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Trade Invoicing an Allocation

1. Open Prime
2. Select ‘Dashboard’ and ‘Allocations’
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3. Select the allocation from the list that you are invoicing

.
Allocations

( Search Allocations Reference Number Label Job Number Client Assil d Contact Assil d To Allocation Type Allocation Status Tags

Reset | Ssarch
X AJG0102-0097 JoBooz AJG Australia Work Order Ready To Invoice

Preset Filters

— X AJGD102-0084 J0BOOZ AlG Australia Work Order Ready To Invoice
Sorting Type
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4. Update the completed date, time and any other details not already filled in and click ‘Update’

Allocation Type *
Work Order

Label *
AJG0102-0097

Assign To Contact

Instructions

Allocation Work Order

Customer First Contacted On
24 Jan, 2023
Today || +1 Day || -1 Day || =1 Week || -1 Week
Customer First Contacted Time
0842 AN
MNow || +15 Min || -15 Min || +1 Hour || -1 Hour
Start Of Day || End Of Day
Site Attended / Start
25 Jan, 2023

Today || +1 Day || -1 Day || +1 Week || -1 Wesk
Site Attended / Start Time

D627 AM
Mow |[+15 Min || -15 Min|| +1 Hour || -1 Hour

Start Of Day | End OFf Day
Completed
25 Jan, 2023
Today || +1 Day || -1 Day || =1 Week || -1 Wesk
Completed Time
0744 AM
Mo || +15 Min || -15 Min || +1 Howr || -1 Hour
Start Of Day || Emd OF Day
Waorks Completed

Completed make safe to roof - tarp front

-
o
50000 4
x
B x
+1 Month || -1 Month
® | x

Mearest Hour
B X
+1 Month | -1 Month
] 4

Mearsest Hour
B x
+1 Month || -1 Month
oL | x

Mearest Hour
o
Updste

5. Select ‘Change Status’ and update the allocation status to ‘ready to be invoiced’

Summary AJGD102-0097 Work Orger X Show All | | Hide All

Work Order | AJG0102-0097

Created by Test Trade @ 25th Jan 2023 940 am
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6. Scroll down to the ‘Allocation Estimate’ and update the material and labour to your invoiced amount.
You invoice will be created based on the amount entered

B - Roof *
Ao v e |1 [T T
Labour 1 §100.00
opy | @
New tam
= [ Roof Tiler Material 1 57000 $17000 | *
Labour 1 £100.00
E Make safe roof x

7. Check the ‘Total’ is correct and then ‘Lock’ the estimate

Allocation Estimate

Pigw Share Link

AJG0102-0097 PR s187.00 |

Alicestion Work Order

Aszigned To
Test Trade (Ma)
L A

Created by Test Trade @ 25th Jan, 2023 640 am

Margin Total 50.00
8. Click on the ‘Finance’ section and ‘New Accounts Receivable Invoice’
JOBO0O02 1 Test Ave, Taren Point, NSW, 2229 |e
AJG Australia | AJGO102
- Summary B - Finance
Customer
Test Test
Pref - Accounts Receivable Invoices
J 0403958152
ﬂmmnau@ajgauw Accounts Receivable Invoices
aliacom.au
Site .
Ny 2z T $495.00 $495.00 $0.00
Cient
AJG Australia
Assigned Total Invoiced Mot Invoiced Invoiced Paid Invoiced Not Paid
Test Trade
s Supervisor
- A
* Show More
Filter Menu... Q
General
B Cetails
B rorm:
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9. Select the allocation you are invoicing under ‘Items

Accounts Receivable Invoices

4 List

Sync Options
\/ Sync This Inveice To Ajg Australia

To*
AJG Australia

Type *

tems_

AJGD102
AJGO102-
AlGD102

25 Jan, 2023 B Ox
Today || +1 Day||-1 Day || +1 Week || -1 Week|| +1 Month || -1 Month
Due Date *

Due Date... =
Tod=zy || +1 Day||-1 Day || =1 Week || -1 Week|| +1 Month || -1 Month
Document *

Document..

Upload & Link Mew Document

Cancel Save
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10. Check ‘sync this invoice to AJG Australia’ is ticked, enter the invoice number, invoice date and due date
(30 days), select the purchase order document and click ‘Save

E Sync Options
V Sync This Invoice To Ajg Australia

Ta*

AJG Australia
Type *

Allocations v X
Items *

AJGI102-0097 v X
Invoice Number *

rest25123 b4
Invoice Date *

2% Jan, 2023 B ox
Today|| +1 Day || -1 Day || +1 Week || -1 Week || +1 Month || -1 Month
Due Date *

25 Feb, 2023 H x
Today|| +1 Day|| -1 Day || +1 Week || -1 Week || +1 Month || -1 Month
ocumert | o

Document._ M

Site Document - purchase_order_AIG0101-0063_Test_Trade.pdf
Site Document - purchase_order_AJG0102-0066_Tezt_Trade_11.pdf
Site Document - purchase_order_AIGD101-0067_Test_Trade_11.pdf
Site Document - test_cost_calculatorxisx

Site Document - Test_resto_assessment_reportpdf

Site Document - purchase_order_AJG0102-0034_Test_Trade_11.pdf

et -~ =r & |1 | T

Site Document - purchase_order_AIGD102-0097_Test_Trade_11.pdf _I

11. Invoice will automatically sync to AJG Australia and invoice will now be displayed under the finance
section of the job

JOBO0O02 1 Test Ave, Taren Point, NSW, 2229 ¢

AJG Australia | AJGO102 + Synced To AJG Australia

o] g
= SITTER B - Finance
Customer
Test Test . . . )
4 Preferred Mumber Accounts Receivable Invoices
0403953152
Email . .
paige medonald@ajgaustr Accounts Receivable Invoices

aliacom.au

Site
1 Test Awe, Taren Point,
Wz $682.00 $682.00
Cient
Total

AJG Australia
Assigned
Test Trade
Case Manager Mew Accounts Receivable Invoice
Test Trade
o Supervisor
-y

Invoiced Mot Invoiced Invoiced Paid Invoiced Mot Paid

Allocations | AJG Australia co/ AJG Australia $0.00 paid of $187.00

= Show More Created by Test Trade @ 25th Jan, 2023 10:02 am test25123
Allocation | ANG102-0097
Q
General
B Detailz
B Form:
% Finance

B= Nnarumants
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