paid On |[Locallr|
Pediatric he |Pickup |No O j 13172002
Pediatric no [Pickup  (No Open |1/25/2002
School psyc |Pickup  |No Open | 172572002
J thoracic ci|Pickup |(No Open |1/25/2002
Thoracic cal|Pickup |No Open | 172572002
N.B. The new batch of Invoices will begin with the next Local Invoice Number after
the last number of the deleted batch; the numbers will not be reset. In most cases this
sequential number won’t matter, but if you were using it to guage the number of Invoices

printed within a certain time period, for example, that number would not be accurate after
using the method above.

Changing Local Charge after Invoice not allowed

Once an invoice is printed, Patron, Department or Cost Center Report, you’ll get an error
message (“Change $ not allowed here! First change back to Open”) if you try to
change the charge field. In the case below, we tried to change the $4.00 charge to $5.00:



3

Local Rush Chrg |LocalStatu [Recd
i (Pickup |No $4.00 (InPat 4/8/2002
ea |Pickup |No $4.00 ImAPat 82972002
ea (Pickup |No $4.00 [ImAPat 8/29/2002

The same will occur if the Status were InvDep. To reset the charge (assuming you
haven’t already sent out the Invoice), go to the Local Billing Grid (if you’re not already
there), Delete the Invoice (see above), change the charge and re-run the Invoice for that
Patron.

Invoice Troubleshooting

Box at the top, where the Return Address, etc., should be, is empty.

First check under 'Setup' and 'Billing Setup' on the Menu Bar, to be sure you have values
entered for the return address, etc. If these values are there (and they appear in Print
Preview but not on the actual printout), then the missing Invoice return address values
are probably the result of a layering mismatch when your printer prints the page. This
seems to work for HP printers with the problem, and may wprk with others:

1. Click Start, then Settings, then Printers on the Win9x desktop.

2. Right-click your default printer and choose '"Properties'.

3. Click the 'Graphics' Tab to show the Graphics info form.
In the box at the bottom you have a choice of 'Graphics Mode' with two option buttons:
Raster Graphics and Vector Graphics. The "What's This?" help for Vector Graphics reads:
Controls how the printing information is rendered by your printer. Using Vector Graphics
can significantly increase printing speed. However, if you have problems, such as
incorrect overlaying, trying choosing Raster Graphics.
[Italics added.] "Incorrect overlaying..." sounds about right. When we changed from
Vector Graphics to Raster Graphics on our HPS, the address and other data miraculously
appeared.
If all else fails, though, simply check the Suppress Invoice Box checkbox on the Billing
Setup form.

It’s easy enough to sacrifice the fancy box, if it obscures what lies within. Once you’ve
registered this choice, the Invoice will be printed without the surrounding box.

Local Payments
Payments can be made using a variety of Payment Methods and Payment Types.



Local Payment Methods

These appear in a Dropdown Combo Box on the Payment Information Form, and include
the usual methods of payment: AMEX, Cash, Check, Credit, EFTS, IFM, Invoice,
MasterCard, Other, Transfer, Visa and others. Some of these payment methods aren’t
applicable to Local Transactions (EFTS and IFM, for example), but since the Payment
Methods Table is used in both Borrowing and Lending, they appear as choices anyway.
The Payment Methods Table is crucial to much of the database work, so please don’t
discard this Table (it has happened once or twice in the past). As with any necessary
table, the absence of this table will interfere with normal QuickDOC processing. If you
have to re-create the tbIPmtMethods Table, the default values are as follows:

AMEX

Cash

Check

Credit (non-cash credit for an item)

EFTS (not usually a Local payment choice)
IFM (not usually a Local payment choice)
Invoice

MasterCard

9. Other

10. Transfer

11. Visa

12. Deposit Acct.

13. Request (by Request Number)

e R NG

Payment Types (Local Patron/Dept)

These include:
1. Invoice
2. Credit (non-cash credit for an item---better to use a “Free Number Before
Charge” type Profile)
3. Deposit Acct.
4. Request (by Request Number)
5. Other
Payments of all types may be made using the Local Billing Menu Bar choice,

Payments.
Local Biling | Beparts Utiities |
[ ﬁ Frint Patron Bills
& Fatran Trial lrvoices
& Frint Dept Bills
& Dept Thal Invaoices
& Frint Cozt Center Repart

e Favrnents

Payments are also commonly made on the Local Billing Grid, going directly to the
Local Payments Form from the Grid item to be paid. Some payments (Pre-paid items
and Quick Pay Local Payments) can also be made directly on the Requests
Outstanding and Borrow Item Backfile Grids.




