HEROTEL Pushing Documents to SageOne

1. Where to find your billing
documents

This guide will give you more information on how to push billing documents to SageOne.
Billing documents refer to:

e Invoices

e Credit Notes
e Write-offs

e Adjustments

You will be able to find these documents by going to “Billing” and then clicking on the
relevant option.
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HEROTEL Pushing Documents to SageOne

On the following screen, you will be able to see a screen similar to the one below:

T =
Salect one or more Labels | Al Biling Groups l= } All Customer Groups I=| ‘

) — ) —
| mistates || | AiTypes |+| | Normal v/

[0 [ recores perpage Soaren: R T | T e
Account Pay Document

Code Period Customer Reference Document Date Due Date Document No Method Paid Amount Labels

BROOO1 July 2018 Brother Bertina JOB00CC2E 2018-07-17 2018-07-18 INV0000260 Credit Card Unpaid A 2,835.08 £ e E
Licoo2 July 2018 Lichaan October JOB00C025 2018-07-16 2018-07-17 INV0000255 EFT Unpaid R 2,700.00 = & E
Licoo2 July 2018 Lichaan October JOBO0CO25 2018-07-13 2018-07-14 INVO000254 EFT Overdue R 2,500.00 = & E
BRO0O1 April 2018 Brother Bertina Recurring Invoice 2018-04-30 2018-05-01 Credit Card R 204.29 rg u E
BRO0O1 May 2018 Brother Bertina Recurring Invoice 2018-05-31 2018-08-01 INV0000256 Credit Card Unpaid R 240 =3 E
SALO01 July 2018 Salie's Wireless IT JOBO0CC24 2018-07-12 2018-07-13 INV0000253 EFT Overdue A 2,500.00 =3 i E
JESD02 May 2018 Jessica New Recurring Invoice 2018-05-31 2018-06-01 INV0000257 EFT Unpaid R 200.00 =|[m|[2]E E
JES002 May 2018 Jessica New Recurring Invoice 2018-05-31 2018-06-01 INV0000258 EFT Unpaid R 200.00 = & E
WENOO1 July 2018 Wendilyn October Recurring Invoice 2018-07-31 2018-08-01 EFT R 600.00 @ n E
MATOO01 July 2018 Matt Test Recurring Invoice 2018-07-31 2018-08-01 R14.04 u: E

I O

On the right-hand side of the screen, you will be able to see all the action buttons.

[0 [-]records serpage — T | = | e
Account Pay Document
Code Period Customer Reference Document Date Due Date Document No Method Paid Amount Labels
BROGOI July 2018 Brother Bertina JOB000026 2018-07-17 2018-07-18 INVO000260 Credit Card Unpaid R 2,835.06 BB S =]
Licooz July 2018 Lichaan October JOBO00025 2018-07-16 2018-07-17 INV0000255 EFT Unpaid R 2,700.00 BICIE] =]
Licooz July 2018 Lichaan October JOBO00025 2018-07-13 2018-07-14 INVO000254 EFT Overdue R 2,500.00 B S] =]
BROCO! Agril 2018 Brother Bertina. Recurring Invoice 2018-04-30 2018-05-01 Credit Card R 204.29 ] = o] =]
BROGOT May 2018 Brother Bertina Recurring Invoice 2018-05-31 2018-08-01 INVO000256 Credit Gard Unpaid R 240 (=2 @8
SALOO1 July 2018 Salie's Wireless IT JOBOO0024 2018-07-12 2018-07-13 INV0000253 EFT Overdue R 2,500.00 =08
JES002 May 2018 Jessica New Recurring Invoice 2018-05-31 2018-08-01 INVO000257 EFT Unpaid R 200.00 =238
JES002 May 2018 Jessica New Recurring Invoice 2018-05-31 2018-08-01 INV0000258 EFT Unpaid R 200.00 B S =
WENO0O1 July 2018 Wendilyn Oclober Recurring Invoice 2018-07-31 2018-08-01 EFT R 600.00 =[] = [@] =]
MAT001 July 2018 Matt Test Recurring Invoice 2018-07-31 2018-08-01 R 14.04 [ [ = |
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In the case that these buttons are greyed out, it means that this document has already been
pushed to SageOne and can no longer be edited or amended. You will, however, be able to
view, send, download or duplicate the invoice. You will also be able to go to the customer’s
profile by clicking on the black button.

