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1.1 COLLECTIONS

Collections are used to register vendors’ collections of unsold or withdrawn articles and buyers’
collections. Collection document gives you detailed information showing when articles were collected and

by whom.
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You can create new collection document and apply an invoice or a receipt to it, also you can create new
collection document from a particular receipt or a posted sales invoice.

To open the Posted Collections page:

1. Inthe Search box enter Posted Collections, and then choose the related link.
The Posed Collections page opens.

The Source Type column indicates whether document was registered for an invoice or a receipt.
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Sales & Marketing
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ﬁ Home
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Auction House

I Posted Collection - Microsoft Dynamics NAV

Auction House » Departments » Auction » Collection » Posted Collection

o © T ik

Notes  Links Refresh Clear  Find
Filter

Posted Collection -

-
Colle... Decument No. Source I Source Ne.  Auction
Date I Type Mo.
28/09/2016  A31536 I Inveice SI0D0D36053  AS190916
25/08/2016  A3152 I Receipt REC01407

04/08/2016  A3144 I Invoice 5100003540 AS290616
04/08/2016  A3142 I Receipt RECO1390

04/08/2016  A3140 I Receipt I RECO1385

31 October 2016 EVOSOFT\PAULINA.DRUMEW

Paddle No.

5005

&' | | Search (Ctrl+F3)

Type to filter (F3) Collection Date v | 3| w

N filters applied

No. Name No. of &
Lines
BCO004832  Paulina Drumew %0
SCOD04878  Andy Galazkanew 1
BCOO04868  Joan Parker 4
5C0004885  Lloyds Sclicitors 3
1

SC0004861  John Shillito

Field name Description

Collection Date Date of collection.

Document No. Collection document number.

Source Type Indicates whether collection was registered for an invoice or a
receipt.

Source No. Document number for which collection was registered.

Auction No. Auction number, if collection for a buyer.

Paddle No. Paddle number, if collection for a buyer.

No. Collecting buyer/ vendor number.

Name Collecting buyer/ vendor name.

No. of Lines Number of lines on collection document.
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CREATING NEW COLLECTION DOCUMENT
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To register new collection document;

1.

In the Search box enter Collections, and then choose the related link.
The Collections page opens.

I Collections - Microsoft Dynamics NAV

&
B o

- \mj Auction House b Departments » Auction » Collection » Collections

@] [ search (ctri+F3)

ACTIONS

' =1 m | & &

b s @aX [0s 3 & < Y

New Edit View Delste  Post Post&  Show Showas | Onclot Notes Llinks  Refresh Clear  Find
Print s list  Chart Filter

New Manage Process View Show Attached Page
{Departments; Collections -

b Financial Management

b Sales & Marketing

P Purchase Collection  Docu.. . Source Source Mo, Auction Paddle No.  Ne.

I Warehouse Date No. Type No.

b Manufacturing 15/11/2016  A316S Receipt RECO1386 SC0004266
Jobs 1501142016 A3164 Invoice 5100003612 ASO31016 4436 BCOD04286
Resource Planning 01/09/2016  A3155 Receipt REC01405 SCO004869

b S 01/08/2016  A3154 Receipt 27673 52198
Human Resources

01/09/2016  A3153 Invoice SI0003604 8144 114pT 84358

b Administration

4 Auction 25/08/2016  A3151 Receipt RECO1407 SC0004272
Master Data 25/08/2016  A3150 Receipt RECO1407 SC0004878
Receiving 25/08/2016  A3149 Receipt RECO1406 SCooo46e
Auction 04/03/2016  A3145 Invoice 5100003506 8144 9194 BCO002193
Invoicing 03/08/2016  A3138 Invoice 500003563 AS120716 5011 BCO004873
§°”em°" 03/08/2016  A3136 Receipt 36110 SCO004386

ety

WEBP 03/02/2016  A3135 Receipt RECO1324 SCo004e78

AeEEEEy 26/05/2016  A3125 Invoice 5100003478 8144 7438 BCOD045ET
25/05/2016  A3101 Receipt 36136 SC0004444

Select New from the Ribbon.