Pre-payments on the Requests Outstanding Grid

In many cases, Libraries will require Patrons to Pre-Pay for items to be ordered.
Typically, this will be a fixed charge per item, although it can be set up in many different
ways. In QuickDOC, requests that are Pre-Paid will be automatically set to PaidPt
when they are checked in as Received.

If the Patron pays up front, you will have the necessary information at the time the
request is sent in QDPortal. Once all requests are sent, click the Import QDPortal Tool
Bar button in QuickDOC to bring the new items into the Requests Outstanding Grid. To
put today’s requests at the top, click the header of the Sent Column and choose Sort
Descending.

For each item you want to Pre-Pay, click the Chrg Column for that item; a PrePay
Button will appear to the upper right:

% Bequests Outstanding On the Requests Outstanding Grid, click in the Chrg column to show the PrePay button

" Seangy | oz oy | ST | ALY %ﬂlﬁﬁ . A=
Reghlo (LIBID) R et iterm, Gearch  ByDates  Recs | PrePay
Search for Rec No. 'Containing j l / 52 Record(s) retrieved

Field is Charge. Shows the Charge Due To Lending Library For These are Requests Outstanding Only: Pres
the Loan. [Click the PrePay Button abowe right to register a {or Double: CIICH] TD El.‘lft FIEId
Patron PrePayment.]

- RONO  |Patron Dept Libr Chrg * |Year |Title temType |kemF |Semt Rec |Status ||
||_l = §339076 |Petrick j PSYC |[CAUCLA ﬂ $11.00 2001 |Growth, genetics|Journal |Copy (372172002 Outsta ||
|| _|‘#‘ 6499411 |Rapstine > |7778 |COUCSS ~|$11.00 2002 Annu rev public I |Journal |Copy |4/572002 Outsta ||

If you click Pre-Pay, an Input Box will appear, noting the following Default Values that
will be associated with the Payment:

1. The Default Local Payment Method will be whatever has been set for
your Local Payments (this is currently set to the last Payment Method
chosen when a payment was recorded in Local Billing).

2. The Default Payment Note will always be ‘Pre-payment for RQNO
nnnnnnnn’; this note field is used later to match up the payment when the
item is Received, so it’s necessary that it should remain in that format.

Post Payment for Patron Petrick. Beverly

Xl
[Default Payrmert Methiod iz Cash

Default Mate iz 'Pre-papment for BAMO 6333076" ]

C I
Enter Favment Amount below [Use numbers only). ance

|5

In order to prevent duplicate Patron Pre-payments, a lookup is made before the
payment is filed. If an earlier Pre-payment is found, a Message Box explains:



Pre-payment Already Filed! ]

A Pre-payment for ROMO B33307E was fled on 17-Sep-02 for $5.00.

If the pre-payment isn’t a duplicate, it’s filed in the Deposit Account Table for Patrons
(tbIPatDeposits), with a matching entry in the gatekeeper Table, tbIPatCredits---
tblPatCredits is checked first on any search to see if the Patron involved has a balance of
any kind (either a real Deposit or a vague Credit, but steer clear of vague Credits if you
can; a Local Charge Profile with a certain number of ‘Free Items Before Charging
Begins’ is a much easier way to manage this).

As far as QuickDOC is concerned, Deposit Accounts and Payment Accounts are tracking
real money, so that various comparative reports should be possible. Once the vague ‘Oh,
give a credit for this” mindset intrudes, then accountability is out the window. Think
Enron.

Since the prepayment is held in abeyance until the item is received, you won’t notice any
obvious change in the grid (other than a small notice in green that ‘Prepayment for
RQNO 6339076 completed’ in the box beneath the Records Retrieved box).

¥ Requests Dutstanding
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52 Record(s) retrieved
Prepayment for REQMNO 6339076 c}gmpleted.

