ACCOUNTS RECEIVABLE 101

July 25,2023 version

Unit ARO03

Maestro* offers multiple alternatives when creating a contract and/or billing a customer. This document explains the general operations linked to the basic billing
method, the one who offers the most leeway to users: time and material, and equipment invoicing. Also included in this document are explanations on how to enter
receipts in maestro®, release holdbacks, account for interests, create liens and releases, and finally, explanations on the different reports allowing to follow-up on
operations and accounts linked to sales in the software.

PREREQUISITES

* General Ledger

* Projects
e Security Management

e Document Management (optional)

» Contact Management (optional)

» Catalogue (optional)

SUMMARY

¢ Invoicing a Customer in maestro*

¢ Time, Material, and Equipment

e Simultaneously Entering a Sale and Cashing in a Receipt in maestro*
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Transferring a Sale

e Through the Enter a Sale Option

¢ Printing an Invoice

¢ Recording Cash-Ins (Receipts) in maestro*

Entering a Receipt

e Entering a Deposit in maestro*

¢ Linking a Deposit to an Invoice

Entering a Single Receipt

Generating a List of Receipts

Cancelling a Receipt

Combining Receipts for a Deposit

e Generating a Customer Statement

¢ Releasing Holdbacks

¢ Setting Up Customer Invoices Codes

¢ Accouting and Generating Interest Invoices

¢ Generating Liens in maestro*

Creating a Lien and Saving a Release Form

e Creating the Lien

¢ Saving a Release Form

Generating a Lien Report

¢ Generating Different Reports Linked to Sales in maestro*

List of Sales

Accounts Receivable List
AR Aging Report

AR Aging Report - Detailed
AR List by Project

List of Invoices

Receipts by Customer

Receipts by Project
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e Customer History

* Recovery Delay
e Customer Inquiry

e Checklist
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INVOICING A CUSTOMER IN MAESTRO*

Time, Material, and Equipment

Of all invoicing methods available in maestro®, time and material, and equipment invoicing is the most basic invoicing option. It is available to all clients and differs from
other billing methods in that it is easy to use, can be applied in many different ways and does not require using the maestro* catalogue. In fact, it is often used by
concrete, quarry, and subcontracting companies, and specialized contractors who use work orders and/or that do not use lump sum or progress billing. The user can
simply enter and invoice material used (three wires and a strap, for example), time worked, or travel time. They are free to enter elements to bill in the detail or not,
and in the desired order. Furthermore, the Enter a Sale option, where this type of billing is performed, allows to account for and print the invoice in the option itself.
In sum, it is a simple and quick billing method to use that can be used, for example, to produce an invoice by a contract who sells their shovel to buy a newer one, or to
bill a service rendered. Time, material, and equipment invoicing is also used, by some, to rebill subcontractors.

In any case, it is important to define, from the outset, the different invoicing methods that will be used, the corresponding invoicing options, and the context and
conditions of use of each method. For, while the time, material and equipment invoicing method is quite easy to use, it could tempt and enable a new user to generate
invoices for a project using this option instead of using, for example, the Progress Billing option, which is prefered when making a progress bill.

Let us recall that the Item Management option, which was explained in course document AR02, allows to create models listing elements to invoice and/or
predefined text that can be used for repetitive and/or frequent sales, in part, from the Enter a Sale option. These reusable descriptions (or items) speed up data
entry for invoices that must be repeatedly generated, for recurring products or services (i.e. monthly rent, cleaning services, labour, office supplies, materials, etc.).
They must not be mistaken with using an invoice template which, in fact, only allow to save a reuse values entered in the header section of an invoice (and not those
entered in the breakdown section of said invoice).

Finally, it is important to mention that the Enter a Sale optoin also allows to account for and print invoices initiated in other options, such as the Invoice Preparation
(WI0), Equipment Billing, Quarry and Concrete Ticket Invoicing options, as well as direct invoicing through the Work Orders, holdback invoicing and the
accounting of interests, when used. What's more, the option allows to import invoices in batch, from Excel, by clicking on the Import from Excel icon, and also
perform a sale from a kit! .

0\ maestro* > Invoicing > Invoicing > Processing > Enter a Sale

I'1In maestro*, a kit is a catalogue item to which a sale price and multiple components and products (other catalogue items) can be linked but that cannot be bought or kept in stock.
To make it easier to understand what a kit is, a parallel could be drawn with the purchase of an above-ground swimming pool, for example. The liner, the filter, the ladder, the heat
pump, etc. can be bought individually and are individually managed in inventory but can also be sold together to form a “kit” and therefore allow the customer to benefit from a global
price, for all pool components.
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5 Online Help (F1) - Enter a Sale

To enter a sale and thereby bill a preexisting customer in maestro™:

. Inthe Enter a Sale window, click on the New icon.

2. Select the customer and billing address, if needed.

m) Enter a Sale

- o X
File Edit View Options Tools Template
DHERRE BOOO0 @R ¢E
PHEOER8& &= Fralked
Summary of non-transferred transactions H| |
Counter Transaction No. Code Accountina Date Customer Code Invoice No. ‘
x
A Sales Amount | A_Holdback A Purchase Order | A User No.[ & Description - User No.
" G 00 2014-11-21 ZINELEC ZINC ELECTROLYTIQUE CAN. LTEECQ RC 1302125 000 000 789101112 99 Marie-Josée Paquet 194993 1497118 I
> 00 2015-07-01 YELECO YVES LECOMBE INC beth 288 000 000 789101112 99 Marie-Josée Paquet 040 328
[ 00 2015-07-16 ZINELEC ZINC ELECTROLYTIQUE CAN. LTEE 57776 000 000 789101112 99 Marie-Josée Paquet 8652 66428
A o 00 2015-08-21 voLTEC EDM. Interiors (DO NOT USE - 200 000 000 99 Marie-Josée Paquet 030 230
704 00 2015-08-24 WED002 WED002 200 000 000 99 Marie-Josée Paquet 030 230
Customer | . Name Division
Address Phone Number Balance
Address Holdback
Fax Advance
Detail | Devery | Producton Resources | Memo|  Addiional Fieds
Invoice# Accepted No v Credit Terms Work Order AR Account 11000 O immediate
Date 20230717 v Status Imoicng - Discount Amount 900 Project Currency Cheque No.
DueDate -~ v Subtype Siended  ~  Discount Account 41200 P.0 Price List u
Period -~ . Holdback Commission CEETE T Do not affect inventory (1 Amount s0.00
Rate 000%
Salesperson
To -- v Customer PO,
Amount 000 o 0005
Mode Stendard pa— w00 Skt
Code Description it | Project | Adtivity | Group | Account Quantity up. Disc Amount i Tax Amount 1 i Tax Ami
1 |
2
3
1
5
6
7
8
9
10
11
5| Tax Calculation/Line Amount 000  Fed.Tax 000 Prov.Tax 0,00 Total Amount 0.00
—

The # symbol, which follows a field name, means that the said field can/must be completed at this stage of the implementation process. Information and
the use of the other fields will be shared throughout the training sessions, according to the modules and options on which they have an impact.

3. Complete the fields in the Detail tab.
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Field Description

Invoice # The invoice number is automatically entered during the transfer of the transaction or when the user clicks on the
Generate a New Invoice Number icon (selecting a customer, a project, and completing the breakdown grid are
prerequisites to using this icon). It follows the numerical sequence set up for the account receivable used in the Define
Sales Department option (maestro* > Invoicing > Maintenance > Customers > Define Sales Department).

NOTE: If an invoice number is manually entered, the invoice will be considered as printed by maestro* when it is transferred. Consequently, the
invoice will not be available in the Print Invoices option et and the invoice must be printed before the transfer of the sale, by clicking on the Print
icon.

‘ Accounting date.
Date /

.

Due Date /

Invoice due date.

NOTE: The date is automatically calculated if a credit term is entered in the field to this effect, in the option. The calculation is done from the real
date.

2 Reference period.
Period... To /

NOTE: This period has no link or impact with the accounting period.

/" Indicates that the sale can be transferred, if the field is set to Yes.
Accepted

NOTE: The Batch Acceptance icon allows to change the Accepted field to "Yes" for multiple invoices.

Status Allows to print different forms for a single sale transaction! 2 The printed form, if applicable, will correspond to the
selected status.

I2Whether or not a company has the Estimating module and/or the Contract Management option in the Contractual Billing module, they could decide to use the Enter a
Sale option to create/generate a quotation and/or a smaller contract. Indeed, a user could create a quotation from the Enter a Sale option, print it, then create a contract and an
invoice by changing the transaction status, always in the Enter a Sale option.
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Field Description

Available values:

Invoicing Prints the invoice form.
Quotation Prints the quotation form.
Contract Prints the contract form.

NOTES: Each status form corresponds to those selected for the account receivable in the Define Sales Department option (maestro* >
Invoicing > Maintenance > Customer > Define Sales Department).

Three icons, in the toolbar of the Enter a Sale option, correspond to each of these status. It is therefore posible to display sale transactions by
status.

Subtype Allows to know the source of a time, material, and equipment sale. Indeed, the sales displayed in the Enter a Sale option
may have been initiated in the option itself (standard sale) but also come from the W/O Billing option or another
invoicing method.

Available values:

Standard Standard sale.

Quarry Tickets Sale linked to a quarry ticket.

Concrete Tickets Sale linked to a concrete ticket.

WI/O Grouped Sale linked to a work order for which the Invoicing Method, defined in the invoicing

project, is Grouped References.

NOTES: The Grouped Reference Invoicing Method is only available if the Drilling Time Management
module is installed.
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Field Description
If, in the Invoicing Contract (W/O) option, the Invoicing Method is Grouped Reference, the particular
printing functionadlities will also be available when printing this invoicing sub-type.
Interco Allows to identify the intercompany sale transactions.

., ]
Credit Terms /

Allows entering (or modifying) a credit term set in the Credit Terms Management option (see document AR02), and
therefore automatically generate the Due Date in the field to this effect.

NOTE: The credit term entered in the Credit Term field, of the Enter a Sale option, will have priority over the credit terms entered in the
customer file (Customer Management option) and/or in the General Settings (Customer option of the Invoicing module), if applicable.

Discount Amount /

Discount amount to apply to the sale.

NOTE: It is possible to enter an amount but an amount can also be automatically displayed if one was already defined in the Customer
Discounts Table option (see content in document ARO2)

/
Discount Account

Sales discount account.

NOTE: Though it can by modified if needed, the general ledger account entered to this effect in the General Settings (in the General option, of
the Invoicing module), is displayed by default.

Work Order

Maestro* work order number applicable to the time, material, and equipment sale.

NOTE: This field is not linked to the Work Order option and can be used for another use, if needed. If is not validated by maestro*.

>
Project /

Project to which revenues will be charged in maestro*.
NOTES: This project allows generating projet AR reports.

The project indentified in the Detail tab also allows selecting a delivery site, when the Location field is set to "Project" (in the Delivery tab, of the
Enter a Sale option).
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Field

Description

P.O.

Customer purchase order number, other than the one displayed in the Customer P.O. field, allowing to link the
customer to their given discounts through the Customer Discounts Table option.

NOTE: This functionality requires that the discounts, in the Customer Discounts Table, are entered by purchase order. To do so, the "Purchase
Order" type will have to be selected in the Unit Price Source field, of the Project Receivables option, in the Configuration option of the
Invoicing module.

Customer Project

Customer project number, linked to a lien.

NOTE: This number allows the maestro™ user to refer the customer, when needed, to the corresponding project number in maestro*.

Customer P.O.

Purchase order number in maestro*, for the customer.

NOTE: BY default, the project purchase order is applied.

Quotation

Quotation number, from the Concrete Quotation or Quarry Quotation options.

.
AR Account /

Customer general ledger account.

NOTES: It is the maestro* sales department (maestro* > Invoicing > Maintenance > Customer > Define Sales Department) linked to this
general ledger account that will determine the numerical sequence of invoice numbers, as well as the forms used. Please read the ACCO2 document
for more information on the Define Sales Department option.

Furthermore, in intercompany mode, the AR account will be replaced by the Interco Account identified in the Configuration option (in the
Projects module, Intercompany option, Sales section), if applicable.

"
Currency /

Sale currency.

.

Price List /

Price list code from the Maintain Price Lists option.

NOTE: This functionality, covered in the ARO2 course, allows to identify a specific price list for a customer, a customer type, or a customer address.
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Field

Description

Do not affect inventory

Checkbox that, when checked, allows to not reduce the inventory, if applicable, when transferring the sale for the items
that come from the Catalogue Management option.

Immediate

When checked, this box tells maestro* that the sale is subject to immediate payment.

NOTE: When the sale is transferred, an accounting entry debiting the supplier accounts and crediting the bank account will be generated, in
addition to the entry created by the sale itself.

Cheque No.

Customer cheque number.

Bank Account

Bank account used for immediate payments.

NOTES: In intercompany mode, the displayed bank account will be the one entered in the Configuration option (Projects module,
Intercompany option, Sales section, Bank Account field), if applicable. Otherwise, the bank account will be determined as per usual, meaning
that maestro* will use the one specified in the General Settings (Invoicing module, General option).

Amount

Payment ammount.

NOTE: By not specifying any amount, maestro* will pay in whole the invoice.