Account Pay Document
Code Period Customer Reference Document Date Due Date Document No Method Paid Amount || Labels

BROGO1 July 2018 Brother Bertina JOBO00026 2018-07-17 2018-07-18 INV0000260 Credit Card Unpaid R 2,835.06 B S] =
Licooz July 2018 Lichaan October JOBO00025 2018-07-16 2018-07-17 INV0000255 EFT Unpaid R 2,700.00 (= @B
Licooz July 2018 Lichaan October JOBO00025 2018-07-13 2018-07-14 INV0000254 EFT Overdue R 2,500.00 (=&

If the buttons on the right-hand side of the screen are colourful, this means that the
document is still in draft mode and that you will still be able to edit, amend or delete it.
After you have finished amending your document, it will need to be pushed to SageOne.

Account ay Document
Code Period Customer Document Date Due Date Document No Method Paid Amount || Labels
ALI0OT June 2018 2018:06-15 2018-06-16 R50000 [ S2d000t

BRO0O! July 2018 20180731 20180801 Gredi Gard A2281

CARODT duly 2018 Carmen Salie 2018.07-31 20180801 EFT F1,596.00

MATOO1 July 2018 Matt Test 2018.07-31 20180801 R14.04
WENOO! July 2018 Wendilyn October 2018.07-31 2018-08-01 EFT R 600.00

2018-04-30 20180501 Gredi Gard R204.28

BRO0O! April 2018 Brother Bertina

2. Pushing documents to SageOne

Billing documents can be pushed in one of two ways:

 Pushing single billing documents
» Pushing batches or multiple billing documents

You will need certain HeroTill permissions to be able to push billing documents to
SageOne. If you are unable to see the Generate SageOne Invoice button, or the Push All
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to Sage or the Push Selected to Sage buttons, please inquire with your systems

administrator about your permissions.

Invoices

10 |+|records per page

Account
Code

AL001

BROVO!

CARODT

MATOO1

WENOD1

BRO0O!

oLioot

VoL

PERO0T

DEACDT

2.1.

period
June 2018
July 2018
July 2018
July 2018
Juy 2018
Aoril 2018
June 2018
January 2018
January 2018

February 2018

Customer
Alce Liddel

Biother Berina

Carmen Salie

Mat Test

Wendityn October

Brother Berina

Olvander's Wand Shop

Voldemorts academy - Pre Cancelation Test
Perfoct cusiomer

Dean Marx

Reference
stigwsigigsdig

Recurring Invoice
Recurring Invoice
Recurring Invoice
Recurring Invoice
Recurring Invoice

Sho Testing Bil 7.1
Sho Testing Bil 7.0
test

Recurring Invoice

2018:06-15

2018:07-31

2018:07-91

2018.07.31

2018:07-31

2018:04-80

2018.06.01

20180101

2018:01-31

2018-02:28

Due Date

2018-06+16

2018-08-01

20180801

20180801

2018-08-01

20180501

2018-06-10

2018-06-10

2018-02:05

20180305

o

°

INVOD000S1

INVO0000S2

Pay
Method

Gredit Gard
Direct Debit
Direct Debit

EFT

Paid

Overdue

Overdue

A2231

R 1598.00

R14.04

R 600.00

R20429

R30.00

R182.00

R 999.00

R200.00

Pushing Single billing documents to SageOne

' BEREREBEERB R
DDEDDDDODODO -

CHE
LI |
LB 4

You will be able to push single billing documents to SageOne by clicking on the Generate
SageOne Invoice found on the right-hand side of the screen. This method will mostly be

used in the case of installation and other manually created invoices.