Field is Charge. Shows the Charge Due To Lending Library For These are Requesis Outstanding Only. ‘Pres
the Loan. [Click the PrePay Button above right to register a {or Double-Click) To Edit Fiel ¢

Search Request Numbers

'Containing

Patron PrePayment.] ince these are Requests Outstanding, the payment is filed as a

Deposit Acct for this Patron, to be applied when the item is received.
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At this point it’s just waiting for the Outstanding Request to be checked in as Received.
An Outstanding item is changed to Received in a variety of ways. It can be changed by
clicking the Mark Rec’d Button on the Requests Outstanding Grid; it can be Received by
changing its status from Outstanding to Received in the Requests Outstanding Grid; it
can also be changed to Received as a part of a Global Change of requests from
[whatever] to Received. Loansome Docs that are filled in-house are changed from
Outstanding to Received automatically upon import of the action taken on DOCLINE.

In the course of changing an item from Outstanding to Received, by any of the above
methods, a check is made to see if there is a balance for this Patron in tblPatCredits. If
there is, then a search of the tblPatPayments Table is performed, to see if this item has
been Pre-Paid (the PatPaymentNote field will contain a “Pre-payment for RQNO
6339076 note for that Request Number).

If a pre-payment is found, the charge being held in tbIPatDeposits is assigned to the
Request Number it’s being held for (6339076, in the above example), a debit entry is
made in both tbIPatDeposits and tblPatCredits, and the item’s Local Status is changed to
PaidPt and the original Local Date Paid is assigned the original date of the pre-payment.



Local Payments Made from the Borrow Items Backfile Grid (Quick Pay)

In addition to the ability to Pre-Pay an item while it’s still Outstanding, it will also be
useful at times to be able to post a quick payment directly on the Borrow Item Backfile
Grid, without having to exit and fire up the Local Billing Grid. This process is similar to
the Pre-Pay process, and uses similar defaults to record the payment.

For each item you want to Quick Pay, click the Chrg Column for that item; a Local

Pmt Button will appear to the upper right:
REC B 5 n the Backfile Grid, click in the Chrg column to show the Local Pt button {Quick Pay by Patron). |

Search By Create Search B GaTo =
Search B Search B ) =
Date & - 4 Dept ¥ Patron Status of |Outstanding i Brint
Reqho Imyaiee FiEgUE nly Search By Dates Recs | Local Pmt
Search Request Numbers Containing j l 721 Record(s) retrieved
Lze 7 Az WildCard For Any Single Letter of Mumber
Field is Charge. Shows the Charge Due To Lending Library For While most local payments will be made on
the Loan. [Click the Local Pmt Button abowe right to register a the Local Billing Grid, quick payments by
Local Payment by Patron.] Patron can he made here, for any item where
Local Status = Open.

- RONO Patron Dept Libr Chrg |Year |Title RkemType |[tem [Sent Recd [Statu
"_I T 010902 Greer-J ;IW.P. CAUJGH ;I $0.00 (2000 |J Antimicrob |Journal |Copy |1/25/200z|1/25/20 Receh
" J* 0109028  |Greer-Ji ™ |W.P. COUPEP *|%0.00 Diagnostic m |Journal |Copy 17257200z 1/25720 Recen

If you click Local Pmt, an Input Box will appear, noting the following Default Values
that will be associated with the Payment:

1. The Default Local Payment Method will be whatever has been set for
your Local Payments (this is currently set to the last Payment Method
chosen when a payment was recorded in Local Billing).

2. The Default Payment Note will always be ‘Pre-payment for RQNO
nnnnnnnn’; this note field is used later to match up the payment when the
item is Received, so it’s necessary that it should remain in that format.

Post Payment for Patron Dzbome, Drew

Cancel

R
[Default Payment Method iz Cazh oK.
Drefault Hote iz 'Payment for BEMNO 5440565" ] -

Enter Pavment Armount below [Use numberz only).