4. Complete, if needed, the fields in the Holdback section in case the settings to this effect, defined in the maestro* General Settings, do not apply to the sale.
For more information of managing holdbacks in the software, please read the section to this effect in the document titled The Different Invoicing Methods

in maestro®.

Fields

Description

»

Rate /

Holdback percentage applicable to the sale.

/
Amount

Holdback amount applicable to the sale.

maestro*technologies
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Mode /.

Holdback management mode.

Awvailable values:

With Tax Takes into account the holdback tax when calculating the total amount to be paid.

Without Tax Does not take the holdback tax into account when caculating the total amount to be paid.

Standard Does not take the holdback tax into account when calculating the total amount to be paid.
Taxes will be calculated when invoicing the said holdback, through the Release Holdback
option.

NOTE: Although the mode to manage holdbacks applicable to the sale, if any, can be modified here, the default holdback management mode if
defined in the General Settings (Invoicing module, General option).

maestro*technologies
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5. Complete, if needed, the fields in the Commission section.

Field

Description

“

Salesperson /

Salesperson linked to the sale.
NOTES: Maestro* displays the salesperson entered in the Customer Management option. However, this information can be modified.

For sales issued from other modules, such as WIO Billing or Customer Relationship Management (CRM), the salesperson comes from the
transaction. If no salesperson is specified on the transaction, maestro* uses the salesperson entered in the Customer Management option.

. J
Rate /

Commission percentage applicable to the sale.

.

Amount /

Commission amount applicable to the sale.

NOTE: Maestro* does not generate any accounting entries for accrued costs following the completion of the fields in the Commission section and
the sale transfer. To know the salesperson's commission amounts, if applicable, view report Salesperson Commissions (maestro* > Invoicing
> Analysis and Inquiry > Special Sales Reports > Salesperson Commissions).

Notes:

maestro~technologies
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6. Finally, complete the vreakdown grid to list the elements to invoice.

LS Reminder: It is possible to reduce the number of displayed columns in the grid by making a right click and selecting the Configuration option.
The user will therefore be able to check the fields they wish to make available only.

Column

Description

.

Code /

Inventory code of the billed item, if applicable, issued form the Catalogue Management option.

NOTE: If this functionality is used, it is possible to view the quantities in inventory by clicking on the Inventory Inquiry icon.

»
Description /

Item description.

NOTE: It is possible to use the F7 key to access the ltem Management option (read course document AR0O2 for more information of creating
item lists in the Item Management option). Furthermore, if the maestro* catalogue is used and a Code is selected or entered in the previous
column, the description will be automatically displayed. It is however possible to enter a description manually, without having a code linked to this
description.

Company Company name.
NOTE: Available in multidimensional mode only.

Unit Conversion unit.
NOTE: The unit varies according to the factor entered in the item in the Catalogue Management option, if used. That factor could be, for
example, litres, metres, a dozen, etc.

Site!3 Location of the used item.

131n maestro*, the term site refers to the physical location where a catalogue item can be stocked. This site can be stationary or mobile and therefore be a warehouse, a garage, a

container, a technician’s truck, etc. As companies must generally work with multiple sites, maestro* takes all of them into account; the term multilocation is, therefore, synonymous
with multiple physical sites where items can be stocked, one of which is designated as the main site. Inventory movements can be tracked in maestro¥*, from one location to another,

without having to place another order.

maestro~technologies
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Column

Description

NOTE: If a site is specified in the Catalogue Management option, this site will be entered by default. Otherwise, maestro* will use the one
defined in the Configuration option (in the Purchasing module, Inventory option, Site field.

Location'4

Location of the used item.

NOTE: To find out the origin of the location, read help document on Reading Locations for Inventory Items.

.

Characteristics /

Item characteristics.

NOTE: If the item comes from the maestro* catalogue, the characteristics may come from the latter.

Identification

Identification of the used item.

NOTE: The identification can be a serial number if the ltem Management Mode is set to 3 - Serial No. or a dimension if the ltem
Management Mode is set to 4 - Variable Size in the Catalogue Management option.

Reservation No.

Reservation number.

NOTE: This number can be manually entered by the user. It can also be automatically entered in the order was created through another option
(Requisitions, Purchase Planning, Customer Orders, etc.).

»
Project /

Determines for each breakdown line to which project the income is allocated.

.

Activity /

Determines for each breakdown line to which activity the income is allocated.

»
Groupe /

Revenue group.

maestro~technologies
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Column

Description

.

Account /

Revenue account.

NOTE: The PAG determines which account is used. Furthermore, in intercompany mode, the revenu account will be replaced by the one indicated in
the Interco Account field in the Customer Management option, if present, or otherwise by the revenue account specified in the
Configuration option (Project module, Intercompany option, Sales section), if applicable.

Stock Quantity

Displays, if applicable, the inventory quantity.

Reserved Quantity

Displays, if applicable, the inventory quantity for which there is a reservation number.

Available Quantity

Displays, if applicable, the available inventory quantity according to the following calculation: stock quantity - reserved

quantity.

Start Quantity If applicable, allows to enter the start quantity. This quantity can be manually entered or come from the Daily Drilling
Report.
NOTE: If the Drilling Time Management module is installed, the Progress Billing functionality will automatically fill this column.

End Quantity If applicable, allows to enter the end quantity. This quantity can be entered manually or come from the Daily Drilling

Report.

NOTE: If the Drilling Time Management module is installed, the Progress Billing functionality will automatically fill this column.

.

Quantity /

Item quantity to be billed.

NOTE: If start and end quantities have been entered, the Quantity will automatically be calculated by substracting the Start Quantity from the
End Quantity.

»
U.P. /

Item unit price.

NOTE: If the items come from the maestro* catalogue, the selling unit price will automatically be displayed and take into accout, if applicable, the
dis counts set up in the Customer Discounts Tables option. Note that it is however possible to manually modify the unit price.

maestro~technologies
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Column

Description

.

Disc /

Applicable discount percentage.

NOTE: A discount percentage for the item can be manually entered or have been previously set up in the Customer Discounts Table option, if in
use.

., ]
Amount /

Total amount of the breakdown line.

o

Tx/

Applicable tax code.

NOTES: To manually modify tax amounts, press on the Ctrl+F7 keys. By doing so, maestro* will switch to calculating taxes per line and no longer
on the total amount of the invoice.

To return to calculating taxes on the total invoice amount, click on the Balancing of Taxes icon at the bottom-left of the window, under the
breakdown grid.

To know where the code and applicable tax rate come from, read help document Reading of Tax Codes in maestro*.

' 2
Tax Amount /

Tax amount.

Long Description

Long description of the item.

NOTE: This field allows to enter up to | 00 characters and add additional details to those imported from the catalogue in the Description field. If the
displayed invoice in the window was generated by an option other than Enter a Sale, maestro* will automatically fill this fields, if applicable.
Finally, remember that the form has to be adapted, if needed, if applicable, to adequately display very long descriptions.

Reference

Reference number that comes from entering work orders, if applicable.

NOTE: The Invoicing Preparation (W/O) functionality will automatically fill this column.

Customer Reference Code

Comes from the Customer Discount Table option. Allows to obtain the customer reference number by item or
customer.

maestro~technologies
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Column Description

NOTE: The Invoicing Preparation (WIO) functionality will automatically fill this column.

Equipment Identify's the number of the piece of equipment used and billed.

NOTE: If the Drilling Time Management module is installed, the Invoice Preparation (W/O) functionality will automatically fill this column.

Transaction Date Orriginal transaction date used to generate this invoice transaction, from the Enter a Sale, Invoice Preparation
(WI/0), Equipment Billing, or Ticket Invoicing - Concrete options.

NOTE: Transactions created in one of these previously mentionned options will also appear in the Enter a Sale option so another user (or the same)
may validate, verify, modify, and/or print the invoice.

/‘ Indicates if the line will be printed or not on the invoice.
Do Not Print
NOTE: By default, all lines entered are printed on the invoice.

1S By default, taxes are calculated on the total invoice amount, when saving the transaction. Therefore, if a discrepancy is noted between the taxes

‘_' calculated per line and those calculated on the global amount of the invoice, maestro® will automatically adjust taxes on the last detail line,
according to the tax codes. It is possible to calculate tax per line by checking the Do not automatically balance taxes option in the
Configurations (Invoicing module, General option).

Notes:

maestro~technologies
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7. Click on the Save icon.

8. Then click on the Delivery tab and make the required selections.

Detail Deliveryl Production Resources }Memal Additional Fields

Location Selection

Name
Division
Address
City
Province Postal Code
Country Zip Code

Tel.1( ) - Fax () -
Tel.2( ) -

L% The information displayed by default comes from the Customer Management option.

It is possible to set a default (delivery) site through the Configuration icon in the window.

Field Description

Location Delivery site.

Available values:

maestro~technologies
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Field Description

Alternative

Contact

.

Customer /

.

Project /

Allows entering a temporary address.

Allows using an address linked to a contact, in the Contact Management option.

Allows using the customer address linked to the sale.

NOTE: It is possible to select another address for the same customer by selecting an address from the Define
Customer Address option.

Allows selecting a project where the delivery must be done.
NOTES: The address comes from the Project Management option.
If a project was entered in the Details tab of the sale, it will automatically be selected as the delivery site, if the

Location field is set to "Project". Afterwards, if a project is manually selected in this field, it will be kept, even if
the project in the Detail tab of the sale is modified.

Sélection Gives access to the databases linked to the value selected in the Location field, if applicable.

9. Click on the Save icon.

10. Finally, click on the Memo tab.

This tab includes a fields in which it is possible to enter a general text, linked to the invoice. The content of this field can be printed on the invoice, or not,

according to the variables defined and used in the sale form (invoice template).

The memo will also be displayed in the Customer Inquiry option by using the drilling functionality on the invoice.

maestro~technologies
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I'l. Finally, if the selected sales transaction is part of an active workflow and the Workflow Management'> module is installed, a Workflow Details tab will be
displayed. It will display a grid allowing to view the different steps of the said workflow.

Simultaneously Entering a Sale and Cashing_in a Receipt in maestro*

It is sometimes possible and more efficient to cash in receipts directly through the sale in maestro¥, in one step instead of two. That is the case when the payment
comes before the reception of the invoice or, for example, when rental revenues must be entered in maestro* (such as rent, received monthly).

To do so, the user must make sure to check the Payment box in the Detail tab (Enter a Sale option) and complete the Cheque No., Bank Account, and
Amount fields. The transfer of the transaction will generate the accounting entries linked to the sale, as well as those linked to the receipt entry.

|Ilb$ Partial Payment and Deposit

It goes without saying that partial payment of an amount due, received before the invoice is generated, can be enterd when creating the invoicem as is the case
when a user wished to enter a sale and the receipt simultaneously in maestro*.

However, if a deposit is received for a customer but they cannot yet be linked to an invoice, they will have to be entered in maestro* same as the receipt.
Please read section Entering a Deposit in maestro*of this document for more information on this subject.

Transferring a Sale

As for project purchases, a sale saved in maestro® is not systematically accounted. It is necessary to transfer the sale. That is in fact the case for all transactions

created in the software.

Two locations allow to transfer sale transactions:

s
I. The Transaction Transfer icon, displayed in the main menu toolbar = , also allows to simulate accounting entries (see the provided explanations in the

Transaction Transfer section of the MAESO2 cours document);

I5In maestro*, the Role Management and Workflow Management options allow to put in place automated mechanisms to transfer transactions, get approvals, and/or send
alerts, to meet the precise needs of the company.
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|
2. The Transfer icon displayed in the Enter a Sale ?g option.

A Recall that in all cases, the Accepted field of the sale must be set to Yes for the transaction transfer to be possible.

Through the Enter a Sale Option

Once the sale is finalized and saved in the Enter a Sale window, it is possible to immediately transfer the transaction.

0\ maestro* > Invoicing > Invoicing > Processing > Enter a Sale

115 Reminder
9

&
Note that a transaction transfer functionality is available in multiple maestro* options. However, the Transfer icon displayed in an option window does not
only allows to transfer transactions whose nature is the same as the option's.

To transfer a sale transaction in the Enter a Sales option:

I. Inthe Enter a Sale window, display the non-transferred transaction(s) by clicking, if applicable, on the Display Only Non-Transferred Entries icon.

2. Select the transaction to transfer in the Summary of Non-Transferred Transactions section by making a double-click on the former, and making sur the
Accepted field in the transaction detail is set to Yes.

3. Click on the Transfer icon.

I'Nlote that this icon is displayed and available in other options of the software.
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Confirmation

o Transfer this sale to accounting

‘ Yes Mo

4. Answer Yes to the confirmation message.

Maestro* systematically opens the viewer and displays the transaction transfer report. The latter can be printed, saved, and/or the window can be
closed.

Notes:
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Printing an Invoice

Even though invoices can directly be printed through the Enter a Sale option, before or after being finalized (and therefore transferred), the Print an Invoice
option allows to print them in batch. Indeed, the user could decide to create them but print them later. Furthermore, the Print an Invoice option not only allows to

print invoices created by the user but also those created by colleagues, if they are allowed to do so'®.

