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Invoice creation 

 
Context 

This procedure is intended to describe all the fields and icons found in an invoice. 

 

 

Steps 

1. Access the Invoicing Invoice 

2. Enter all “mandatory” fields, see descriptions below. 

 
 

Identifying the Invoice fields 

No Field Name Description Tricks 

1 Store Displays automatically in the invoice can be modified in case of multi-store 

databases 

2 Customer 

number 

The customer number can be inputted 

directly if the user is aware of the number or 

it can be searched by phone #3, or name #4.  

 

 

 



 

2020-06-12 Page 2 
 

Identifying the Invoice fields (Cont..) 

No Field Name Description Tricks 

3  Telephone 

number 

(Use the F2 Key 

to search within 

JMS)   

Once the Customer number is written in the 

appropriate invoice field, the telephone 

number will populate automatically since this 

information comes from the Customer’s file 

as well as the address.  

To look up customers using the telephone 

number, you can use just a portion of the 

number after the area code and hit F2 to search 

within the JMS database. 

 

4 Name  

(Use the F2 Key 

to search within 

JMS)   

Type the first  3 or 4 letters of the customer’s 

name then hit F2 to display results of all 

clients whose names match with the values 

entered before 

Warning: that only customers with 

“active” status will be displayed. 

   

When invoicing your “cash” customer, it is 

possible to manually inscribe the actual name of 

the person, telephone, or address if required on 

the current transaction to make it easier to 

identify within all invoices or quotations for this 

Cash customer without having to modify the 

original customer’s file. One the quotations are 

imported to the invoice the system will ask 

whether you want to keep that information or 

replace it by default on the customer’s file.    

 

 Comp Represents the company number  Will always be 1 for single store databases and 

it might contain a second for multi-store 

databases depending on the initial conversion 

5 Address Once the Customer number is written in the 

appropriate invoice field, the address will 

populate automatically since this information 

comes from the Customer’s file.  

When invoicing your “cash” customer it is 

possible to manually inscribe the actual name of 

the person, telephone, or address if required on 

the current transaction 

 Invoice It refers to the Invoice number which is 

generated by JMS in a sequential order 

based on the invoice ranges defined in the 

system. 

Quotation numbers are temporarily attributed to 

this type of transaction, a real invoice number 

will be associated if the user converts it into an 

invoice,  
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Identifying the Invoice fields (Cont.). 

No Field Name Description Tricks 

6 City, Province, 

Country 

Once the Customer number is written in the 

appropriate invoice field, this information will 

populate automatically since this comes from 

the Customer’s file. 

 

7 Postal Code  Extremely Important! Tax calculation when 

invoicing is based on the first letter of the 

postal code information. 

 

 Fax This field is greyed out in the invoicing; it can 

be modified from the customer’s account.    

 

 Status Different statuses can manually be chosen by 

users in this section, by default the 

“STANDART” status is displayed   

Among the statuses options, we find  Warning, 

Stop, and Important. Only the Online invoices 

“DAVE/ NEXTPART” will display in a different 

status than the standard one when products are 

backorder. 

 Reference It becomes a mandatory field (blue and 

bold) when invoicing customers that are 

configured as  “Open Invoice” in their 

accounts.   

 

    

 P.O. # Could be a mandatory filed if customer’s file 

configured accordingly   

 

 Rep. # Representative. The information displayed in 

this field comes from the customer’s account. 

 

 

 Taxes 

(GST/PST) 

Tax calculation is based on the postal code 

information defined in the customer’s file. 

 

8 Charge This option must be checked for receivable 

customers only   

 “CASH” Customers should always have this 

option unchecked 

 Delivery Codes These codes are created in JMS and can be 

associated to customers in their files so code 

displays automatically in the invoice; it can 

also be manually modified in the invoice if 

required. 
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Icons located on top of the “Invoice” 

 

Icons Icon name / Shortcut Description Tricks 

 

 

Regular invoices created over the counter 

come as “Counter Sales” type by default 

 

 

Bar Code Entry (if active, 

the barcode can be used to 

invoice) CTRL-U 

Using the Barcode scanner allows writing 

products in the invoice in a much faster. 

 

 

Saves and Sends or Prints 

quotation  

F11 

Quotations are saved and can be printed 

or sent via email depending on customers’ 

preferences  

Quotations are saved at the same 

time  

 

Transfert 

F12 

Products can be transferred between 

stores when using this option. 