{5.00

Local Status must be Open for Quick Pay. If you attempt to Quick Pay an item that has
a Local Status of anything but Open, the payment will be aborted.
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Once the Quick Pay is posted, the values describing the payment are filed in the
tbIPatPayments Table, with a unique Payment Number (in the form Pmt000nnn), a
PatPaymentInvoice value equal to the Request Number, a PatPaymentAmount of
whatever was entered in the Input Box, a PatPaymentDate of Today, a
PatPaymentNote in the format ‘Payment for RQNO 5440565°, a PatPaymentType of
‘Request’, a PatPaymentMethod of whatever was your default (Cash, in the case
above), and a PatPaymentCostCenter, if one was filed with that request.
Because this transaction is complete, other changes are also made in the Local Status
(it’s changed to PaidPt in both tbIBorrowlItems and tblBorrLocals), and to the
LocalDTPD and Locallnvoice fields of tbiIBorrLocals (Today’s Date for Date Paid, and
the Payment Number for Local Invoice. Because we’re doing this on the Borrow Item

Backfile Grid, you will notice that Grid’s change of Local Status immediately.

rch Request Numbers

'Containing

=)

|T21 Recardls) retrieved

Field is Request Number. May Be Up To 14 Characters
1. Must Be Unique in Database.

After payment is filed, LocalStatus now reads
PaidPt, and appropriate changs"are maile in
thiBorrLocals, thiPatPayments, et
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DelMe
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coucoL |

$8.00
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Br Joral max

Journal

1/4/2002 |1/25/20

Copy

Receh

PaidP

The green notice box also informs you that the posting was successful.

Local Payments By Invoice Number

From the Local Billing Menu Bar Choice
Patron Payment By Invoice Number is the default when arriving for Payments from

the Local Billing Menu. All unpaid Patron Invoices (along with choices for Deposit

Account and Credit) are listed in the Invoice Number Dropdown Combo Box.
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Thiz iz a Patron Pmt - click here for Dept/CostCr |
Invoice Humber: j

Payment by Bequest Mo.. Deposit or Creditdcst [
Previous Payments: |Credit

Deposit Accoumt
P144 0328
Amount This Payment: |p3gs 0329 Payment Method: I':he':Ili j
Paidl By {Patron, Dept): | Payment Date: |Hllﬂ 16,2002 j

Payment Hotes: Cost Center: I j

Enter Invoice Number to be paid. Choosze From the DropDown List.

Addd Exit w/o

Payment Saving EE

Delete
Invoice

Click the This is a Patron Pmt button to change it to This is a Dept/Cost Ctr Pmt to
register a payment by a Department, and to fill the Invoice Number Combo Box with a
List of Department or Cost Center, not Patron, Invoices.

If you start typing in the Invoice Number Combo Box (and type at the rate of about a
letter every .5 second or so), the box will open up at the sixth letter typed to the spot on
the Invoice List where that Patron’s (or Department’s) invoices begin (or close to it).
Choosing the invoice and moving to the next field (either by pressing ENTER or clicking
on it) automatically fills in most of the form: the Paid By (Patron, Dept) field, the
Payment Amount (as a default equal to either the Invoice Total or the Invoice Total less
any previous payments, if there were any), the Payment Date (today), the Primary Cost
Center (if there is one) and a default for Payment Method (Check). Any of these can be
changed, as needed.

From the Invoice column on the Local Billing Grid

You can also pay an Invoice from the Local Billing Grid, by clicking on the Invoice to
pay in the Grid's Locallnvoice column and then the 'To Pmts' button. This is
sometimes faster if the Grid is open anyway, and it will automatically locate the Invoice
information you want.
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This was sent out as a Patron Inveice {the P at the beginning of the Inwvoice Humber); eprint
if the payment is from the Dept instead, click this hutton to change to Dept Payment wEies T F'f"&?s

P
j Thiz iz a Patron Pt - click here for Dept/CostCh |

Invoice Humber: |P332 0329
Payment by Bequest Mo, Depaosit or Credit Acct [ \

Previous Payments: [0.00 jnv Total: §1.40 Payment Type iz [nvaoice [Clicking on any it
jlocallnvoice cell f
ithe Inkoice to he pakl,

Amount This Payment: ||'|-4':l Payment Method: |CheCk j and then clicking 'T

Payment Date: [aug 04,2002 | .