Two limitations must however be taken into:

I. Only invoices created in the Enter a Sale, Invoice Preparation (W/O), and Release Holdback options will be available to print (other similar options
titled Print Invoices) allow to print invoices from the Contractual Billing'” sub-module;

2. Theinvoices must not have been previously printed once the transfer completed (whether in the option used to create the invoice or in the Print an Invoice
option). If a transferred transaction that has already been printed must printed again, for whatever reason, it is the Reprint Invoices option (maestro* >
Invoicing > Maintenance > Invoicing > Reprint Invoices) that will have to be used.

0\ maestro* > Invoicing > Invoicing > Processing > Print an Invoice

E Online Help (F1) - Print an Invoice

To print sale invoice(s) through the Print an Invoice option:

I. Inthe option window, first select a Sales Department.

16T give a user access to the sales invoice or any other transaction entered and/or completed by colleagues:

a. Inthe Security Management option of this user, click on the Access Restrictions tab, open the General option and the Miscellaneous sub-section. Check the box The
user has access to transactions of other users and click on Save.

b. Still in the Security Management option, make sure the user group to which said user belongs is authorized to access the options from which the transactions originate.

I7Other Print Invoices options are available in maestro* and are dedicated to printing invoices linked to orders, service calls, rental of pieces of equipment, progress billing, cost
plus invoicing, or construction management billing.
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The department is equivalent to the department account for which the invoices are printed.

2. Check the Holdback Invoices box so as to only display invoices created in the Release Holdback!'® option. If this box is not checked, these will not be
displayed in the invoice list.

3. Check the Current Maestro User Only box so as to only display invoices created by the user.

[
op
©
Parame

meters

i 11800 Autre compes 3 recevoir

Hokback Tnvoices [

Current Mazstro user on y O

4. Click on Accept.
The Invoice Selection window appears.

5. Select the invoice to print in the grid by checking the box in the Selected column.

I8The Release Holdbacks option is used when the holdback mode in maestro* is the standard mode. Please read the concept document The Different Invoicing Methods in

maestro* for more information.
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Illjj Invoice selection

File View Options

COOCOO EE Y

Selected Date
1 S 2014-10-09 143
2 S 2014-10-09 149
3 ¥ 2016-07-28 121321
4 [ ¥ Toois-0428 178
5 T 2016-06-14 11
6 S5 2016-06-15 182

Invoice MNo.

606
607
766
693
750
754

Seq

Customer | Amo Proje

Client retert 1,15 7001
9007-4014 ¢ 2.30 7001
M. Peters  10.00 7001
CQOtest- Cli 1.06 7001
CO test - Cli89.73 7001
DU BOCAGE16.05 7001

6. Click on the Select icon.

If the user answers Yes to the question Did printing complete successfully?, the invoices will disappear from the Print an Invoice option. To print
them again, it is necessary to do so through the Reprint an Invoice option. If the user answers No, the invoices will remin available for printin the

Print an Invoice option.

Recording Cash-Ins (Receipts) in maestro®

AS is the case in various many modules, multiple maestro* options are made to be adaptable when it comes to entering receipts. Maestro* allows to enter and link,

in all receipt options of the Invoicing sub-module, customer cash-ins to sales issued from a time, material, and equipment invoice or a progress bill, save holdback

payments, enter advances/deposits, group different customer cash-ins in a single entry, generate a deposit list, etc.

maestro~technologies
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Entering a Receipt

The Enter Cash Receipts option allows to save, in maestro*, payments received following a the generation or completion of an invoice in the Enter a Sale'®

option.

Only accounted invoices, meaning transferred invoices, can be accessed to link to receipts.

0\ maestro* > Invoicing > Invoicing > Receipts > Enter Cash Receipts

The Enter Cash Receipts option is made up of two windows, which are displayed one after the other:

* The first allows selecting the customer linked to the payment of the invoice for which a receipt has to be entered (or even a previously initiated receipt
transaction that has yet to be completed);
* The second is used to enter the said receipt.

E Online Help (F1) - Enter Cash Receipts

To enter a payment in maestro* and link it to an invoice:
I. Inthe lower part of the Enter Cash Receipts window, select the customer who issued the payment or enter their number in the Customer Code field.

2. Then click on the Accept icon.

19The receipts that must be saved in maestro* following contractual billing must be saved through the Enter a Receipt option of the Contractual Billing sub-module.

As is explained in the course document CONTBILLO2, the Combined Receipts option allows entering, in maestro* multiple receipts (payments) when the invoicing method of the
payment is unknown, and the user does not know whether the receipt comes from a contractual bill or not. Using the Combined Receipts option initiates receipt transactions that
can then be completed and transferred from the corresponding Enter a Receipt option (of the Invoicing or Contractual Billing sub-modules), according to the case and the

invoice at the source of the payment.
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) Enter Cash Receipts - o X

File View Options Tools

©2 0000 @NE & 8 B

Summary of non-transferred transactions 2]
Counter Transaction No. Code Accountina Date Date Entered  Customer Code Cheaue No. Mortaaae Trans. Counter
x
Aransact..|  Code| & Accounting Date |2 Date |2 Customer |3 Cheque No. | Receipt Amount | Deposit Reference Number | & Mortgage Trans. | Auto. Reconciled
0 2016-04-22  |ACISELE 123 0.00| [ I
| | 359 00 2016-04-22 2016-04-22  ACISELE 11395.00 [
388 00 2022-06-07 2022-06-07 CQ 0.00 0
| ] 339 00 2015-04-15 2015-04-15  GALLIOTT 1546931 0
294 00 2012-02-02 2012-02-02  YVEAYOT 564.38 0
Customer Code  ACISELE e’ Al Balance 0.00
" Holdback 12,751.65
Customer Name ACIER SELECT INC. Advance 500.00

Division
Address 675, RUE TROTTIER
City ST-JEAN-SUR-RICHELIEU, QC
Province Postal Code J3B 8J8
Country ZipCode -

TEST

The Receipt Entry window appears.
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3. Click on the New icon.

Payment Tool

02 20000mN sk 53

Customer ACISELE ACIER SELECT INC.

675, RUE TROTTIER
ST-JEAN-SUR-RICHELIEU, QC
B8

Details | Addtonal Fies

) fon . Accounts
(T el Bank 10200 Banque de Montréal

Discount 41200 ESCOMPTE SUR VENTES
L Advance 10101 Encaisse.

Invoice No. CustomerNa| Address |  ciy | Balance
ACIER SELECI675, RUE TRCST-JEAN-SUR 000 000 1
ACIER SELECI6TS, RUE TRCST-JEAN-SUR 000

R

4. Complete/validate the fields in the Details tab using the following information.

Field Description
Date Cheque date.
NOTE: By default, maestro* displays the current date but it can be modified.
Cheque No. Used to enter the customer cheque number-.
Discount Used to enter a discount rate applicable to the payment.
NOTE: If a rate was entered in the Customer Management option, it will be displayed by default when entering the receipt.
Interest Allows entering the amount of interest to pay on the invoice.
Advance Allows entering an advance amount disbursed by the customer.
maestro~technologies
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Field Description
NOTE: Entering a positive value makes it possible to credit a customer and a negative value makes it possible to cancel the advance amount
disbursed by the customer. See section titled Entering a Deposit in maestro* for more information.

Currency Used to specify the currency applicable to the receipt.

Reference No.

Allows entering a reference number during the entry of a customer advance, to make follow-ups easier.

NOTE: This field is only available if the Advance field has been completed, if applicable.

Comments Allows entering a comment/description, if required and for reference purposes.

Amount Displays the total receipt amount, according to the completed fields and the breakdown grid.

Bank Displays the bank account that will be charged by the receipt.
NOTE: Maestro* displays the bank account entered in the General Settings (Billing module, General tab) by default.

Discount Displays the general ledger account that will be used when generating the account entry.
NOTE: Maestro* displays by default the general ledger account defined in the Discount on Receipts field of the General Settings
(Billing module, General tab).

Advance Displays the general ledger account for advances that will be used when generating the accounting entry.
NOTE: Maestro* displays by default the general ledger account defined in the Customer Advance field of the General Settings (Billing
module, General tab).

Notes:

maestro~technologies
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5. In the breakdown grid, where the transferred customer invoices are displayed, enter the amounts paid on the lines corresponding to the invoices paid in the
Payment column.

|"l' The Payment option in the toolbar offers different choises allowing to quickly complete the breakdown grid.

 Pay all invoices (without discount);

¢ Pay all invoices (with discount);

Pay selected invoice (without discount);

¢ Pay selected invoice (with discount).

Furthermore, controls to the right of the breakdown grid can also be used.

Control Description

Holdback Thje box must be checked if a payment is made to holdbacks.

Table Allows entering the automatic payment according to the balance to receive for all invoices in the grid.

Grid-Disc. Allows entering the automatic payment according to the balance to receive, taking into account the discount
entered in the Discount Rate field, for all invoices in the grid.
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""" Control Description
Invoice By selecting an invoice, allows to automatically enter the balance to receive.
Invoice-Disc. By selecting an invoice, allows to automatically enter the balance to reveive, taking into account the discount
entered in the Discount Rate field.

6. Complete/validate the content of the other columns if needed, using the information below.

Column Description

Memo Note applied to the receipt.
NOTE: It is possible to enter a memo linked to the receipt by making a double-click on in the Memo field of the applicable line. This memo can then
be displayed in different reports.

Invoice Date Invoice date.

Invoice No. Invoice number.

Customer Name

Customer name.

Address Customer address.

City City of the customer.

Balance Balance of the invoice to receive.
Payment Payment amount.

Discount Applicable discount.
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Column

Description

Holdback Balance

Holdback balance.

Holdback Payment

Payment made to the holdback.

Project

Project number entered when invoicing.

Source

Source of the invoice.

NOTE: The source indicates the option used for invoicing, for example: Enter a Sale, Customer Order, W/O Billing, etc.

Customer Project No.

Customer project number entered during invoicing.

Lien Indicates, if this box is checked, that a lien is linked to the invoice.
Currency Invoice currency.

Comments Comments displayed by maestro* in case of problems with the transaction.
Order Number Order number linked to the invoice.

Customer P.O.

Value from the Customer P.O. field, in the Enter a Sale option.

Prefix

Allows displaying the prefix of the company to which the receipt is linked.

NOTE: Available in multidimensional mode only.

Orriginal Inv Amt

Total amount of the invoice.

Tax

Tax amount.
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Column Description

Original Total Amount Total payment amount.
Payment Received Payment received to date.
Total Balance Total balance to be paid.

119 Maestro* indicates in red invoices for which the currency is different than the customer's. It is necessary to modify the customer's currency in
| l the Customer Management option to be able to process the transaction.

Furthermore, it is possible to set, in the Customer Inquiry option, the display colours for the invoice status.

7. Click on Save.
The payment is then displayed at the top of the window, in the Summary of non-transferred transactions.

8. Then click on the Transfer icon to record the payment in maestro*.

9. Answer Yes to the question Do you want to transfer this transaction?.

The maestro* viewer opens and allows viewing and/or printing and/or saving the transaction.

|"l' Reminder

It is always possible to transfer a transaction using the Transaction Transfer icon displayed in the toolbar of the maestro* main menu (read document
MAESO2 for if needed).

It should also be noted that any payment started in the Enter Cash Receipts option but that have not been transferred, can be modified if needed. To do
so, simply select it in the Summary of non-transferred transactions.
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MAES02.htm

Entering a Deposit in maestro*

Saving the deposit or advance of a customer must also be recorded through the Enter Cash Receipts option. The former, when transferred, will result in the

Customer Advance general ledger, defined in the General Settings (Billing module, General option), being credited and the bank account being debited. Once

the invoice created and transferred in the software, it will be necessary to apply the advance to this invoice by debiting the en contrepartie,account and, in return, by
crediting the customer account receivable.

To enter a deposit in maestro*:

I. Inthe Enter Cash Receipts window, select the customer at the source of the deposit or enter their number in the Customer Code field.
Then click on the Accept icon.

In the Details tab of the Receipt Entry window, enter the Date, the deposit amount in the Advance field, and a Reference No. if applicable.
Validate the information entered in the Bank and Advance fields (Account section).

Click on the Save icon.

Click on the Transfer icon.

Answer Yes to the question Do you want to transfer this transaction?.

© N o AW

The maestro™ viewer opens and allows viewing and/or printing and/or saving the transaction.

Linking a Deposit to an Invoice

To apply an advance to an invoice:

In the Enter Cash Receipts window, select the customer or enter their number in the Customer Code field.
Then click on the Accept icon.

Validate the information in the Bank and Advance (Accounts section).

In the breakdown grid, enter the deposit value (as a positive) in the Payment column field on the invoice line for which you wish to apply the discount.
Make sure the value entered in the Amount field of the Details tab is 0.

Click on the Save icon.

Click on the Transfer icon.

Answer Yes to the question Do you want to transfer this transaction?.

© v ©® N o U AW

The maestro™ viewer opens and allows viewing and/or printing and/or saving the transaction.

maestro~technologies
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lzbﬁ A Cash Receipts option exists in the Contractual Billing sub-module (maestro* > Invoicing > Contractual Billing > Processing > Cash Receipts).
: However, even if a deposit was entered in the Advance field of the Enter Cash Receipts option of the Invoicing sub-module (maestro* > Invoicing >

Receipts > Enter Cash Receipts), it will still be possible to apply the deposit to a contractual bill. Please read course document CONTBILLO2 for more
information.