Account
Code

ALioo1

BRO00T

CAROO1

MATOO1

WEN0O1

BRO00T

oLioot

voLoot

PEROOT

DEAQOY

After clicking on the Generate SageOne Invoice button, you will see the following pop-up
screen. Click on the “Generate” button to push the invoice to SageOne.

Period
June 2018
July 2018
July 2018
Juy 2018
Juy 2018
Agri 2018
June 2018
January 2018
January 2018

February 2018

Customer

Aice Liddel

Brother Bertina.

Carmen Salie

Matt Test

‘Wendilyn October

Brother Bertina.

Olivander's Wand Shop

Voigemort's academy - Pre Cancellation Test

Perfect customer

Dean Marx

Reference
stigustgigsdig

Recurting Invoice:
Recurting Invoice
Recurting Invoice
Recurring Invoice
Recurting Invoice

Sho Testing Bil -7.1
Sho Testing Bil -7.0
test

Recurring Invoice

20180615

20180731

20180731

20180731

2018-07-31

201804-80

201808.01

2018:01-01

20180191

20180228

Due Date

2018-06-16

20180801

20180801

20180801

2018-08-01

20180501

2018-06-10

2018-06-10

20180205

20180305

Document No.

10

9

INV00000S1

INVD0000S2

Pay
Method

Gredit Gard

EFT

eFT
G Gard
Direct Debit
Diect Debit

EFT

Paid

Paid

Overdue

Overdue

nnnnnnnn

R 2231

R1,596.00

R14.04

RE600.00

R204.29

30,00

R188.00

R998.00

R200.00

' BERERRE R

q (s
L ]
|| |

Pushing Documents to SageOne
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HEROTEL Pushing Documents to SageOne

Generate SageOne Invoice

Are you sure you want to generate a SageCne invoice?

Once you click on the Generate button, the invoices will be emailed to the customer and
will no longer be in draft status.

2.2. Pushing multiple billing documents to SageOne

If there are a few billing documents that need to be pushed, you can click on either the
“Push All to Sage” button or on the “Push Selected to Sage” button. This method will
mostly be used when doing your monthly billing run.

Please note that some billing documents screens might not have the Push Selected to Sage
button.
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2.2.1. Push Selected to Sage

When clicking on the “Push Selected to Sage” button, you will be able to push all draft
invoices that you can currently view on the screen. In other words, this will not take into
account any draft invoices that may be on i.e. on the 2™ or 3™ screens.

To view more lines on your screen, you can change the “Records per page” section.

o |+ records per page aon: | T s | eee | coens

Account Py  Dosment
Code Period Reference Document Date Due Date DocumentNo Method Paid Amount || Labels

8RO001 Juy 2018 108000028 0180717 180718 von00260 Crodt Card Unpeid R 283508 = «@@
=y sty 2018 408000025 20180716 2180717 INvou0ozs5 e unpaid R 270000 BRI -]
uiceo2 July 2018 JOB00CO2S 2018-07-13 2018-07-14 INV0000254 EFT Overdue R 2,500.00 z = & E
BRO00T Aeri 2018 20180430 180501 Credt Card R20429 ona
aaaaa May 2018 80531 180501 vonoozse Gredt Card Unpeid n240 B = ]
SaLoor July 2018 180712 180713 vonoozsa e Overde 7250000 = s@Ea
sesooe Nay 2018 20160591 20180501 Nvon00257 eFT Unpaid R20000 “= @@
sesoc May 2018 180531 2180501 vonoozsa e Unpaid 2000 BICIEE ] = |
WENOO! July 2018 Wendiyn October 180731 180801 N R 60000 opa
wATo0! sty 2018 Mat Test 2180791 20180801 n1a04 oEa

After clicking on the “Push Selected to Sage” button, you will see a pop-up screen similar
to the one below. Click on the “Push Now” button to push the billing documents to
SageOne.
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Push Selected Invoices to SageOne

Are you sure you want to push all selected outstanding invoices to SageOne?

3 pending invoices will be pushed.