Paid By {Patron, Dept): [paly Dn % [Locallivoice
D02 |Pmt000006

Cost Center: | = D00z Prmbuuum

Enter Amount Paid. Must be greater than 0. Numbers Only! [Use the 'Credit’ Payment [Im=b382 HEEE]
M ethod if no actual payment was received.] [Im=P382 0329]
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Delete 002 |[Imv=P370 0198]
Papnens H02 ([Imv=P363 0189]

Payment Hotes:

Add

Pa}ment gk

Clear Form

T L R [ R Tl Y

Since we’ve come from the Local Billing Grid, and the Invoice Number we want has
already been selected, most of the payment information has already been filled in and the
focus is on the Amount This Payment box, with the Invoice Total amount entered. If
this is a complete payment, just press Enter. The Add Payment button will be enabled;
make any other changes needed and click Add Payment or press Alt-A to add it.

Partial Payments on Invoices

Partial payments are filed with the Invoice, but the invoice is left open for future
activity. Partial payments are reflected in item activity up to the last full payment for
each item. If there isn't enough left over to fully pay the item, it's left marked as "InvPat
or “InvDep" rather than "PaidPt” or “PaidDp" although the full payment amount is
applied to the Invoice itself. Here’s an example of a partial payment on a invoice:

2



4 Payments From Patrons. Depts

Invoice

Humber:

Previous Payments:

Amount This Payment:

Paid By {Patr

Payme

|P124 0328

=

Thiz iz a Patron Pt - click here far Dept/CaostCh |

=

eptrint
wOice

To Pmis

Payment by Bequest No., Deposit or Credit &cct [

f0.00

I25.l]l]

Inv Total: $68.00

on, Dept}: |Trohaugh

nt Hotes:

Payment Date: |nug 04, 2002

Paid $25.00 8/16/2002

FPavment Type iz Invoice

Eincle Letter or Mumkber

Payment Method: |Ch'3'3k

I~

On

Z |Locallmvoice

Cost Center: I?BB?

=

[Ime=P144 0328]

[Im~=P144 0328]

Enter Check Number or other information describing this payment.

[Ime=P144 0328]

[Im~=P144 0328]

Add

Payment

Back | Clear Form

Delete
Payment

[Ime=P144 0328]

[Im=P144 0328]

[Im~=P144 0328]

[Im=P144 0328]

e e 4 4 A0

After the payment is filed, items on the invoice are marked PaidPt until the amount of the
partial payment has been reached.

28

- Patron [PatChrg [Dept [CostCenter (Hem Local Rush |Local |Recd Paid On [Locallmvoice

—i|% Trobz ;| $4.00 HEMO (7887 1999 Clinical labo |Pickup |No PaidP (172572002 (8/472002 |[lm=P144 0328]
_|4'L" Trobz > |$4.00 HEMO 7887 1999 Indian J ped Pickup |No PaidP (172572002 |8/472002 |[Im=P144 0328]
J*’ Trobz > |$4.00 HEMO (7887 1999 Molecular m |Pickup |No PaidP (172572002 (8/4/72002 |[m=P144 0328]
_I‘#‘ Trobz > |$4.00 HEMO | 78E7 1999 Haematolog Pickup |No PaidP | 172572002 8472002 [Im~=P144 0328]
o = Trobz_*|$4.00 HEMO (7887 2000 Br J haemat |Pickup |No PaidP (2/5/2002 (8/4/72002 |[lm=P144 0328]
[ = Trobz ¥ |$4.00 HEMO | 78E7 1999 Br J haemat Pickup |No PaidP | 2/572002 8472002 [Im~=P144 0328]
ST Trobz =] [$74.00] |HEMO |7210Payments downto Thim|Pickup |No |InvPai|2/8/2002 =P 144 0328]

= N here total $24.00. The|; >

_|% Trobz v|$4.00 |HEMO 7540\ .y aining Inv items [ion Pickup No  [ImvPat 21872002 [im=P 144 0328]
[ = Trobz_*|$4.00 HEMO stay at InvPat. nat |Pickup |[No ImwPat (4/10/2002 [Im~=P144 0328]

Notice that the payment amount of $25.00 was applied to each request until the charge
for the request was greater than the amount left over from the payment (the requests will
be marked paid in chronological order). The $4.00 charge in the seventh row
exceeded the $1.00 left from the $25.00 payment after the top six rows were marked.
Since this $1.00 credit remains with the Invoice, it will be fully paid with another
payment of $43.00 (even though it may look like they owe $44.00, if you were to total

the charges in the remaining InvPat rows of this invoice).