 

 

Consignments 

CTRL-F7 

Product scan is put in Consignment Status 

for your jobbers 

Do not forget to include this 

information when verifying the 

inventory value 

    

 

Invoice Templates 

CTRL-T 

Invoice templates can be accessed or 

created or modified from this section 
See the related procedure 

 

Quick Quotation 

F10 

Quotations for all customers can be 

accessed from here 
 

 

Invoices in Quotation 

CTRL-F10 

Quotations for the specific customer 

defined in the invoice are displayed with 

this option;  

 

 

Invoices in B.O. (Back-

Order) 

CTRL-F9 

Displays all products in back-order status 

per invoice belonging to the customer 

defined in the invoice.  

 

 
Cart 

Used to facilitate clerks to quick invoicing 

Products by allowing to massively import 

and export from it; also, CSV files can be 

uploaded in it.  

 Empty Cart  

 Cart containing items. If 

required, manage the cart before 

adding other items to avoid errors. 
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Icons located on top of the “Invoice” cont. 

 

Icons Icon name / Shortcut Description Tricks 

 

Catalog 

F8 

Used to access the catalog from the 

invoice screen 

The pricing in the catalog will be 

based on the configuration for the 

customer entered in the invoice.   

 

$List / Product Display 

CTRL-F8 

Grants access to the product’s quick 

search section 

Products can be searched without 

entering dashes or any other 

symbols 

 
Core Bank Returns Used for core returns over 100 Cores   

The customer’s profile must be 

previously configured. 

    

 

 Price Sources 

CTRL-F11 

Displays the source of pricing (Formulas) 

calculated in the current invoice 
 

 

Balance CAR 

F9 

Displays customer’s account balance 

information,  

Admin rights must be previously 

given to have access to this 

information 

    

 
General AR Payment 

Payments to Account Receivable 

Accounts can be performed using this 

section  

Admin rights must be previously 

given to have access to this 

information 

 

Orders 

CTRL-F5 

Products can be reserved for specific 

customers using this option 

Quantities can be modified at all 

times. 

 

Enables / Disables the 

barcode mode for credits 

Allows activating or deactivating barcode 

reader to make different types of credits  
 

 

 



 

2020-06-12 Page 6 
 

 

 

Options located at the bottom of the “Invoice” cont. 

 

Icons Icon name / Shortcut Description Tricks 

 
Create New Invoice   

 

Bin Location information is displayed in 

this section 

Product file must be configured 

accordingly  

 

Check these options accordingly if 

required to print a receipt, or print using an 

alternate printer or picking list 

 

 
Invoice Cash Customer.  

 

By clicking on “Following” these three 

options are available: 

 

 

1.  
Save as quotation 
 
 

2.  
Reserve products 
 
 

3.  
Add to an Open Invoice. 

Warning: Saving as an “Order” does 

NOT create a real order in JMS to 

your supplier, it just reserves items 

for that specific customer.  

 

 

 

 

Customers configured as “Open 

Invoice” do NOT get an invoice 

every time an item is added to an 

existing reference, only when the 

reference will be invoiced in the 

appropriated menu in JMS. The. 

inventory is adjusted at the same 

time items are added to “Open 

Invoices”   
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Right-Click options available in the Invoice grid 

 
Icons Icon name / Shortcut Description Tricks 

 
Free Comment Add Free Comment on the invoice 

See all related procedures 

 
Products 

Enables mode to enter products in the 

invoice 

 
Credits 

Access the bank of products available for 

crediting 

 
Defect Return 

Enables the credit defective products 

mode 

 
Core Return Enables the Core Return mode 

 
Core Exchange 

Allows exchanging core within the same 

sales transaction 

    

 

Show invoices for this 

customer 

Displays all transactions invoiced for a 

specific product for the client written in the 

invoice 

 

 
Inventory Traces 

Enables quick access to the Inventory 

traces menu  
 

 
BO / Orders 

Displays all backorder, transfers and 

purchase order information for specific 

products  

 

 
Lost Sales 

Double click on this icon to indicate a 

“manual” Lost Sale 
 

    

CTRL-W WDA Transfert Information 

Allows performing stock checks or direct 

orders to warehouses (USI, BestBuy, etc) 

as well as store transfers if applicable 

 

 

 

 

Contact us for any question! 

(450) 449-8720 / (800) 561-2190 
sac@carrus.ca – www.carrus.ca 

 

mailto:sac@carrus.ca
http://www.carrus.ca/
https://www.facebook.com/carrustechnologies?fref=ts