Mame

Alan Cook

Menika Fakhoury

Rupert Stevens

Raymond Lannen

Peter Tuohy

Andy Galazkanew

Andy Galazkanew

Rupert Stevens
MrKevin Neary
Paul Gobbee
Anne Hyland

Andy Galazkanew

Ze Deng Wang

E.R. & E.A. McLoughlin

Type to filter (F3)

| CollectionDate +[ 3| +

No filters applied

v 4 b

m Collections - Microsoft Dynamics NAY

<

v v v W W

[

A ||I|] Auction House » Departments » Auction » Collection » Collections

HOME ACTIONS

0N [a X

New JEdit  View Delete

=

Manage

Financial Management
Sales & Marketing
Purchase
Warehouse
Manufacturing
Jobs

Resource Planning
Service

Human Resources
Administration
Auction

E‘E

Post  Post &
Print
Process

Collections ~

Collection Date

14/11/2016
1171172016
01/09/2016
01/09/2016
01/09/2016
25/08/2016

Show
as List

i

View

Show as
Chart

OneMote Motes

&

Links

Show Attached

Document
MNo.

A3163
A3162
A31535
A3154
A3153
A3151

-

Source
Type

Invoice
Invoice
Receipt
Receipt
Invoice

Receipt

Y ik

I |
7
Refresh Clear
Filter
Page
Source Mo, Auction
No.
SI00003616  AS261016
SI00003616  AS261016
RECD1405
27673
SIDD003604 8144
RECO1407

Find

Paddle Mo.  MNo. Mame

TO00126 BCO004881  Edward Con

TO00126 BCO004281  Edward Corn
SCO004369  Rupert Steve
52198 Raymond La

114PT B4538 Peter Tuchy
SCO004E78  Andy Galazk:
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The Collection Header window opens.

[ Mew - Collection Header - O x
HOME = ACTIONS o
D # Edit @ r:ﬁ L] ET E+ S Onelote £ Refresh 4 Previous
Q ) New */J HEF Notes . Clear Filter b Next
View Get Get  Buyer/Seller Post Postand )
X Delete  |nygice Receipt  collects Print [ Links 2 Goto
Manage Process Show Attached Page

Collection Header

| General hd
Lines hd
Audit v

GENERAL FASTTAB

In this FastTab, you can choose to apply collection document to a receipt or a buyer invoice.

This will automatically generate collection lines from selected document.

General ~
Buyer: = Notes: | |
Document Now: El Charge: | 0-00|
No. | v| Auction No: | v]
Narne: | | Paddie No: | |
Name 2: | | Source Document: | |[-.:]
Address: | | Collection Date: 151172016 v
Address 2: | | Collected By Name: % |
City: | | Collected By Address 1: [k |
Post Code: | | Collected By Address 2: | |
County: | | Collected By Phone No: % |
Country: | A External Document No.: | |
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Field name Type Description

Buyer Tickbox If selected, indicates collection document for a
buyer invoice.

Selected by default.

Clear if you want to generate collection
document for a vendor receipt.

Document No. Move to the next field to automatically generate
number from a number series.

No. Lookup Vendor/buyer number automatically populated
from selected receipt/invoice header.

Name Vendor/buyer name automatically populated
from selected receipt/invoice header.

Address Vendor/buyer address automatically populated
from selected receipt/invoice header.

Notes Enter collection notes if required.

Charge Enter collection charge if applicable.

Auction No. Lookup Automatically populated if collection document

for a buyer invoice.

Paddle No. Automatically populated if collection document
for a buyer invoice

Source Document Lookup Indicates, whether collection was registered for
an invoice or a receipt. Automatically populated
from selected receipt/invoice.

Collection Date Lookup Current date automatically assigned.