An easy way to check this would be to click the 'Reprint Invoice' button (click into the
[Inv=P144 0328] cells on an InvPat row to get the Reprint Invoice button; it doesn’t
show up on a row where the Invoice has been paid), which will result in a reprint of all
items items, but with the Invoice Total: $43.00 at the top (rather than the original
$68.00) and at the end, rather than the usual "Total Charges: $68.00" that completes a
first invoice, there will be three lines at the end of a Reprint with payments applied:

Total Charges:
Amount Paid:

Amount Due: $43.00

$68.00
$25.00



The Reprint Invoice button can be used in this way to fire off a quick reminder of an
underpayment, as well as a second notice when there is no payment at all.

When the final payment is received and the Payment form brought up again to that
invoice number, information from the first payment will reappear:
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rirst total is always here |

J Thiz iz a Patron Pt - click here for Dept/CostChr

Ll

Invoice Humber: |P144 0328

Paymert by Bequest Mo., Deposit or Credit Acct [

Previous Payments: hgg_un 'mr Total: $68.00 Paprent Tope iz Invoice
Last Payment: Prt000010 = $25.00

Amount This Payment: |43.|IJIJ Payment Methotl: IChecH j
Remaining after 1st payment |

Paid By (Patron, Dept): |TTobaugh Payment Date: [aug 04,2002 |

Payment Hotes: |Paid $25.00 8/16/2002 Cost Centers I?BB? j

Enter Amount Paid. Must be greater than 0.  MNumbers Onlyl [Use the "Credit’ Payment
M ethod if no actual payment was received.]

Add
Payment

Delete

Back Clear Form
Payment

The Payment Note shows the note left with the first payment, for information only, and
will be changed when filing this second payment. The 'Add Payment' button will be
enabled once the suggested "43.00" payment amount is accepted (by pressing ENTER or
moving to another field) or some other value is entered instead.

Delete Payment made to Invoice

If a previous payment is shown on the Payment Form, it can be deleted and then re-
entered by clicking the 'Delete Payment' button. If more than one payment has been
applied to this invoice, the last payment applied is the one queued up for deleting. In the
case of the form above, where we're poised to add the final 43.00 payment, clicking
'Delete Payment' brings the previous payment up for possible deletion. Check the
Message Box information carefully to be sure the proper payment is being deleted
(although it's easy enough to add it back in again if you make a mistake):
Deleting Payment Humber: Pmt000070 x|

Ready ta Delete This Payment: Prot000070 for $25.00
Pavment will be deleted permanently and values set back to Open for all Bequests.

Okay To Delete?

Cancel |




It's the previous $25.00 payment, in the case above, that has been queued up for deletion.
When a payment is deleted, the Invoice is restored to its previous values, and any
requests that had been marked "PaidPt" are reset back to "InvPat."

Local Payments By Deposit Account

Use the 'Deposit Account' choice in the Invoices Dropdown Combo Box on the
Payments form to register a payment as a Deposit Account payment. Deposit Accounts
can be established for both Patrons and Departments. There is no Cost Center Deposit
Account, but if a Department Deposit Account includes a specific Cost Center, only
items with that specific Cost Center will be deducted.

In the case of Department Deposit Accounts (but not Patron Deposit Accounts), right
after the payment is added, QuickDOC performs a search to see if there any outstanding
items still marked as Received that might be paid from this deposit. The search goes
back six months, or to the beginning of the current year, whichever is longer. It won't
alter any items that have already been changed to InvDep but it will go ahead and pay off
any Received items with a CHRGAsDept greater than 0.00.

In the case of Patron Deposit Accounts, no automatic payment of Open items is
performed, but the PatDeposits Table will always be checked first when you attempt to
record a payment for that request.