2.2.2. Push all to Sage

To push all draft invoices to SageOne, you can click on the “Push All to Sage” button.
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Invoices Seloct one or mare Gategaries Sercen Total

[1o[¢]rocoras por pago

Account Py  Document
Code period Reference Document Date Due Date Document No Metnod paid Amount || Labels

BRO0D! duly 2018 J0B000025 2018-07-17 2018-07-18 INVO000260 Gredit Card Unpaid A2835.06 LIS = |
ucoo2 duly 2018 108000025 2018.07-18 20180717 INV0000255 eFT Unpaid R2,700.00 EICIEE] - |
ucoo2 July 2018 108000025 2018.07-13 2018.07-14 INV0000254 EFT Overdue 250000 EACIEN ST = |
BRO0D! April 2018 Brother Bertina Recurring g Invoice 2018-04-80 2018-05-01 Gredit Gard R204.29 | = & =]
BROODT May 2018 Brother Bertina Recurring Invoics 20180531 2018-06-01 INV000256 Credi Card Unpaid A 240 EACIENS] = |
sALO01 July 2018 Salie’s Wireless IT 108000024 20180712 20180713 INV0000253 EFT Overdus 250000 EACIEN] = |
iEs002 May 2018 Jessica New Recurring Invoice 20180551 20180601 INvooo0257 Ea Unpaid 20000 B = |
JEs002 May 2018 dessica New Rocurring Invoce 20180531 20180601 vooou2ss B Unpaia R20000 G = |
WENoOT auly 2018 Wendiiyn October Recurring Invoice 20180751 20180601 erT AB00.00 oEa
MAT001 suly 2018 Matt Test Fecurting Invoice 2180751 20180801 A14.06 [ =10 =]

) )

After clicking on this button, you will have the option to either push all to sage or to just
push invoices with specific payment methods. This is a useful function for in-house
monitoring to ensure that customers are billed correctly.

Push All Invoices to SageOne

Are you sure you want to push all outstanding invoices to SageOne?
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After choosing the applicable method, click on the “Push Now” button. This method will
not take into account the number of draft invoices on the current screen, but rather push all
draft invoices to SageOne. After clicking on the “Push Now” button, you will see the
following screen.

Please Wait

Processing outstanding invoices...

A R
OLID01 INVOD00262 R 30.00 - Olivander's Wand Shop
VOLOO1 INVOD00261 R 189.00 - Voldemort's academy - Pre
Cancellation Test
ALIDO1 2018-06-15 £ R 500.00 - Alice Liddel
PEROOT 2018-01-31 [EJ A 0.00 - Perfect customer

On the above screen, you will be able to view which invoices as successfully pushed as well
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as which invoices were unsuccessful.

2.3. What should I do if the invoice did
not push to SageOne?

In the case that the invoices have not been successfully pushed to SageOne, you can go to
the SageOne sync queue to view if there might be any syncing errors. To find the SageOne
sync queue, you can go to “Billing” - “SageOne Data” and then click on the “Sync
Queue” option.

Reports -~ Tools ~ Setup - & -
Billing Setup
SageOne Daia List of Accounts

List of Bank Accounis
Impart Wizard List of hem Categories
List of hems

Products :
List of Customers

Exception Reporis ; .
List of GL fransactions

Month-end Processing
SageOne APl Log

Recurring Billing
SageOne AP| Daily Summary

Debit Run Batches
Credit Card Batches

SageOne APl Hourly Summary

SageOne Comparison

Commission
Sync Queue
Invninrs
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From this screen, you will be able to see any syncing errors. If there are syncing errors,
click on the resync button next to the line item to re-sync it.

SageOne Sync Queue

o || records per page

iy e R Code Date
102 Product 12 CampusKey BauCofies Coftes. Error 2018-06-29 16114:20 2

108 Product 13 Gampuskey Broakast Daily Breakfast Error 2018-06:29 16:14:23

If the line item is still in error status, please contact the HeroTill support team for further
assistance.
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