Collected By Name Name of collecting buyer/vendor. Populated
when Buyer/Seller collects run.

Collected By Address Address of collecting buyer/vendor. Populated
when Buyer/Seller collects run.

Collected By Phone No. Telephone number of collecting buyer/vendor.
Populated when Buyer/Seller collects run.

External Document No. Used if collected by external courier company.

GET INVOICE

This action will apply collection to a buyer invoice and automatically populate collection lines:

1. Make sure the Buyer field is selected, and then choose Get Invoice from the Ribbon.
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m Edit - Collection Header - A3164
- HOME ACTIONS
# Edit /' ’* ‘E + EI.I. i mag D /a2 Gote
]
@ I:l Me v' E /J E e ] N/ x 4 Pravious
Get #zt  Buyer/Seller Post Postand OneMote Motes  Links Refresh Clear
?( Delde  nyoice Rfceipt  collects Print Filter B Next
Manage S Process Show Attached Page
A3164
General
—— - -l
| Buyer: Motes:
= 05 TN ﬁ EI Charge:
Mo | ™ Auction No.:
Mame: | Paddle Noa
Mame 2 | Source Document:

2. The Posted Sales Invoices list opens. Select an invoice and press OK to bring selected
invoice details to the collection document.

Posted Sales Invoices ] X
HOME ACTIONS MAVIGATE 0
# Edit S Track-Trace By 8 [, [ = [@, Show as List MkoneNote | £3¥Refresh
@View f‘ Credit Invoice Fg 1 ﬁ [ Show as Chart Notes Txclear Filter
Auction Unpaid
X Delete = 8 Edit Address () B3 9 |m,c.kesp o Links 4 Find
Manage Process Report View Show Attached Page
Posted Sales Invoices - | Typetofiter (%) | No. |+ Customer Details o B
Meo filters applied Actions *
No. - Sell-to Sell-to Custormner Name Payment Pre-Assigned  Auction Mo.  Buyer Paddle ™ Customer No. BCODD4885
Custom... Metha... Ne. MNa. MName: Menika Fa...
r———————————————————-——mm——————————l Address: 12 Pine Co...
| Menika Fakhoury DEFER SI000S217  ASOS1016  MS6 i City: Guildford
L i County: Surrey
3 G ] N e i o o e e o ] e o G | G ) e o e 0 e e e Phone No.: 000000
5100003610 BCOD04373 Andrew Gobbee DEFER 510005215 AS051016 5011 Mahile Mo.: 111111
5100003609 BCOD04859 Sue Margan DEFER 510003214 AS031016 5002 v E-Mail: paulina.dr...
< > Payment Terms Code: ri]
N Total Spent: 14,130.00
Date Created: 05/10/2016
No. of Invoices: 3609 VAT Amount: 0.00
Hammer: 0.00 Amount incl, VAT: 0.00 Applied Payments ~
Buyer's Premium: 0.00 Remaining Amount: 0.00 ] Mew
Amount: 0.00 Method  Date Amount
- ~
(o B )
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Now details in the General FastTab and the Lines FastTab are populated from selected invoice.

General

Buyer:

Document No.:

-]

Notes:

Collected By Phone No. [+

External Document Mo.: |

Charge: | 0.00)
Nox [scuonsss Auction Nox [Asos1016 ~]
MName: |Monika Fakhoury | Paddle Mo.: |4455 ‘
Name 2 | | SourceDocument: [mvaice si00003612 |||
Address: [12 Pine Court | Colection Date:
Address 2: [ | Collected By Name: [# |
City: |Guildford Collected By Address T[4 |
Post Code: |6us 166 Collected By Address 2: | |
County: [surrey |
|

GET RECEIPT

This action will apply collection to a receipt and automatically populate collection lines for all
unsold or withdrawn articles from the receipt.