Items paid from Deposit Accounts are available for searching via the Locallnvoices
column of the Local Billing Grid, since notations are made there when items are
deducted from a Deposit Account, referencing the Deposit Account number. A search on
this field is a quick way to get a list and printout of any items charged to specific Deposit
Account:

i | geal Billing Items Searching for items assigned to a Deposit Acct (Patron or Dept)
Search By Create Search By
Diate & Search By | Search By Patran Status of Sealrch By i %
FonMo Patron Diept Invoice Roouast Irvoice Mo. Erint
H H Search By Dates Recs ToP
Search Invoices Containing j |d2pﬂﬂﬂﬂ21 2 Recnrdf’s) retrieved i
Total & of items charged to this
he ay Be Up To 14 e — ] (Patron) Dep Acct {Dep000021) so far |
e v {2} are in the box above andl are !
FRaBGE
2 ; Save shown in the Grid, below. {Acct !
his is a Patron Deposit Acct Cha_nges numbers are always Dep-+6 digits)
ocal B g e g 0 A g dep0000
- PatC |Dept CostCente |Hem Local Ru LocalStatu |[Recd Paid On Locallmsoic
“_l = $4.0(/PULMED |Pulm001 |2001 Ann her Pickup |[No PaidPt 173172002 (92772002 |Dep000021
" o = $4.0(PULMED |Pulm001 |2002.) health Pickup |Yes PaidPt 4/10/2002 |828/2002 |Dep000021

There is also a table of Deposit Account activity for Patrons (tbIPatDeposits) and
Departments (tbhlDepDeposits), with individual line items for each activity item. There
is no special Cost Center Deposit Account Table; these are kept within the Departments
Table.

Department Deposit Acct Auto Payment begins Jan 1 of current year.

After a Department Deposit Acct payment is registered, unpaid Open requests are paid
from the Deposit Account payment beginning either six months prior to Today's
Date, or at the beginning of the current year, whichever is greater. This is to prevent



this year's Deposit Account payment from being applied to a superannuated request that
might have been left at Filled some years previously. You can cause earlier requests (or
Patron Requests) to be paid from a Deposit Account by marking them as Paid in the
Local Billing Grid. Items changed to Paid on the Grid (as well as on the Local Payments
Form) are always first checked against a Deposit or Credit Account balance and assigned
to that payment if possible.

Delete or Adjust Local Deposit Account Payment.

If a mistake is made when entering a Deposit Account payment, you can delete or adjust
the deposit payment itself (rather than each item assigned to the account) as follows:
4 Payments From Patrons. Depts ll

Pepusit Accnw:t Payment Humber - Dep000021 ‘

=1
I ] Thig i FXV\Q ick here for Dept/CostCl | Frint
RS UeENL Dep000021 iz 1z a PatrofrPmt - chick here for Depty/CostChr Dars To Prits

Payment by Fequest Mir, Deposit or Credit oot [V

Previous Payments: [§30.00 Req Total: $20.00 Papment Tupeg Peposit Sinle Letter or Mumk
Last Payment: Dep000021 = $20.00 m
Amount This Payment: |20.00 Payment Method: | TTansfer »|  laPatron Charges
v Edit Field.
Paid By (Patron, Dept); |Adams, Nancy Payment Date: |P-ll£1 21,2002 |
: |20 Deposit Acct for nan Locallmmoice
Payment Hotes Adan]’; CY Cost Center: Ipu"“["]1 j Depuuuuz1
Changing the Payment Amount here from its onginal $20.00 to a new value will change the Dep000021

Payment Amount registered in the spstem.

Auljuct Back | Clear Form Delziz
Payment | Payment |

Get to the Local Payments Form either from the Local Billing Grid or Local Billing Menu.

. Check the 'Payment by Request No., Deposit or Credit Acct' box, if it's unchecked.

3. Ifthe Request Number is in the field, erase that and enter the Deposit Account
payment number (usually something like Dep000123) in that box instead and press
ENTER.

4. Either edit the 'Amount This Payment' box, or click 'Delete Payment' to begin
again.

Deleting and re-entering is probably the preferred method, in which case all the values of

the payment will be new. If you choose to edit the payment amount, only that value will

change in the payment record. In both cases, any rollbacks or additions to items paid will

be performed on requests affected.

N =

Local Payments By Credit

The Credit payment is another choice available in the Invoices Combo Box. While this
choice can be used to post a certain credit amount to a Patron or Department, it’s
recommended that you use the Free Items before Charge type Local Profile instead.
There's no line item table for these events---although there are tables for Patron Credits
(tbIPatCredits) and Department Credits (tbIDepCredits) that keep just the running total.



These are paired off with matching items that can thereby be marked as Paid as they
occur. On the Local Billing Grid, the Locallnvoice column for these items will have a
notation of CreditPatron or CreditDept, depending upon which type is used.