Notes:

Entering an Individual Receipt

The individual receipt allows entering a receipt linked to a customer that is not set up in the system or to a tax return.

f Important

This option must not be used if financial statements are set up per project since this type of receipt is not linked to a project, an activity, nor a group. Also
note that tax returns, just like remittances, can also be entered in maestro* through the Project Purchase option (see course content AP03).

O\ maestro* > Invoicing > Invoicing > Receipts > Enter an Individual Receipt
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E Online Help (F1) - Enter an Individual Receipt

M Enter an Individual Receipt - o X
File Edit View Tools
- o _ 5
IHAEE = OO0 @R & 1§
Summary of non-transferred transactions
Counter Transaction No. Code Accountina Date Date Entered  Customer Code Cheaue No. Mortaaae Trans. Counter
x

| [8cou [Vransact. | A Code |3 Accounting Date |3 Date |3 Customer |3 _Cheque No. | Receipt Amount |_Deduction Batch | UserNo.
368 00 1.00 0.00 0.00 10200 41200 0 0 99 I

1950-01-11 2016-08-30
345 00 2015-08-19 2016-0830  ZINELEC 100 000 000 10201 41200 o o %
Detail | Addtonal Fields
Customer Code 2 - [OlIndwidual Customer Breakdown

- Account Amount Company
Dwvison A
Address 2
Cty 3
Province Postal Code :
Country/Region Zp Code &
Phone Number ( ) - 7
8
Date 20230717 v 9
Invoice No. Cheque No. 1?
Total Amount $0.00 Discount $0.00 12
Account: Bark 10201 Currency Us 9
Discount 41200 15
Type of Drect Receipt 1 - standard 15
Comments 18
19
20
21
22
23
24
25

TEST | Inserton | |

To enter an individual receipt in maestro*:

I. Inthe Enter an Individual Receipt window, click on the New icon.
2. Complete the fields in the Detail tab using the information in the following table.

Field Description

Customer Code Code issued from the Customer Management option.

NOTE: On selecting a customer code, the latter's coordinates will be automatically displayed.

Individual Customer Allows entering the coordinates of a customer that is not set up in the system, if the box is checked.
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Field Description
NOTE: If a preexisting customer was previously selected, it is erased when this box is checked.
Date Date of entry of the receipt.
NOTE: By default, maestro* displays the work date, but it can be modified.
Invoice No. Invoice number linked to the payment.
Cheque No. Customer cheque number-.

Total Amount

Total sale amount.

NOTE: Maestro* displays the total of amounts entered in the breakdown grid.

Discount

Discount amount applicable to the sale.

Account: Bank

Bank account in which the deposit will be made.
NOTES: Maestro* displays by default the account set in the Configurations for receipt deposits which are not linked to a preexisting customer.

For receipts linked to a preexisting customer, maestro™ will display the account entered in the Customer Management option. If that field is
empty, the software will display the one entered in the Configuration option.

Currency Displays the currency of the selected customer.
NOTE: The field is left empty for an individual customer.
Discount Discount account to use.

NOTE: Maestro* displays by default the account set up in the Configuration option.

Type of Direct Receipt

Allows including or excluding these types of receipts on reports:

maestro*technologies
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Available values:
| — Standard All other receipt types, excluding the following one.
2 —Sales Tax Refund Receipt linked to a tax refund.
Comments Description for reference purposes.
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3. Complete the breakdown grid using the following information.

Field Description
Account Creditor account.
Amount Receipt amount.
Company Company name.
NOTE: Available in multidimensional mode only.

4. Click on the Save icon.
5. Click on the Transfer icon.
6. Answer Yes to the question Do you want to transfer this transaction?.

The maestro* viewer opens and allows viewing and/or printing and/or saving the transaction.
Generating a List of Receipts

The List of Receipts option allows generating, for informational purposes, a list of all accumulated receipts and transactions, in part from the Enter Cash Receipts
and Enter an Individual Receipt option, whether they were transferred or not and whether they were generated from a standard or contractual invoicing
method2?. In addition, this list displays the receipts according to a given date range and for one or more users who have entered the receipts.

Q maestro* > Invoicing > Invoicing > Receipts > List of Receipts

E Online Help (F1) - List of Receipts

20A separate List of Receipts exists for receipts linked to service calls (maestro* - Service Management — Service Management — Invoicing — List of Receipts).
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To generate a list of receipts:

I. Inthe List of Receipts window, select an Accounting Date Range and/or Entry Date Range.

2. Select a value in the Transaction Status and Transaction Type fields, according to the user's needs and available values.

Available values for the Transaction Status field:

Value Description
Combined Displays both non-transferred and transferred transactions.
Not Transferred Only displays non-transferred transactions.
Transferred Only dislays transferred transactions.

Awvailable values for the Transaction Type field:

Value Description
Auxiliary Displays receipts that come from the invoicing transactions of the Cash Receipts options (Contractual Billing
sub-module and Homebuildersales module).
Individual Displays transactions that come from the Enter an Individual Receipt option only.
Standard Displays transactions that come from the Enter a Cash Receipt option (Invoicing sub-module) only.
All Displays all receipt transactions.
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Il[llj List of Receipts
Options Template

O Template - @H E
Parameters

Accounting Date Range  [fYVE iRy v - - - v
Entry Date Range - - v - - - ~
Transaction Status  Combined ~
Transaction Type p| ~
User Code Al
Code Group User in Charge
[ = B G B Gy 3 onbom:
Bl Maestro Test MAESTROT ADMIN 0 1
Bl zestro Café - Niveau 1 ML REG ot
Bl Mzestro Café - Niveau 3 v ADMIN 0 1
Bl Maestro Café - Niveau 2 CAFE ADMIN ot
Bl arie-Josee Paguet MJP ADMIN 0 1

3. Select one, more, or all users linked to the receipts to display.

The list of users is displayed according to the access level configured for the user requesting the list, in the Security Management option.

4. Click on the Accept icon.
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TEST
List of Receipts
For transactions from beginning to end
For entry dates from beginning to end
Customer
Date Trans Nc Number  Name Bank AR ChequeNo Receipt Jn Account Invoice No Amount Holdback Discount Comment
1950-01-1: 0 FEEFEEEERRR 10200 1020 1.00 0.00 1.00
Total 1.00 0.00 0.00
2006-11-0: 230 FEEEEEEE pcier ATR 10200 4420 2822-01 2,026.39 0.00 1,778.33 0.00 ATR Loyer - Nowvi
3115 106.69
3120 141.37
Total 2,026.39 0.00 0.00
2006-11-0; 222 POMERL2 POMERLEAU INC. 10200 2822-02 999,315.90 0.00 6008-8953 _999,315.90 0.00 0.00
Total 999,315.90 0.00 0.00
2006-11-0: 224 STRMART STRUCTURE MAR 10200 2823-01 3,085.13 0.00 5075-8819 571.71 0.00 0.00
5075-8842 1,303.35 0.00 0.00
5057-8861 1,037.53 0.00 0.00
5075-8811 172.54 0.00 0.00
Total 3,085.12 0.00 0.00
2006-11-0: 216 LAUPEPL  LAUREAT PEPIN I 10200 2823-03 25,997.81 0.00 5079-8845F_ 25,997.81 0.00 0.00
Total 25,997.81 0.00 0.00
2006-11-0: 217 PINCOR  PINCOR LTEE 10200 2823-02 31,096.73 0.00 6029-8946 _ 31,096.73 0.00 0.00
Total 31,096.73 0.00 0.00
2006-11-0¢ 225 C-GTHER ~ CONSTRUCTION 1 10200 2827-02 7,537.79 0.00 6025-8959 7,537.79 0.00 0.00
Total 7,537.79 0.00 0.00
2006-11-00 231 wwmmm===: Citi Capital 10200 6478 2824-01 706.23 0.00 619.78 0.00 Citi Capital
3115 37.18
3120 49.27
Total 706.23 0.00 0.00
2006-11-0¢ 218 PINCOR  PINCOR LTEE 10200 2825-01 3,455.19 0.00 6029-8991F__ 3,455.19 0.00 0.00
Total 3,455.19 0.00 0.00
2006-11-0¢ 220 C-PROCA  PROCAM CONSTF 10200 2826-01 144,418.64 0.00 6030-8954 62,015.73 0.00 0.00
6030-8955  15,285.82 0.00 0.00
6030-8956  23,531.24 0.00 0.00

5. Once the process completed, view the information displayed in the Maestro Report Viewer and, if needed, save and/or print the report.

6. Close the viewer window, as well as the option.

Cancelling a Receipt

The Cancel a Receipt option allows cancelling a receipt that has been recorded in maestro* through the Enter a Cash Receipt or Enter an Individual
Receipt options and transferred to the general ledger. A cancellation may be necessary, for example, because the receipt was linked to the wrong customer or
because of a bounced cheque.
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LS Note that other Cancel a Receipt and Cancel Cash Receipts options are also available in maestro®. for contractual billing, as well as for service

- management invoicing.

Furthermore, it is possible to delete a receipt if the period to which it belong is closed.

Maestro* technically makes it possible to cancel a receipt in two ways: either by completely deleting the transactions (by using the X in the option toolbar) or by
creating a reversal transaction (by using the blue double arrow, once again in the maestro* toolbar). It goes without saying that completely deleting a transaction,
therefore erasing every trace of the receipt, is not recommended, for many known accounting principals. Every transaction must be cancelled through the creation of a

second transaction, reversing the first one.

0\ maestro* > Invoicing > Invoicing > Receipts > Cancel a Receipt

E Online Help (FI) - Cancel a Receipt

To cancel a receipt:

I. Inthe Cancel a Receipt window, select the receipt to cancel in the grid by clicking on it of by entering the transactio number in the field to this effect.

LS The transaction number corresponds to the accounting entry transaction number. It is possible to find a receipt transaction number in the
. Receipts tab of the Customer Inquiry option, by selecting the Display All Invoices file or by viewing the receipt list for transferred

transactions.

2. In the Cancellation Date field, select the date on which you wish to cancel the receipt.
The following fields display the information on the receipt to reverse:

¢ The accounting date of the receipt;

e The name of the customer for whom the receipt was cashed in;
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* The cheque number to reverse;

¢ The amount of the initial cheque that was cashed in a maestro* general ledger account.

Im/ Cancel a Receipt - [m] X

10 000 3

List of Receipts ‘
Counter Transaction No. Code Accountina Date Date Entered  Customer Code Cheaue No. Mortaaae Trans. Counter

X

|| & Cou.] A Transact.| A Codel & Accounting Date | Datentered |3 CusiomerCode |3 ChegueNo. _______ ReceiptAmount]
. 1 213 2 2006-12-10 2006-12-14 POMERL2 EPURATION 0.0C I
. 2 214 2 2006-11-29 2006-12-14 LAUPEPI 2833-01 47213
||
Details
Transaction No. | P
Cancellation Date - - w Date
Name
Cheque No.
Amount $0.00

TET | I ||

3. Click on the Cancel this Receipt by Reversing It icon.

4. Close the window.

Use the Transfer Transaction icon in the main menu to record the cancelled receipt (read course document MAESO2 for more information on making transfers via
the main menu).

Combining Receipts for a Deposit

Multiple maestro™ options are used to record receipts (see to cash-ins). As for the Deposit Receipts option, it allows selecting multiple receipts that have already
been recorded and transferred in maestro™ to include them in a same bank deposit. That way, it is the total sum of these receipts that is displayed in the bank
reconciliation, making the task easier. Indeed, if a good number of cheques have to be deposited at the bank at the same time, maestro* allows identifying the
payments corresponfing to these cheques, indicates that the cash-in was performed, and also accumulates the amounts to generate an accounting entry totaling the
whole deposit. That being said, the receipts may come from different customers and result in any invoicing type, including contractual billing.

|.‘;bq| As for many functionalities, specific parameters must be set up beforehand. The following must be set for the Deposit Receipts option:
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"o e A general ledger account corresponding to an internal bank must have been created in the chart of accounts (through the Chart of Accounts
‘ﬁ, option);
¢ A bank account linked to this general ledger account must also have been created through the Bank Accounts option. The Account Type must be
internal and the chosen option to Reconcile Receipts must be combined.

¢ The internal bank account must be selected in the Bank Account for Cash Receipts option of the General Settings (General Ledger -
General) and must be the one used to record receipts beforehand (in the Enter Cash Receipts, Cash Receipts, and Enter an Individual
Receipt options, etc.).

0\ maestro* > Invoicing > Invoicing > Receipts > Deposit Receipts

E Online Help (FI) - Deposit Receipts

To combine receipts with the goal of making a single bank depésit, proceed as follows:

I. Inthe Details section of the Deposit Receipts window, enter the deposit date.
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[ Deposit Receipts
File Edit View Tools

A B @ BEESS

Summary of Non-Transferred Deposits
Counter Transaction No. Code Accountina Date Date Entered  Customer Code Cheaue No. Mortaaae Trans. Counter

Il Receipt Amount_ | Deposit Reference Number Auto. Reconciled

391 02 2023-03-30 2023-03-30 242 056.86 0

Details
Date 2023-07-17 ~ Deposit Total $0.00

Bank Account 10210 B NATIONNAL Deposit No.