1. Make sure the Buyer field is cleared, and then select Get Receipt from the Ribbon.

m Mew - Collection Header

BBl -ove  acmons

. PO
& TEZNTY
G

7~

2 Goto

A x 4 Previous

View & Get Post Postand = Onehlote MNotes Refresh Clear
< Delete Invoisg Receipt Print P Next
Manage S Show Attached Page
Collection Header
General an
M N N B N .
| Buyer [l I Motes: | |
e o o -—
memmesEm . | =
Ne.: | "| Auction Mo.: | v|
Name: | | Paddle No.: | |
Marne 2: | | Source Document: | I[..]1v

2. The Receipt list window opens. Select a receipt and press OK to bring selected receipt
details and lines to the collection document.
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Receipt List O *
HOME | ACTIONS (2]

ﬂ # Edit Bl Collect Receipt | [, Print Receipt Vendor Stack Recanciliation Show as List fkOneNote | &3 Refresh
@View ) Comments =] E-mail Receipt (&5 Print Article Labels [y, Show as Chart Notes ¥, Clear Filter
N
B¥ | % Delete &) Receipt Stock Report... 2 Links # Find
New Manage Process Report View Show Attached Page
Receipt List ~ Typetofilter F3) | No. | | A~ User Assignments N &
Show results:
¥ Where Mo, = is Enter a value. AN
+ Add Filter
No. Vendor Mo. MName Address Address 2 @

el e e s e B2 P i G e e e e e ] G M e s e e e

REC01420 EeEEEE +~ Alan Cook Bridge Road I
g s ) ] o s (i (15T i . o e e e g 0o el D - -
REC01418 SC0004871 Jim Capehorn 28 Mead Lane Receipt Statistics A~
REC01417 SCo004882 Duncan 4 Meadow View " No. Of Receipts: 3
£ > L

Mo OF e ==

IR
I ncel
L [ ok | E Cancel |

Now details in the General FastTab and the Lines FastTab are populated from selected receipt.

General P
Buyer: MNotes: | |
Docurment Mo.: Charge: | O-OO|
No: [scoon4sss ~| Auction No. | ~]
MNarne: |Alan Cook | Paddle No.: | |
Mame 2: | | Source Document: |Receipt REC01386 | EI
Address: [Bridge Road | Collection Date
Address | | Collected By Name: [% |
City: |Shepperton | Collected By Address 1 |* |
Post Code: [rw17 2ww | Collected By Address 2 | |
County: [Middlesex | Collected By Phone No: [ |
Country: External Document Mo | |

BUYER/SELLER COLLECTS

To apply details of collecting person from previously selected document:

1. Select Buyer/Seller collects from the Ribbon or manually enter details if different.
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[P Edit - Collection Header - A3164 — O *
HOME = ACTIONS (7]
# Edit = o 3 Goto
& & f TE mWQ %
U1 New - e 4 Pravious
View Get Buyer / Seller ost Post and OneMote Motes  Links Refresh Clear
P( Delete Invoice RECEI collects Print Filter P Mext
Manage Process Show Attached Page
N ’
A3164
General an
Buyer: [ Motes: | |
Document Mo [A3164 IZ' Charge: | 'D.OGI|
No.: |BCoD04286 ] Auction No: [asos1016 v]
Marne: |Monika Fakhoury | Paddle Mo.: |4455 |
Name 2: | | Source Document: |Invoice 5100003612 | EI
Address: |17_ Pine Court | Collection Date: 15/11/2016 ~
- m————
Address 2: | | ]| Collected By Name: |* ||
City: |Guildford | : Collected By Address 1: [ L
PostCode  |GUS1GG | | Collected By Address 2. | |:
County: |5U"E}" | 1 Collected By Phone Mo.: |* ||
Country: | b | External Document No.: | ||
o L L e MMM UMMM
Lines =

2. Select Yes to confirm.

Microsoft Dynamics NAY X

Do you want to populate the Collected By fields with the
Buyer/Seller details?