Items are deducted from the appropriate Credits Table only if there's enough in there for
that library to cover the total charge of the request. As with Deposit Accounts, requests
paid from the Credits Table are marked Paid automatically, at the time their Local Status
is changed to either PaidPt or PaidDp, using the appropriate CHRGAs Patron or
CHRGAsDept. It will be a good idea to make sure that these charges are the correct
ones, although incorrect charges can be changed at any time (if a charge is changed on
any Grid for an item that has been marked as Paid from a Credit account, that change will
be percolated back into the Credits Table---and Deposits Table for Deposit Accounts---at
the time the change is recorded).

If the remainder in the Credit Table is less than the cost of the item, it just sits there,
waiting for an item it can cover, and the uncovered item remains marked "Open" and is a
candidate for the next Invoice run.

If you choose Credit as the Local Payment Type from the dropdown box, also choose

Credit from the Payment Methods combo. This will be useful later for determining
actual cash income (as opposed to barter income) received as a result of internal
Document Delivery activity.

This semi-official status of Credit Payments is yet another reason to avoid using them;
some confusion will nearly always result.

Credit Payment Type vs. Credit Payment Method

The Credit Payment Type appears in the Invoice Combo Box, along with Deposit
Account, as a choice along with the list of all unpaid Invoices. The Credit Payment
Method appears in the Payment Methods Combo List.

If you enter an amount with the Credit Payment Type, it will be added to the total
available for the Patron or Department making the payment in the appropriate Credits
Table. The Payment Method might be Check or AMEX or Transfer or whatever (even
Credit, although this choice will cause the inference that no funds actually changed
hands). If you use the Credit Payment Method with a Payment Type other than Credit,
the payment will be applied to the Request or Invoice cited, but no change will be made
to the balance, if any, in the related Credits Table. If there is real money changing
hands, always use the Deposit Account Method rather than the Credit Method.

Delete or Adjust Local Credit Account Payment.

Deleting and re-entering is absolutely the preferred method for editing credits, in
which case all the values of the payment will be new. If you choose to edit the payment
amount, only that value will change in the payment record. In both cases, any rollbacks
or additions to items paid will be performed on requests affected.

Local Payments By Request Number

Payments by Request Number can be recorded on the Local Payments Form, from the
Local Billing menu, by clicking on the "single Request Number" check box and typing
in the Request Number itself, but it's a bit easier to do it from the Local Billing Grid.



Click on the row with the item to be paid in the Grid, and then click the "To Pmts' button
on the upper right. This will bring up the Payments Form with the Request information
already filled in. Choose the appropriate Payment Method and amount, etc., then click
'Add Payment' to save. The Payment Number assigned will be available in the Invoice
column of the Local Billing Grid.

Marking an item as Paid in the Local Status column of Local Billing Grid

You can record a quick payment by changing the Local Status column on the Local
Billing Grid directly, editing it from Open to either PaidPt (for Patron Payment) or
PaidDp (for Department or Cost Center Payment). The '"Paid On' column will be
changed automatically to Today's Date, if left blank, or it can also be changed before
filing---using either the calendar dropdown or by entering the date correctly---to the
correct date for that payment. Requests marked as Paid in this way have no other
supporting information (no Check Number in Notes, no specific Payment information).
A payment entry is recorded, though, with the Request Number as identifier, Payment
Method will be your Default Payment Method and the Payment Amount will be equal
to the Request Charge. The Payment Type is "Request." It is also assigned a Payment
Number, which will appear in the Local Invoice Column of the Local Billing Grid:

550 Recordis) retrieved

Fecord For 5413453 Successtully Edited.

Click on Data Field To Make Changes; Cli
; the Leftmost Column of Record To Selec

Save
Changes
i q quals Ope
1 LocalStatu |Recd Paid On Locallmvoice
Open 4172002
Cpen 47272002
Cpen 4/472002
PaidPt 1/25/2002 |3/1/2002 Pmt000052

Items marked as Paid in this fashion are still run by the Credits and Deposits Tables, to
see whether the amounts should be deducted from these totals, but no other checks are
made. The Default Payment Method may be a real payment or a credit; since there's no
way to tell for sure, it's assumed to be a true payment.

Any payment can be edited later to correct payment amounts only, or simply deleted and
re-posted to correct any and all values.
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