Comments

Receipts Selection
Bank Account

Trans No. | Acctg Date | Cust Code |Customer Na| Cheque No. |Receipt Amt

1 2009-04-20 Fwxsis test 5000.00
2 13671 2009-04-20 Fsassas 7500.00

i

Select the internal bank account in the Bank Account field of the Details section.
If needed, enter all comments linked to the deposit in the Comments field.

Enter the deposit number in the field to this effect.

A Wb

Then, in the Receipts Selection section, select the receipts to include in the deposit.

In the Details section, the Deposit Total corresponds to the sum of the selected receipts. Furthermore, it is possible to use the Bank Account field
in the Receipts Selection section to filter the receipts displayed in the grid.

Click on the Save icon.
Click on Ok when the confirmation message appears.
Select the deposit you just saved in the Summary of Non-Transferred Deposits section.

Print a deposit slip if needed.

© v ® N o

Transfer the transaction using the method of your choice (either using the maestro* main menu Transfer Transactions icon or using the Transfer icon in
the window) to record the corresponding accounting entry.
I'l. Click on the Quiticon.

Notes:
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Generating a Customer Statement

Customer statements allow displaying, even printing, the cumulative balance of invoices to be paid for a customer based on a given date or period. Customer
statements generated through the Customer Statement option apply to every customer, whether they are subject to contractual billing or not.

O\ maestro* > Invoicing > Invoicing > Processing > Customer Statement

E Online Help (F1) - Customer Statement

[

119 Preconfigurations
g

It goes without saying that a customer statement form must be configured and specified, beforehand, in the Forms option of the General Settings (Billing
moudule). This form can be adapted to the needs of the company using different variable.s

The customer statement in this document is used as an example.
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To generate a customer statement:

I. If so desired, select the Date Range of the customer statement to generate.
Select the customers for which a customer statement must be printed.
Select the project(s) for which a customer statement has to be printed.

Complete the window parameters according to the user's needs and using the explanations given in the following table.

Hw N

Parameters Description

Sales Department Sales department used during invoicing.

NOTE: If a department is selected, only the invoices linked to the former are taken into account. To see all transactions, no matter the sales
department, leave the field empty.

Printing Order Order in which information will be displayed on the customer order.

Available values:

Customer Code By customer code.
Like Grid Selection Same order as the customers appear in the selection grid.
Customer Name By customer name.

Detail Printing Order Order in which detailed information will be printed on the customer order.

Available values:

None Transaction in the customer statement will be displayed as follows: The
first part will display all sales transaction, from the oldest to the
newest, and the second part will display all payment transactions, once
again from the oldest to the newest.
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Parameters

Description

Purchase Order

Combined Invoice and Payment

Project

Project Combined Invoice&Pmnt

Job Number

NOTE: Default value.

Transactions in the customer statement will be grouped by purchase
order. Between each grouping a page break will be inserted.

In every grouping, the transaction will be displayed by date (from the
oldest to the newest).

Transactions in the customer statement will be grouped by invoice
number. They will also be displayed in an increasing date and invoice
number order, starting with the oldest transaction in the grouping.

Transactions in the customer statement will be grouped by project and
displayed in increasing date order for each project.

A page break is entered between each project.

Transactions in the customer statement will be displayed in the
Combined Invoice/Payment order, in addition to being ordered by
project.

As for the Combined Invoice/Payment display mode, a page break will be
inserted between each project.

Transactions in the customer statement will be displayed as follows:
the first part will display all payment transactions, from the oldest to
the newest, and the second part will display all sales transactions, once
again from the oldest to the newest.

Calculate Aging in

Available values:
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Parameters

Description

Days

Period

Calculates the account age according to the number of days that have passed between the
invoice date and the customer statement print date.

Calculates the account age according to the number of months that have passed between
the invoice date and the customer statement print date.

All Receipts Applied

Awvailable values:

All

Until Date Requested

The customer statement report will not take into account the end date entered in the Date
Range and will take into account all receipts (Payment column) up until the current day.

The customer statement report will take into account the date entered in the Date Range
when cumulating the receipts (Payment column).

NOTE: Default value.
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5. Click on the Accept icon.

maestro*technologies

[ Customer statements

Options Template

o Template

Date Range

Customer

Name Contact Code | Description - Contact Code | Interface Type | Customer Order Mandatory | Group RM and TR _|Invoice Rate] _ Invoicing Table by Activity

*CAPIRON CAPONE IRON CORPORATION ] 0-None N-No 0 C- Category
EXCSTEE EXCELCON STEEL LTD 0 0-None N-No 0 C- Category
*FEIIRON FEINSTEIN IRON WORKS 0 N-No 0
123456 test 0 0-None N-No 0 C- Category
197043 Client retenue 0 0-None N-No 0 C- Category

W2rss 3346 Test Pyramid 0 0-None N-No 0 C- Category

Sales Department =
Priting Order  Customer Code v
Detail Printing Order  None v
Calculate Aging 1 period 3
Project [ Al
Number Descriotion Master Proiect Accessible par la régie contrdlée
Fiter
A Number |A Description A Master Project | Customer Code: Description - Customer Code A Accessible par la régie controlée

0004-Hg Equipement H8 N-No
01CONST! Test construction 2755 3346 Test Pyramid 0-Yes
11 N-No
123 desc N-No
123456 ™ ™ N-No
1234567890 CQtest YVEAYOT MONSIEUR YVES AYOTTE N-No
123E5PA Test 210625 N-No

| [EE Q- 132311 - Gabarit avec un N-No

Al Receipts Appled  Unti date requested ~
[TesT HE F2 to recal st paramete
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TEST
222, rue des Logiciels
Varennes Québec J3] 3L3
anada
Tel: (450)555-55! Fax (450)666-6666
RBQ 222222222222

STATEMENT OF ACCOUNT

CAPONE IRON CORPORATION Tel.:  (978)948-8000
20 TURCOTTE MEMORIAL DRIVE Fax: ) -
ROWLEY, MA, USA 01969

OF
| DATE INVOICE | SALE PAYMEN BALANC ‘
07/06/19 1 113.95 113.95
07/06/19 2 227.90 341.85
07/07/11 3 227.90 569.75
07/07/13 4 11.40 581.15
07/07/13 223 10.00 591.15
07/09/06 test -2000.00 - 1408.85
07/09/21 test38 11 395.00 9986.15
07/10/23 2 62.67 10 048.82
07/11/05 1 1766.23 11 815.05
07/11/21 test211 142.44 11 957.49
07/11/28 1 49 145.68 61 103.17
07/12/03 test1203 170.93 61274.10
07/12/03 3 85.46 61 359.56
07/12/11 7 62.67 6142223
07/12/11 7 591793 67 340.16
0712/ 10 86 137.28 155 477.44
071212 1 -49 14568 106 331.76
071212 12 36.33 106 368.09
07/12/12 13 51960.14 158 328.23
0771212 0000000016 58.76 158 386.99
07/12/20 test3333 15952.43 174 339.42
07/12/20 test3 22768 174 567.10
07/12/20 0000000005 3568.95 174 926.05
08/01/10 test3 27 936.57 202 862.62

6. Once the customer statement is displayed in the maestro* viewer, you may print it, save it, or share it as needed.

7. Close the window.

11L%  About interests...
p/,

For interest to be calculated and displayed on a customer statement:

* Credit conditions must have been created in the Credit Terms Management option (read cours document ARO2 if needed);

¢ Credit conditions must have been applied (entered) when entering the sale in maestro¥;
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"o e The variable which allows displaying interests on the customer statement form must have been used when setting up the latter.

1%
Displaying an interest amount on the customer statement does not mean these have been billed. The user must proceed with Interest Accouting for these
to be billed. Once billed, interests will appear on the customer statement invoice. Read section Accounting and Generating Interest Invoices for more

information.

Releasing Holdbacks

As mentionned in the Standard Holdbacks and Holdback Release in maestro* section of the concept document The Different Invoicing Methods in maestro*,
release holdbacks allow completing the invoicing process for invoices with a holdback amount for which the tax calculation mode is set to Standard. That process

includes:

e calculating tax on the holdback,
e transfering the holdback amount to accounts receivable, and

* printing a new invoice with the amounts that are now payable for the customer.

In sum, releasing holdbacks generates the following transactions (read concept document The Different Invoicing Methods in maestro*to view a detailed example of
holdback calculations in standard mode, as well as the accounting entries generated once the transaction transfer completed):

* An invoice on which the amount is no longer a holdback but an account receivable on which taxes are calculated;
* A transaction consisting of the credit holdback amount, without tax, used to reverse the balance of the original holdback;

* Areceipt of zero to consolidate the balance of the original holdback with the credit holdback invoice.

The calculation of these three transactions is done in the Release Holdback option. Furthermore, the option also allows printing the result of this calculation, as an
invoice.

As for all transactions, a transfer will have to be performed to ensure the recording in the general ledger accounts. Also, although the calculation of the holdbacks and
possibly of the invoice was done via the Release Holdback option, the user will have to transfer the transactions using:

¢ the Transfer icon in the Release Holdback option toolbar, once the holdbacks have been calculated;
e the Transfer Transactions icon in the maestro* main menu (see course content MAESO2 if needed); or

e The Enter a Sale option (maestro* > Invoicing > Invoicing > Processing > Enter a Sale).
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Indeed, once the holdback calculation completed in the Release Holdback option, the transaction will be displayed in the Summary of Non-
Transferred Transactions in the Enter a Sale option. The user will therefore be able to make additions and modifications to the transaction (or

invoice) before it is transferred.

LS |tis impossible for a user to modify or delete breakdown grids that have been generated by the release holdback program. However, the user
¢ will be able to add lines and later on modify and delete them - contrary to the original lines.

Finally, note that Release Holdback option can display two different locations in maestro*, according to the modules and options held by the company and the
access given to the user. The Release Holdback option presented here is available through the Invoicing sub-module which allows to calculate standard release on
sales invoiced by time, material, and equipment and those billed through work order invoicingZ'. Of course these sales will have to be transferred before applying

holdbacks is possible.

0\ maestro* > Invoicing > Invoicing > Processing > Release Holdback

To release holdbacks:

I. Inthe Release Holdback option, select the applicable Sales Department.
2. Select the projects for which the release holdback must be performed.
3. Enter the holdback percentage to bill in the field to this effect.

21 A second optioerfn dedicated to releasing holdbacks is available in the Contractual Billing sub-module for “contractual” invoicing modes.
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) Release Holdback — o X

Options Template
© rempie

Parameters

9
T
&

Sales Department | Account

| 11000 Compte a recevoir CON I
11009 Compte a recevoir US SesssnEEEE
11100 CAR TEST
I 17800 Autre comptes a recevoir
Project < 1
Template % Treelke project *** L

-0 Al Projects

Holdback to Invoice  0.00%

TEST Hit F2 to recal last parameters

4. Click on the Accepticon.
5. In the new Release Holdback window, select the Invoicing Date.
6. Enter the applicable tax codes in the Tax | and Tax 2 fields and check, if applicable, the Apply to All Transactions box.

Jimi Release Holdback

File EditMode View
=1 l'm
: MR &
Default values used for the g ion |
Invoicing Date o v
Tax 1 () Apply to all transactions
Tax 2
Holdback
Accepted Holdback Invoice Customer Invoice No.  Date Balance Balance % Amount Tax 1 Tax2 Project Activity Group

1 = 123456 72 2022-06-03  10347.75 1000.00 7001 13231 2
2 = 197043  retl 2014-05-29 0.00 100.00 A B 7001 13231 2
3 = 197043 ret2 2014-05-29 517.39 50.00 A B 7001 13231 2
4 o c 72 2022-06-03  10347.75 1000.00 A B 7001 13231 2
5 = ca 4 2022-06-03 0.00 1000.00 A B 7001 13231 2
6 = MTL MTL#1234!2016-03-13 53521 24.50 7001 13231 2
1 = MTL MTL4 2016-11-1320791277.20 3794427834 7001 13231 2
8 o TEST2 101 2022-06-02  10347.75 2000.00 7001 13231 2
9 = USILAMT  test 2014-01-30 7200.00 800.00 A B 7001 13231 2
10 = WED002 ca 2014-05-29 15.00 2.00 7001 13231 2
11 = YVELECO carrier 2011-12-20  10998.20 1012.58 A B 7001 13231 2
12 = YVELECO Ret.1 2014-05-29 450.00 50.00 A B 7001 13231 2
13 = YVODESH 192928-3 2014-02-05 720.00 80.00 A B 7001 13231 2
14 | ZINELEC  car 2011-12-20 2529.99 24675 A B 7002 13231 2
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7. Check the box in the Accepted column to select holdbacks to release and for which invoices must be generated.

The following table describes the grid columns.

Field Description

Accepted Indicates that the invoice must be generated and transferred.

NOTE: It is possible to accept transactions in batch by clicking on the Select All icon.

Holdback Invoice Allows making a link between the original invoice when there has already been a holdback release or when a holdback
invoice has already been generated.

Customer Displays the customer to invoice, for informational purposes.