10
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The lines are populated when you run Get Invoice for all successful articles from selected
invoice, or when you run Get Receipt for all unsold or withdrawn articles from selected receipt.

NOTE

All the lines in the Collect column are selected.

To remove a line from a collection document, clear selection in the Collect column or delete
the line.

Lines oA
@ Find  Filter Clear Filter
Collect Lot Mo, Lot Suffix UniquelD Article No.  Receipt No.  Vendor Mo, Article Location  Short Description
Code
RECO1420-4 4 REC01420 SC0004866 William IV silver

AUDIT FASTTAB

In this FastTab you can view who created the collection document and when.

Audit &

Created By: |EVOSOF|'\PAULINA.DRUMEW Creation Time: 12:14:34
Creation Date:  |15/11/2016
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3. When collection document is ready, select Post or Post & Print from the Ribbon.

m Edit - Collection Header - A3160

- HOME ACTIONS ,(‘—~\_\
it —N L = = | e
Ble BE Y/MaE\m@WL S %

4 Previous

View Get Get  Buyer/Selley Post Postand ICne\lo:e MNotes  Links Refresh Clear
X Delete  |nyoice Receipt  collects A Print Filter P Next
Manage Process \_~ - ’_, Show Attached Page
A3160
| General
Lines
# Find  Filter T Clear Filter
Collect Lot Mo, Lot Suffix UniquelD Article No.  Receipt Mo, Vendor Mo, Article Location  Shert Description
Code
A REC01420-4 4 REC01420  5C0004366 William IV silver Ar

4. Select Yes to confirm on message: “Do you want to Post Delivery ...?

Microsoft Dynamics MAY x

9 Do you want to Post Delivery A31607

Now all the lines from collection document are marked as collected on the system (Receipt, Auction).
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CREATING COLLECTION DOCUMENT FROM A RECEIPT

To create collection document directly from a receipt for all vendor’s unsold or withdrawn articles:

1. Navigate to a receipt and select Collect Receipt from the Ribbon.

[ Edit - Receipt - REC01420 Alan Cook — [m| *
HOME | NALGRE 2]
@\ Edit g % \\ =) LEH El [, Print Valuation Report OneMote £ Refresh 4 Previous
Y | 4 & .y = 51 Print Article Labels Notes T Clear Filter B Next
View e‘e Collect date Comments Print  E-mail Vendor Stock .
7<Del \ Receipt Venglor Details Receipt Receipt Reconciliation [ Links 2 Goto
Manage & Process eport Show Attached Page
e -
REC01420 Alan Cook
General REC01420 | SC0004866 | Alan Cook v | *  User Assignments a "
Lines -
& Card Photos Line ~ BB Transfer/CopyLine ] New @ Find  Filter Clear Filter
B i PAULINA.DRUMEW
Article  UniquelD Sales Auction Lot Mo, Lot Suffix Lot Status  Short De
No. Allocation  Date
1 REC01420-1 ASD51016 05/10/2016 SOLD William I
2 REC01420-2 ASD31016 05/10/2018 S0LD Fine qual
3 REC01420-3 ASD31016  05/10/2016 SOLD Unusual’
4 RECO1420-4 AS031016 05/10/2016 William I
5 REC01420-5 ASD31016  05/10/2016 SOLD Georgell
v

2. Select Yes to confirm to message: “Do you want to create a Collection Document for this
Receipt?”

Microsoft Dynamics NAV >

9 Do you want to create a Collection Document for this Receipt?

Yes Mo

The Collection Header window opens.
Information in the General FastTab and the Line FastTab are populated from the receipt.

