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1. Did you know....

Rb i %
\9\‘ Did you know that an invoice record can have two number fields?
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\9\‘ Did you know that each of these number fields can have their own formatting rules?
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< Did you know that the invoice and credit note numbers can use different counters?
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~ Did you know that invoice counters often need to be reset yearly (accountancy reasons) while
conference invoice counters span several years (i.e. the duration of the registration window)?
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In cmOffice an invoice and credit note can have two numbers “Invoice number” and “Conference invoice
number”. This last one is optional.

Both numbers are in fact counters i.e. a field which stores (and sometimes displays) the number of times a
particular event (in this case the creation of an invoice/credit note) has occurred.
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2. HOW TO ... format invoice numbers?

a. Defining Invoice numbers

In cmOffice (Administrator section), you can define the “Invoice number” in the table “F-Invoice
journals”. The invoice and credit note numbers can use different counters.
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k_, Add record for F-Invoice journals

Invoice journal | aoooz2

[x]<]

Settings for the invoice document

Company:
Invoice type code: REGIS Fields in the invoice detail lines:
Journal:

Counter Invoice no.:

Counter Credit note no.:

Date last used: 25/05/16 -

Export accounting type: Ijl -

Conference (optional): | = | l | -
Different counters for invoices and -
credit notes m

noemoceine: [
Split length description:

Invoice type code specifies for which type of invoice or credit note the number will be created
= REGIS Global registration invoices
= INVOI Partial registration, manually or automatic created invoices
= MEMB Member invoices
= EXHIB Exhibition invoices
Counter Invoice no type of the counter to use for the invoice numbers. The type of the counter is

defined in the Admin section in the “* Counters” table.
Counter Creditnote no type of the counter to use for the credit note numbers. The type of the counter
is defined in the Admin section in the “* Counters” table.
Conference = if empty, then this definition counts for all congresses that don’t have
a specific definition in this table
= if the value entered is an existing conference code, then this definition
only counts for one specific congress

PS: if you fill in the same value for “Counter Invoice no” and for “Counter Creditnote no”, then you use
the same counter for both invoices and credit notes.



b. Defining counters

In the Admin section of cmOffice in the table “* Counters”, you define the counter and format of the
“Invoice number” and “Conference invoice number”.

Type is the counter type (must correspond with the content of the counter fields being
“Counter Invoice no”, “Counter Creditnote no” and “Extra counter for invoice init”.
forYear can contain the year during which this counter needs to be used

or the first 5 characters of a conference code.
By default, the numbers start with this value.
Sequence_nr.  this is the sequence part of the number. It will always contain the last value used in the
counter.
Description Wording that describes the counter.
Format_zeros defines the number of digits used for the sequence number
(e.g. 4 => seq.nr. 0012).
Default = 0 and will be interpreted as 5 digits by cmOffice.
Extra_in_nr.  text that will be inserted in the number before the sequence number (like a prefix).

Some examples of valid counter definitions:
File Edit Help

OCOVR Table: |* Counters -
Type forYear Sequence_number Description Format_zeros Extra_in_number RN (do not modify)
HOTEL HO 69 Hotel nummering 0 gooo1

_|F000 ) 2001 4.040 INvoiceMNo 5 nooo3
CCIT 2010 0 Campus Courses Italy 4 CCIT 00123

c. Invoice number formats

> Default format

This is a number that starts each year (calendar year or fiscal year) from 1 and is used commonly by all
congresses during that period.
The default format of this number is YYYYExtral2345 where

YYYY isthe year

Extra is the extra text defined in the table * Counters (can be empty)

12345 is the sequence number. The number of digits used is also defined in the table * Counters

> Another format

You can change the format of “Invoice number” by defining a different type in the table * Lists.
Listnr =141
Code = the conference code
IntegerValue =1 or 2 =>the year (YYYY) isn’t included in the invoice number (Extral2345)
=0 or 3=>the year (YYYY) is included in the invoice number
(YYYYExtral2345)



3. HOW T0 ... format Conference invoice numbers?

a. Defining Conference invoice numbers

In the table S-Conference you can define which counter to use for the “Conference invoice number”.
The invoice and credit note numbers always use the same counter!

k, Add record for 5-Conference

General info | Printing and Sync || Online functions |

Conference P1AC Sort: Company: |7 |E
Description: [21st Annual Congress (Vienna) | oo not show in cmOffice popup

Full conference  |21st Congress of the EAHP
name.

Venue: Startdate: [E8][00/00/00 |
End date:  [g8][00/00/00 |
Country: -

Year:
Accounting WEE + onsite
Invoice mode: MNew Invoice mode On WEB WEB order: Ijl
Export accounting EIl: Mo EXIID?HT . |:| (#™ -= acﬁffateu:_l for onsite
General account foreign VAT: |:| = ?;rr;?;n um_expclr LA E LA U]
General account Exhibition: (seperate account) Activate APP (mob'Y'YMMDD): I:l
General account Reqistration: Sync 5P
Account hotel registration: [ ]
'Extra counter for invoice init.:
Extra currency: fw] [JAuto add hotel registration in ‘Registration batch’ module

Extra counter for invoice init  if empty then no “Conference invoice number” will be created
= type of the counter to use for the Conference invoice and credit note
numbers (* Counters table. See chapter 2.b “Defining counters”)

b. Conference invoice number formats

If a counter type is entered in the “Extra counter for invoice init” field of the conference definition the
conference invoice number will be created.

It’s possible to specify that the conference invoice number will be created for all invoices except for the
exhibition invoices (see paragraph “Another format”).

« Default format




In most of the cases this number is mostly linked to one specific congress. It starts from 1 and continues
incrementing over multiple years.
The default format of this number is XXXXExtral2345 where

XXXX are the first five characters of the conference code

Extra is the extra text defined in the table * Counters (can be empty)

12345 is the sequence number. The number of digits used is also defined in the table * Counters

< Another format

You can change the format of “Invoice number” by defining a different type in the table * Lists.
Listnr =140

Code = the conference code
IntegerValue See list below
Integer | Description
Value
0 The sequence number restarts each year from 1.
The year or conference code is included in the number.
1 The sequence number continues incrementing over multiple years.
The year or conference code isn’t included in the number.
2 The sequence number restarts each year from 1.
The year or conference code isn’t included in the number.
3 The sequence number continues incrementing over multiple years.
The year or conference code is included in the number.
30 = 0 but for the exhibition invoices no Conference invoice number will be created.
31 = 1 but for the exhibition invoices no Conference invoice number will be created.
32 = 2 but for the exhibition invoices no Conference invoice number will be created.
33 = 3 but for the exhibition invoices no Conference invoice number will be created.