NOTE: A red square indicates that a note can be displayed if the customer is exempt from tax. This note is displayed at the bottom, in the status bar.

Invoice No. Displays the number of the invoice that will be reversed.
Date Displays the original invoice date.

Balance Displays the balance of the original invoice.

Holdback - Balance Displays the holdback balance to invoice.

Holdback - % Invoice percentage for release holdback.

Holdback - Amount Amount to invoice for the holdback.

Tax | First tax code applicable to the holdback invoice.

NOTES: To know where the applicable tax code and rate come from, read help on Reading Tax Codes in maestro*.

If no tax is found, the values entered in the Default Values section will be applied.
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Field Description

Tax 2 Second tax code applicable to the holdback invoice.

NOTES: To know where the applicable tax code and rate come from, read help on Reading Tax Codes in maestro*.

If no tax is found, the values entered in the Default Values section will be applied.

Project Displays the project charged in the original invoice for informational purposes.
Activity Displays the activity charged in the original invoice for informational purposes.
Group Displays the group charged in the original invoice for informational purposes.

8. Click on Apply to generate the holdback invoices.

| 12
Confirmation

Do you wish to generate the holdback invoices for the selected
| transactions?

Yes Mo

9. When the validation message Do you wish to generate the holdback invoices for the selected transactions? appears, click on Yes to initiate the
holdback calculation.
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Information X

o The creation of holdback invoices is completed

OK

10. Click on Ok when the holdback calculation confirmation message appears.

I'l. If so desired, click on the Print icon to display the holdback invoice in the maestro* viewer.

12. Click on Print then close the viewer.

nyog . . .
| ‘ol It is possible to print the holdback invoices at this step but also through the Print an Invoice or Enter a Sale options.

13. Confirm whether printing was successful.

14. Click on Transfer if no modifications have to be made to the invoice.

1.9 Once the holdback calculation completed, the invoice is displayed in the Summary of Transferred Transactions or the Summary of Non-
. Transferred Transactions section of the Enter a Sale option.

15. Click on Quit.

Notes:
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Setting Up Customer Invoices Codes @REIEEN

The Receivable Invoice Status Codes Table allows defining invoice statuses after their transfer. Defined statuses may represent verification steps (or individuals)
the invoice must follow to be validated before being printed and the receipt entry.

O\ maestro* > Invoicing > Maintenance > invoicing > Receivable Invoice Status Codes Table

Online Help (F1) - Receivable Invoice Status Codes Table

|"<5¢ It is possible to customize five (5) approval codes. Codes whose status is assigned by the numbers 0, 1, 7, 8, and 9 are the default maestro* codes.

Default Code Meaning

0 Invoice entered but not transferred

I Invoice transferred and printed

7 Receivable invoice

maestro~technologies 59


http://doc.maestro.ca/3.05/en_ca/kb/Content/MAESTRO/Facturation/Maintenance/Facturation/CPTABCODCAR.PROC.EN.htm

"qu' Default Code

Meaning

Invoice for which the holdback is due

Invoice completely paid

All invoices identified by a code lesser than 7 are not available to print nor enter in receipts.

IM| Table of AR Invoice Status Codes

HEOO® &3

Table of AR Invoice Status Codes l

Code French Description Description
1 0 Facture entrée mais non transféree Invoice entered but not transferred
2 1 Faciure transferee et 3 imormer Invaice transferred and awaiting print
3 2
4 3
5 4
6 5
7 5]
8 7 Facture a recevoir Invoice receivable
9 8 Facture dont la retenue est due Invoice with holdback due
10 9 Facture payée complétement Invoice fully paid

To add a code to the preexisting ones (or modify one):

I. Inthe Table of AR Invoice Status Codes window, click on the desired line in the table.

r:zs; The software's default steps cannot be modified or deleted.
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2. Enter a French and/or English description.
3. Click on the Save icon.

4. Close the window.

115 Reminder
&

In the General option of the General Settings (Billing module), a status can be assigned by default to transferred invoices in the Invoice Status field.

Recording and Generating Interest Invoices

Recording interests allows managing, on a monthly basis, interest invoices that are calculated on all unpaid invoices, except for interest invoices, according to the
credit term entered in the customer file in maestro™ (via the Customer Management option) and interest rates defined in the Credit Term Management
option.

The newly created interest invoice is assigned to the original customer but affects the project, activity, and group defined in the Configuration option (Billing
module, Customer option, Interest Accounting section).

nee . . . . , . . .
| ‘OI Calculated interests are for the period where the recording of interest is performed. It is recommended to perform this exercise monthly.

0\ maestro* > Invoicing > Invoicing > Processing > Interest Accounting

E Online Help (FI) - Interest Accounting
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From an operational point of view, the act of recording interests is carried out in much the same way as release holdbacks. Once the interests have been calculated, an

invoice is generated. The latter can be printed and transferred via the Interest Accounting option but also through the Enter a Sale option. To record and

generate interests:

|I. Selecta Period.

2. Choose a Sales Deparment to indicate where invoices come from.

3. Select on or more Customer(s).

neyg
| A I To select all customers, check the All box.

4. Click on Accept.

) Interest Calculation

Options Template
O Template

Parameters

TEST

“BH

]
=

Period [06/08/01 - 06/08/31
06/09/01 - 06/09/30
06/10/01 - 06/10/31 |
06/11/01 - 06/11/30
06/12/01 - 06/12/31
07/01/01 - 07/01/31
07/02/01 - 07/02/28
07/03/01 - 07/03/31

08/07/01 - 08/07/31

Sales Department | Account

[orcom —ane —oma |

11000 Compte a recevoir CON
11009 Compte & recevoir US

11100 CAR TEST
11800 Autre comptes 4 recevoir

it F2 to recal last parameters

Customer [ A1

Code

Name

EXCSTEE
123456
Iwmz
2755 3346
Iswzsw
900QUEB
| LN
| [
| [
[l 2siPONT
W 2Biwava

W Acicana
[l Acurro

ACILESF
IAUPA(I

ACIROBE
IAUSELE

ADAMS
IAE((EGE

| AERMONT
IAGEWATS

ARUQU
IALAluTR

ALALEMI
IALBBRAN
LK

CAPONE IRON CORPORATION
EXCELCON STEEL LTD

FEINSTEIN IRON WORKS

test

Client retenue

Test Pyramid

3646351 CANADA INC.
9007-4014 QUEBEC INC.

A BELHUMEUR & FILS INC.
ABITIBI CONSOL. BEAUPRE INC
ABITIBI CONSOL BELGO

ABITIBI CONSOL LAURENTIDE
ABITIBI CONSOL. PONTIAC
ABITIBI CONSOL WAYAGAMACK
LES ACIERS CANAM

LES ACIERS JEAN-PIERRE ROBERT
ACIER LESFAB INC.

ACIER PACIFIQUE INC.

ACIER ROBEL INC.

ACIER SELECT INC.

ADAMS LTEE

AECON CEGERCO BATIMENTS INC
AEROPORTS DE MONTREAL
AGENCE MARITIME WATSON INC
AIR LIQUIDE CANADA INC.

M. ALAIN JUTRAS

ALAIN LEMIRE

ALBERT BRANCHAUD & FILS INC.

hococococococococococcocccooco000000 00

‘ | 4

"y . . . . . . . . .
| . I Maestro* analyses the data according to the entered parameters and displays a list of invoices for which an interest invoice must be generated.

maestro~technologies

62



Enter the required information:

Field Description

Tax | First tax code applicable to the interest invoices.

NOTE: If no tax code is selected, no tax will be applied to the interest invoice.

Tax 2 Second tax code applicable to interest invoices.

NOTE: If not tax code is selected, no tax will be applied to the interest invoice.

Interest Invoicing Date Interest invoice date.

NOTE: This date is considered the accounting date.

5. Validate the Interest Amt column.

L% By default maestro* displays the interest calculated in accordance to the due date and interest rates indicated in the Credit Terms
Management option and linked to the customer. It is however possible to manually change the amount by clicking on the field.

6. Select the invoices for which an interest invoice has to be generated by checking the Accepted column.

LS |tis possible to select and deselect all invoices by using the icons to this effect.

The drilling functionality is available for the Customer and Invoice No. columns to get more details on the customer or transaction.

7. Click on the Apply icon oncethe information in the table has been validated.

115 Answer Yes to the question "Would you like to generate the interest invoices for the selected transactions?". Then click Ok to the
message "The creation of interest invoices has been completed".
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LS By this step, interest invoices have been created (for each customer) in the Enter a Sale option. The accumulator number of each invoice is
: displayed in the Interest Invoice Cpt column. It is possible to access these invoices by making a double-click on the field.

8. Click on the Transfer icon.
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LS This step allows transferring the sale invoice directly to accounting if the user answers Yes to the question Transfer the interest to
| I accounting?. If the user does not perform the transfer (or answers with a negative), the invoices will be available in the Enter a Sale option
and will be available for later transfer.

9. To printinvoices, it is possible to do so using the Print icon in the Interest Accounting window, via the Enter a Sale option, via the Print Invoices option.
10. Click on Quit.

Notes:
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Generating Liens in maestro*

Maestro* offers its clients options designed to managing liens22 - these can both create liens but also save those received by their subcontractors and generate
receipts.

Option allowing to create receipt contract liens
0\ maestro* > Invoicing > Invoicing > Lien > Lien Management

Option allowing to save received liens

maestro* > Projects > Project Costing > Processing > Lien Management

The Lien Management option (displayed in the Invoicing module) allows generating and saving liens, as well as their linked receipt523.

22Reminder concerning legal construction hypothecs in quebec, liens, and releases:

Nearly thirty years ago appeared legal construction hypothecs in quebec, a mechanism put in place by the Civil Code of Quebec to guarantee the payment ofthe completed work of a
project for contractors, subcontractors, architects, engineers, material suppliers, and workers who participated to the completion of said project.

At the time, malicious contractors were pocketing payments from customers once projects were completed, then declaring bankruptcy before paying subcontractors. It is to protect
all the parties involved that this receivables guarantee mechanism was put in place.

From now on, those involved in a project who have no direct link with the owner and who are called upon to work for a client are asked to communicate their involvement in the
project to the owners (client, bank, contractor, etc.). This communication is carried through with the help of a lien contract document which must be sent to the owner in writing
before the work begins when the contractor does not directly contract eith the owner of a building - it briefly describes the contract obtained, the price, the location of the work, and
the intention to take out a legal construction hypothec if necessary.

Owners are therefore required to demand written proof (called releases) from those involved in the project that they have been paid (in full or in part), before making any payment to
the main contractor or client. In the case of a non-payment, those involved in the project now have recourse.

Some companies generate and manage contract liens themselves whereas others entrust this responsibility to a specialised external company. Furthermore, contract liens only apply to
projects where assets may be seized (i.e. a building, generators, etc.). Landscaping jobs and city and governmental projects are not subject to this regulation.

23For example, a company that obtains a contract to perform specialized construction work for a general contractor could use it. The simplified sequence of actions around the
creation of the release and receipt in maestro* would be as follows:
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Creating a Lien and Saving a Release Form

The lien allows to generate liens by customer project and know the invoicing level, the payments, and receipts for each of these liens. This option complements the
different maestro¥ sale and invoicing options: Enter a Sale, Customer Order, Customer Order Invoicing, Contract Management, Invoicing (Lump

Sum), Progress Billing, Contract Management (Service), etc. It is also important to mention that the Lien Management option does not automatically come
with maestro¥, that its purchase is optional.

Q maestro* > Invoicing > Invoicing > Lien > Lien Management

5 Online Help (F1) - Lien Management

M Lien Management

- o X
File Edit View Tools
- o e 3
IHE S 2EOO00E B 3
Summary of actives liens
Counter Customer Code
x
[ Cou..|Stat..| Order Number B s c = g g Amount Receipt | Payment Delay | End Date | General Contractor | Description - General Contra
2A-Ac 2016-06-14 YVEAYOT m 6 1.00 0.00 0 0
. 1A-Ac 2008-06-19 YVELECO 7001 7001 16 000.00 0.00 0 0
Code | 4 Status Active v End Date Balance $0.00
Detail | Tnvoice detai || Addtonal Fields
Project
Customer
Date 2023-07-18 v Amount 0.00 Owner
Code
Order Number Payment Delay Day
i 4 Y v Address Divson
Customer Project
Code
Tel1() - Tel2() - Fax () -
Last Name Project
Address 1 Goneral G
J— eneral Contractor
Origin Address  Divison
Last Name
Phone () - Tel1() - Tel2( ) - Fax () -
Releases
Date Amount Reference No.
1 1
2
3
4
Total $0.00
TEST |
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) Lien Management

File Edit View Tools

DHES 2:OOOO@= B &3

Summary of actives liens
Counter Customer Code
x

.| Amount | _Receipt__|_Payment Delay | End Date | General Contractor | Description - General Contrac|
1.00 000 0 1

sm. Order Number
2A-AC

2016-06-14 YVEAYOT 11 6

1A-AC 2008-06-19 YVELECO 7001 7001 16 000.00 0.00 0 0
Code Staws Acve v EndDate Bance $0.00
Detai Tnvoice detail | Addtonal Fields |
Counter TransactionNo. Code Accouning Dete._Customer Code_Invoice No.
x
3 Cou..|  Transact.| 3 Code| & Accoun..| 3 Customer | Description - Customer Code | 3 _Invoice No. |_Sales Amo oldba o a: scription - User No

Creating the Lien

To create and save a new lien:

I. Inthe Lien Management window, click on New.

Field Description

Code Automatically displays a code when saving a new lien, which corresponds to a sequential number.