3. Continue procedures as normal.
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CREATING COLLECTION DOCUMENT FROM A BUYER INVOICE

To create collection document for a buyer invoice directly from a posted sale invoice:

1. Navigate to a posted sale invoice, and select Collect Invoice from the Ribbon.

| ™ Edit - Posted Sales Invoice - SI00003616 - Edward Corn
| HOME = ACTIONS  NAVIGATE ——

= = " % =4 Print... atistics 5
&7 X & TLE S Bes O il

View  Edit  Delete  Track-Trace Credit P:!r Caollect Cghtact i Print Valuation OneMote MNotes  Links
Invoice Invole Invoice Cynments r@.l\lawgate Invoice
Manage ~ Report Show Attached

S100003616 - Edward Corn

General
Mo. |5100003616 | Buyer Paddle No.: |T000126
Sell-te Custormer Nou BCOO04E81 Valuation Invoice: O
Sell-to Contact Mo CoD04sat External Document No.: ||

Sell-te Customer Name: |Edward Corn

Mixed Payment Method

2. Select Yes to confirm to message: “Do you want to create a Collection Document for this
Invoice”

Microsoft Dynamics WAY x

e Do you want to create a Collection Document for this Invoice?

The Collection Header window opens.
Information in the General FastTab and the Line FastTab are populated from the invoice.

3. Continue procedures as normal.

14
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CHANGING COLLECTION DATE

To change collection date on posted collection document:

1. Inthe Search box enter Posted Collection, and then choose the related link.
The Posted Collection page opens.

I Posted Collection - Microsoft Dynamics NAV - m} X
° v [€) Auction House » Departments » Auction » Collection » Posted Collection 2| [posted colled |
Bl vove  acions Q

& & e Wl %M

Wiew Print v Show as OneMote Notes  Links Refresh Clear  Find

ww

Chart Filter
Manage | Report View Show Attached Page
Departments 2 Posted Collection - Type to filter (F3) | Collection Date + | E ‘ v
I Financial Mana.gameﬂt Nofilters applied
[ Sales & Marketing
I Purchase Collection  Docu.. .. Source Source Mo, Auction Paddle Mo,  No. MName Mo, of 0
I Warehouse Date Ma. Type No. Lines
I Manufacturing
Jobs 31/10/2016  A3160 Receipt RECO1420 SC0004866  Alan Cook 1
fecure Runag 28/09/2016  A3156 Invoice SI00003605  AS190916 BCODD4282  Paulina Drumew %
b ie"’ice . v 25/08/2016  A3152 Receipt REC01407 SCOD04878  Andy Galazkanew 1
d“;;:“eﬂ"” o 04/07/2016  A3146 Invoice SI00003604 8144 114PT B4358 Peter Tuchy 1
04/08/2016  A3144 Invoice SI00003540  AS290616 5005 BCOD4268  Joan Parker 4
ﬁ. Departments 04/08/2016  A3142 Receipt REC01390 5C00043685  Lloyds Solicitors 3
R 04/08/2016  A3140 Receipt REC01385 5C0004361  John Shillite 1
N2 000 s o o 07 popippo

e 40 9047 CUACACTLNALLIALA PRLIR AT

2. Open a collection document and then select Change Collection Date from the Ribbon.

m View - Posted Collection Header - A3161
- HOME ACTIONS
2N O
s ﬁ \ @ o} [ugg D 7Y 2Gete
i
/ L} HE# o i x 4 Previous
View Change Reverse Print OneMote Notes  Links Refresh Clear
Collection Date gollection Filter P Mext
Manage IS Procgs Report Show Attached Page
_\i -
A3161
| General
Lines
@ Find  Filter T Clear Filter
Lot Mo, Lot Suffix Total Lot Mo, UniquelD Article Mo,  Receipt Mo, Vendor Mo, Article Location Sh
Code
1 1 RECD1409-13 13 RECD1409 SCO004875 1
2 2 RECD1409-14 14 REC01409 SCO004875 1
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3. Enter new collection date and then select the OK button.

Edit - Enter the Mew Collection Date O x
Please Enter the new Collection Date: || v|

4. Select Yes to confirm new collection.

Microsoft Dynamics NAV x

0 Do you want te change the Collection Date to 14/11/16 for A31617

Now new collection date is applied to selected document.
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