Status Status of the lien.

NOTE: The following two values are available: Active or Closed.
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Field Description
End Date Displays, for informational purposes, the lien end date.

NOTE: This date is automatically displayed when receipts correspond to the lien amount.
Balance Lien balance after the receipts have been saved.

2. Enter the required information in the Details field:

| I The fields followed by a * are mandatory.

Field Description

Customer* Customer targetted by the lien.
Project* Project targetted by the lien.
Date* Lien date.

Amount* Lien amount.

Order Number Order number linked to the lien.

Payment Delay

Number of days the customer has to pay.

NOTE: For informational purposes only. This field is not used in any calculation. It appears on the Lien Report and can be printed on forms.

a. Customer Project section:
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Code* Customer project code.

Name Customer's contact name.

Address | and 2 Customer project address.

b. Origin section:

Last Name Last name of the person who created the lien.

Phone Phone number of the person who created the lien.

c. Owner section:

Code Code originating from the Contract Management option.

Projet Name of the owner project.

d. General Contractor section:

Code Code originating from the Contract Management option.
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3. Click on the Save icon.

4. Click on Ok when the message Lien added appears.

The new lien will now appear in the grid at the top of the window, in the Summary of Active Liens section.
Saving a Release Form

To save a release:

I. Inthe Lien Management window, make a double click on the one needing release in the Summary of Active Liens grid.
2. In the Releases section, enter the date, the amount, and the release number in the columns to this effect.

3. Click on the Save icon.

When the release amounts correspond to the total amount of the lien, maestro* will change the lien's status to the Closed status.

LS The Invoice Detail section allows to view the invoices and allows to drill down in sale invoices. Furthermore, if the Lien Management option is used, it is
| . l necessary to indicate the lien forms beforehand, in the maestro* General Settings (Lien section, Forms option, Billing module).

Notes:
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Generating a Lien Report

The Lien Report option allows to view the progress status of liens linked to customers.

a

Q maestro* > Invoicing > Invoicing > Lien > Lien Report

To print the Lien Report:

) Lien Report

Options Template

O Template

T
&

|I. Select one or more Customer.
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Customer |1}

Code

CAPIRON
EXCSTEE
*FEIIRON
123456
197043
2755 3346
3646351
900QUEB
ABELHUM
ABIBEAU
ABIBELG
ABILAUR
[ABIPONT
ABIWAYA

3
a
s
z
=

ACUPRO
ACILESF
AciPACI
ACIROBE
ACISELE

>
5
g
H

| AECCEGE

[l AcrmoNT

DateRange - -

Lien budget % 0.00%

o [+ TR

Closed

Name

A Code & Name Contact Code

CAPONE IRON CORPORATION
EXCELCON STEELLTD

FEINSTEIN IRON WORKS

test

Client retenue

Test Pyramid

3646351 CANADA INC.

9007-4014 QUEBEC INC.

A, BELHUMEUR & FILS INC.
ABITIBI CONSOL. BEAUPRE INC
ABITIBI CONSOL. BELGO

ABITIBI CONSOL. LAURENTIDE
ABITIBI CONSOL. PONTIAC
ABITIBI CONSOL WAYAGAMACK
LES ACIERS CANAM

LES ACIERS JEAN-PIERRE ROBERT
ACIER LESFAB INC.

ACIER PACIFIQUE INC.

ACIER ROBEL INC.

ACIER SELECT INC.

ADAMS LTEE

AECON CEGERCO BATIMENTS INC
AEROPORTS DE MONTREAL

cocococococococcocoococooooo0000 0o

Fiter

Description - Contact Code | _Interface Type | Customer Order Mandatory | Group RM and TR
No

0- None
0-None

0- None
0- None
0- None

zzzzzzzzzzz222222222222

No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No

coccocococococococococcooocooo0o00 0o

x

C- Category
C- Category

C- Category
C- Category
C- Category
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11K
| I By default, all customers are selected.

2. Select a Date Range, if so desired.

LK
| I If no date is entered, this parameter will be ignored.

3. Select the other information according to your needs.

Field

Description

Lien Budget %

Amount Invoiced / Lien Amount.

NOTE: Only the liens who's result to this calculation is greater than or equal to the entered percentage will be displayed on the report.

Status

Allows displaying only the liens with the Active and/or Closed status.

4. Click on Accept.

Notes:
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Generating Different Reports Linked to Sales in maestro*

Maestro™ allows generating a number of reports and information linked to customer accounts which can then be viewed, saved, printed, shared, or even exported to

an Excel file. The following table lists and summarizes the main invoicing reports/options and the information that can be viewed/displayed.

Option Name/Report Information Inquiry |Displayed |Content Description Elements to Specify
in maestro* asa to Generate the Report
Report and/or Information, if
Applicable
List of Sales X Allows displaying, for the selected customer(s), a list of sales * Transaction Status
according to where they come from (option used to generate * Customer
the sale) and the transaction status. It is possible to select a * Sales Department*
specific date range, a specific sales department, a salesperson, * Date Range - Accounting,
and a user(s) who initiated the transaction(s). On the report can Entered, and/or Due*
also be viewed the invoice numbers, charged projects and * Salesperson*
activities, holdbacks, discounts, transaction numbers, etc. * User
* Origin
*Optional
Receivables List X Allows displaying, for the selected customer(s), the transactions * Customer

and accounts receivable totals for the latter. It is possible to
select a specific date range, a specific sales department, a
salesperson, and, if applicable, to apply a mask and display the
comments saved for the transactions. The report displays the
information by client and details the amounts to receive, the
saved receipts, applied discounts, balance receivables, total
holdbacks and those to be paid, advances, customer's credit
limit, if applicable, payment due dates, main contacts and their
phone numbers, etc.

e Sales Department*
e Date Range*
 Salesperson*

e Mask*

* AR Progress Documents

*Optional
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Option Name/Report Information Inquiry |Displayed |Content Description Elements to Specify
in maestro® asa to Generate the Report
Report and/or Information, if
Applicable
. *

AR Aging Report X Allows displaying the age and the total balance of customer Report End Date .
accounts receivable. The report therefore allows to see the * Sales Department
customer, their phone coordinates, the amounts due from 0 to * AR Progress Documents
30 days, 31 to 60 days, 31 to 90 days, 91 to 120 days, 121 days +, * Selectior.) of.the AR
holdback amounts to be paid, and the total amount due. The Calculation in Days or

. . . . Periods
user may specify, before generating the report, if they wish to
. . . . ¢ Inclusion of Advances or
apply all receipts or juste those up to a certain date, include Not
o
payment advances, and whether the aging accounts are Maskc*
calculated in days or periods. Finally, they can decide to apply a a
. * Application of all Receipts
mask or not and display or not comments saved for )
transactions or up to a Certain Date
*Optional
AR Aging Report - Detailed X Allows displaying the age and total balance of accounts L Reitied Bt

receivable, by customer, but also for each transactions that led
to this balance. As for the AR Aging Report, are displayed
amounts due from 0 to 30 days, 3| to 60 days, 61 to 90 days, 91
to 120 days, 121days +, holdback amounts to be paid, and the
total amount due on a specific day. The user can also specify,
before generating the report, if they wish to apply all receipts or
until a certain date, for a specific department or not, include
payment advances, and whether the account age is calculated in
days or periods. Finally, they can decide whether to apply a mask
or not and display or not comments saved on transactions.
Holdback may appear separately or be integrated to amounts
and the calculate the age accorning to the accounting date or
the current date.

 Sales Department
* Customer

» Separated and Integrated
Holdbacks

* AR Progress Documents

e Selection of the AR
Calculation in Days or
Periods

* Calculate the age based
on the accounting or due
date

* Inclusion of Advances or
Not

* Mask
e Sort by Customer Code
* Application of all receipts
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Option Name/Report Information Inquiry |Displayed |Content Description Elements to Specify

in maestro* asa to Generate the Report
Report and/or Information, if
Applicable

or up to a certain date

* Project
 Sales Department

AR List by Project X Allows displaying, by project and customer, the amounts
invoiced, holdbacks, discounts, and receipts.

e Customer

List of Invoices X Allows displaying invoices for a specific period and account. The 0 T

report selection parameters also allows to limit the display to a
single customer, project and/or series of invoice numbers. The

e Account

* Invoice Number Range*

list of invoices to generate displays the invoice numbers, the * Customer
transaction dates and numbers, the customer codes and names, * Project*
and finally, the invoice amounts.
*Optional
e Customer

Receipts by Customer X Allows displaying, by customer and for a given period, individual
and total payments received (including advances and holdback
payments) and all information linked (date, transaction number,
cheque number, discount).

* Period Range

Receipts by Project X Allows displaying, by project and for a given period, the > (ORI

individual and total payments (including discounts and holdback
payments) and all information linked (customer, date, cheque
number, and invoice number).

* Period Range

Customer History X Allows displaying invoiced and cashed-in sums by customer, for * Customer

a given period. More specifically, it is possible to find the name

* Period Range

and customer number, the transaction date and numbers,
invoice numbers, cheque numbers, purchase order number if
applicable, as well as the amounts, discounts, and holdbacks.
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Option Name/Report Information Inquiry |Displayed |Content Description Elements to Specify

in maestro* asa to Generate the Report
Report and/or Information, if
Applicable
Recovery Delay X Allows displaying, by customer, the total amount invoiced for > i

each period and the number of days since the invoice(s) was 0 el

(were) issued and the receipt cashed-in.

: _ . .
Customer Inquiry X Allows to view on the screen all the transactions and Customer Code

information linked to a customer, such as the invoices, receipts,
customer orders, contracts, liens, and quotations linked to a
customer. It also allows to view a customer's certificates.

Notes:

List of Sales

The List of Sales option allows generating a list containing all sales and transactions cumulated in the different maestro® sales options.
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Q maestro* > Invoicing > Invoicing > Processing > List of Sales

To generate the sales list:

I. Inthe List of Sales list, select an accounting data range, entered date range, and/or due date range.

2. Choose one, more, or all user(s) linked to the sales to display.

nesg

v/

s

The users list is displayed according to access set up for users in the Security Management option.

3. Select one or more customers.

) List o sales - 8 X
Options Template
O e g =1
Parameters
Accounting Date Range  WUREEEH v - - - 3 Source p) v
Entry Date Range = v - e v With detai O
Range of Due Dates - - v - - v Customer [ZIAI
Transacton Status  Combined I — o
Pritng Order  Accounting Date = Fiter X
User Code |1 a1 A Code |A Name Description - Contact Code | |
CAPIRON CAPONE IRON CORPORATION 0 o- 1
eode ot eerin G = “ExCSTEE EXCELCON STEEL LTD 0 0-
*FEIIRON FEINSTEIN IRON WORKS 0
[ A Code |A  Goup |5 UserinCharge |Active] 123456 test 0 0-
Maestro Test MAESTROT ADMIN I I 197043 Client retenue 0 0-
Maestro Café - Niveau 1 ML REG 0 1 2755 3346 Test Pyramid 0 0-
Maestro Café - Niveau 3 v ADMIN 0 1 3646351 3646351 CANADA INC. 0
Maestro Café - Niveau 2 care ADMIN o 1 900QUES 9007-4014 QUEBEC INC. 0
Marie-Josée Paguet mPp ADMIN 0 1 ABELHUM A. BELHUMEUR & FILS INC. 0
Usager régulier REGULIER REG o 1 ABIBEAU ABITIBI CONSOL. BEAUPRE INC. 0
TOUT SAUF PAIE ET GL SAUF REG 0o 1 ABIBELG ABITIBI CONSOL BELGO 0
test usager copié coPIE ADMIN o o ABILAUR ABITIBI CONSOL. LAURENTIDE 0
usager test ouverture cie OUVERTURE vide 0 1 [ABIPONT ABITIBI CONSOL. PONTIAC 0
Jo Paie 10 REG 100 1 ABIWAYA ABITIBI CONSOL. WAYAGAMACK 0
|ADMIN soumission sou ADMIN o 0 [ACICANA LES ACIERS CANAM 0
Employé test Documents Dpoc REG o 1 ACUPRO LES ACIERS JEAN-PIERRE ROBERT 0
Joe Bloe JOE ADMIN o 1 ACILESF ACIER LESFAB INC. 0
Maestro Café - Niv. 1 EN 56 REG o 1 AcpACt ACIER PACIFIQUE INC. 0
H. Sheration HEATHER ADMIN o 0 [ ACIROBE ACIER ROBEL INC. 0
Usager grille sommaire GRILLE ADMIN 0o 1 WAcsee ACIER SELECT INC. 0
Grille 2 GRI2 adm2 0 1 ADAMS. ADAMS LTEE 0
Grille sommaire utile UTILE ADMIN 0o 1 [AECCEGE AECON CEGERCO BATIMENTS INC 0
| [ FRAN ADMIN o 1 [l AcrvioNT AEROPORTS DE MONTREAL 0
Salesperson 2
Selection of Sales Department =
TEST Hi F2 to recal last paramet

4. Perform all other selections using the information given in the following table.
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Field

Description

Transaction Status

Allows selecting the sales to display according to their status.

Status Description
Combined Displays both non transferred and transferred sales.
Not Transferred Only displays non transferred sales.
Transferred Only displays transferred sales.

Printing Order

Displays transactions according to the selected criteria: Customer, Accounting Date, Entry Date, Invoice #, and Transaction #.

Salesperson

Allows to generate a list for a specific salesperson by selecting one from the Salesperson Management option.

NOTES: The salesperson must have been linked to a contract when invoicing.

Selection of Sales
Department

Allows selecting a specific sales department, originating from the Define Sales Department option.

Source

Allows selecting the source of transactions to be displayed.

Value Description
All Displays all sales, no matter the source.
Standard Displays the sales originating from the Enter a Sale option only.
Mortgage Displays the sales originating from the Homebuilder Sales option only.

Progressive/Specialized Invoice Displays the sales originating from the different Invoicing option only (lump sum, progress
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Field Description

Value Description

billing, and cost plus).

Mandate Invoicing Displays no transactions.

Property Displays the income originating from the Rent Collection option only.

Service Call Displays the sales originating from the Invoicing (service management) option only.
With Detail If this box is checked, maestro™ displays the description displayed on the invoice.

5. Click on Accept.

6. View the report, share it, or save it, then quit.

Accounts Receivable List

As its name indicates, this option allows generating a list of account receivables according to the parameters entered by the user.

O\ maestro* > Invoicing > Analysis and Inquiry > Reports > Accounts Receivable List
To generate the accounts receivable list:

I. Inthe Accounts Receivable List window, select the customer(s) to take into account.

It is possible to select all customers by checking the box to this effect or to select multiple ones by keeping the Ctrl key pressed down.
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If applicable, select the Salesperson to limit the data displayed to sales linked to this said salesperson.
In the Selection of Sales Department field, select an account receivable to only display the details linked to the latter on the report.

Then indicate, if applicable, the start and end dates in the Range of Due Dates fields to restrict the display to a specific period.

v A Wb

If so desired, check the AR collection documents? box to display, on the report, the camments by invoice entered in the Enter Receipts of Customer
Inquiry options.
6. If applicable, enter a mask in the Mask for Project field to limit the display of accounts receivable to a specific project.

M) Accounts Receivable List - o0 X
Options Template
= - o
O o PHD 8
Parameters
Customer [EE
Code Name
* Fiter x

[ (8 cCode [a Name Contact Code | Description - Contact Code | Interface Type | Customer Order Mandatory | Group RM and TR Invoicing Table by Activity Invoicin

| ey CAPONE IRON CORPORATION 0 0- None N-No 0 C- Category 1
excsTee EXCELCON STEELLTD [) 0-None N-No 0 C- Category
*FEIIRON FEINSTEIN IRON WORKS 0 N-No 0
123456 test [) 0- None N-No 0 C- Category
197043 Client retenue 0 0-None N-No 0 C- Category
2755 3346 Test Pyramid [) 0- None N-No 0 C- Category
3646351 3646351 CANADA INC. 0 N-No 0

W o00aues 9007-4014 QUEBEC INC. [) N-No 0
ABELHUM AL BELHUMEUR & FILS INC. 0 N-No 0
ABIBEAU ABITIBI CONSOL. BEAUPRE INC. 0 N-No 0
ABiBELG ABITIBI CONSOL. BELGO 0 N-No 0
ABILAUR ABITIBI CONSOL LAURENTIDE 0 N-No 0
ABIPONT ABITIBI CONSOL PONTIAC 0 N-No 0
ABIWAYA ABITIBI CONSOL WAYAGAMACK 0 N-No 0
ACICANA LES ACIERS CANAM 0 N-No 0
ACUPRO LES ACIERS JEAN-PIERRE ROBERT 0 N-No 0

W cuese ACIER LESFAB INC. 0 N-No 0
AciPACI ACIER PACIFIQUE INC. [) N-No 0
ACIROBE ACIER ROBEL INC 0 N-No 0
AciseLe ACIER SELECT INC. [) N-No 0
ADAMS ADAMS LTEE 0 N-No 0

Salesperson
Selecton of Sales Department
Range of Due Dates - - . - - v
AR collction documents ? [
Mask for project |
TesT i F2 to recal last parameters |

7. Click on the Accepticon.

maestro~technologies



TEST
Accounts Receivable List

For transactions due from beginring to end

Cwteode Castomer fame Phone Contat Cradi Tt A
Date DueDate  Translio. Tmvoicello.  Projlio »o. Amount Receipt  Discount Balance  Holdback _ Hlbk Receipt _ Hlblk Balance Total

*CAPIRON 'CAPONE IRON CORPORATION (978)348-8000 ‘GARY CAPONE 500.00 0.00
o006 002010 o oa s s 000 000 soq o 000 000 061
Total for department 11000 e56% 560 000 £ 500 500 500 Seses
wern  weorz s ooz 701 st sy 000 o 08 00 3104 04
woeirzs 21z 3% oomionis 701 5 168 000 ) 1258 0 w58 1258
Total for department 11009 75067 70560 000 500 w0z 500 w02 0z

T = o - = e

SEXCSTEE EXCELCON STEEL LTD (612)826-3070 BINTORO LO 500.00 0.00
woeoris 2080718 s omowe 70 sast 00 000 st o 000 00 sast
Total for department 11009 5oet 560 56 Gy 550 o5 560 Gy

123456 = (- 0.00 00
wren  mrors s 7 01 otz 3w 000 o0 0w 10000 000 w0 s
Total for department 11000 o775 500 000 1034775 100000 G00 —1,00000 134775

197043 pr— - 0.00 00
W05 200529 a7 01 otz 107 103078 000 o 10000 000 0.0 1000
W05 200529 an e 01 otz 7.9 000 000 s 5000 000 s0.00 56739
Total for department 11000 7027 T 10578 50 5739 5000 oo 5000 e7ae

sooquen 5007-4014 QuEBEC THC. (s15)377-3663 cLAuDE LevassEUR 0.00 00
W00 0100 o w 01 w0219 000 000 1219 o 000 000 10219
Total for department 11000 0215 500 000 o029 500 000 000 Toz1e

AcrseLe ActER SELECT e, (s0)sa5-1767 LuCTE TREMBLAY 0.00 s0000
Hor060s 20070608 - Aonney s o 000 o wms 00 mmE0 wase
wor06s 20070508 2w o 2270 245110 000 o0 2% 0 0 70
woeorss 2080715 P Aovine7 iz 00 000 o L2875 0 Lizss Luzs7s
Total for department 11000 1735775 103,60630 550 To0 iz7eiEs Go0 12756 1275068

T Toneoe = T

/ADAMS ADAMS LTEE (819)376-9755 GILLES ADAMS 0.00 0.00
wororss 20rris 256 et freey a0 000 1355 o a0 a0 195
wor-0s 20070719 = : et L350 000 000 L1350 P 000 000 L1950
wor-0s 2070719 =0 y Tesm1 s1600 000 000 suieo0 P 000 000 sa1600
200506 20070906 7 et et e 000 000 ee P 000 000 e

8. Once it has been processed, view the information displayed in the Maestro Viewer and, if needed, save ad/or print the report.

9. Close the window.

AR Aging Report

As it's name indicates, the option allows generating the AR Aging Report according to the parameteres entered by the user.

0\ maestro* > Invoicing > Analysis and Inquiry > Reports > AR Aging Report

To generate the AR Aging Report:
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I. Enter the End Date of the transactions that must be taken into account to generate the report.
2. Select the desired calculation option in the Calculate Aging According to field:
* The Period option will make it so AR aging is calculated by period.
* The Day option will make it so maestro* calculate the invoice aging according to the number of days past between the invoice date and the date on
which the report is requested.

In the Selection of Sales Department grid, select the account(s) receivable.

If applicable, check the box Include advances to display customer advances on the report.

If needed, enter a mask in the Mask for project field to limit the accounts receivable display to specific projects.

If so desired, check the AR Collect Documents? box to display on the report all comments per invoice entered in the Enter a Receipt or Customer
Inquiry options.

o U AW

7. Select the desired option in the All Receipts Applied field:
¢ When selected, the All option will make sure that invoiced amounts will not be taken into account to generate the report if the payments have been
performed after the selected date, as these amounts are now settled.
* As for the Until Date Requested option, it assures that receipts are applied to the invoiced amounts until the report date. If cheques are cashed in
after the report date, the corresponding invoices will not be considered settles to generate the results of the report.

M AR Aging Report

Options Template

o Template M @H Tll:!‘

Parameters
End Date (NN o
Calculate Aging according to  perigd o
Selection of Sales Department a

Include advances? []

Mask for project

AR collection documents ? [

Al Receipts Applied  ntj date requested ~
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8. Click on the Accept icon.

TEST
AR Aging Report as at 20/07/30
(Aging calculated in periods)
Customer Customer Name Phone 0-30 31-60 6190 91-120 121+ Holdback Total
*CAPIRON CAPONE [RON CORPORAT (978)948-8000 0.00 0.00 0.00 0.00 369.63 4402 613.63
*EXCSTEE EXCELCON STEELLTD  (613)836-3070 0.00 0.00 0.00 0.00 62081 0.00 620.81
197043 Client retenue () - 0.00 0.00 0.00 0.00 51739 150.00 66739
200QUEB 90074014 QUEBECINC.  (819)377-3663 0.00 0.00 0.00 0.00 10219 0.00 102.19
ACISELE ACIER SELECT INC, (4300345-1767 0.00 0.00 0.00 0.00 0.00 12,751.63 12,751.63
ADAMS ADAMSLTEE (819)376-0753 0.00 0.00 0.00 0.00 1596842 174,956.25 190,924 67
AECCEGE AECON CEGERCO BATIMI (4300448-6333 0.00 0.00 0.00 0.00 1389027 200524 13,904.51
AVANCE test client avance () - 0.00 0.00 0.00 0.00 2,000.00 0.00 2,000.00
CLIENTPERS Client table personnalisé () - 0.00 0.00 0.00 0.00 638.11 0.00 638.11
COGESDI COGESDIINC. (819)2934773 0.00 0.00 0.00 0.00 12,742.6% 2,848.73 1339144
CPEI0L N Peters () - 0.00 0.00 0.00 0.00 12960 0.00 -129.60
cQ CQ test - Client (31H111-1111 0.00 0.00 0.00 0.00 36392833 9198 366,020.33
DBABIN D. Babin . () - 0.00 0.00 0.00 0.00 0.00 100.00
DEMVALO DUBOCAGE PROPRIETES ( ) - 0.00 0.00 0.00 0.00 0.00 -7491.96
DIRECTE Chient directe () 0.00 0.00 0.00 0.00 0.00 7.208.78
ERIBOIS ERIC BOISVERT (: 0.00 0.00 0.00 0.00 11,393.00 114,100.41
GAILIOTT Nicole Galliott (: 0.00 0.00 0.00 0.00 0.00 13,460.31
HABO0L HAB00L () - 0.00 0.00 0.00 0.00 0.00 67.00
MI Test MT (- 0.00 0.00 0.00 0.00 0.00 28744
MTL Madame tout le monde () - 0.00 0.00 0.00 000 72079220741 3794430284 75873660025
STRPEPI STRUCTURE D'ACIER PEP] (819)693-9113 0.00 0.00 0.00 0.00 914243 0.00 814243
TEST test maestro () - 0.00 0.00 0.00 0.00 2200 0.00 2200
TEST2 test 2 maestro (- 0.00 0.00 0.00 0.00 130.00 0.00 130.00
THOBELL THOMAS BELLEMARE LT, (819)296-3767 0.00 0.00 0.00 0.00 3704 0.00 3704
USILAMT USINAGE LAMTEC DL INC (819)377-0308 0.00 0.00 0.00 0.00 7,200.00 800.00 8,000.00
VENBEAU VENTILLATION BEAUCHE (819)293-4029 0.00 0.00 0.00 0.00 73929 0.00 73829
VILCONT VILLE DE CONTRECOEUR (450)587-5901 0.00 0.00 0.00 0.00 3,104.06 0.00 3,104.06
VOLTEC EDM. Interiors (DONOTTU ( ) - 0.00 0.00 0.00 0.00 2021528 3503 2025033
WED002 WED002 ( 51}433-3333 0.00 0.00 0.00 0.00 15.00 2.00 17.00
WILALLE WILFRID ALLEN LTEE (418)882-2277 0.00 0.00 0.00 0.00 2521493 30.14 25,263.07
YVEAYOT MONSIEUR YVES AYOTTE (450)780-2132 0.00 0.00 0.00 0.00 17.954.36 0.00 17.954.36
YVELECO YVES LECOMBE INC. (4300742-2388 0.00 0.00 0.00 0.00 148,567.30 1927.00 130,484.30
YVODESH M. YVON DESHAIES (4300111-1111 0.00 0.00 0.00 0.00 67.017.18 81.13 67.098.33
ZINELEC ZINC ELECTROLYTIQUE C. (430)373-9144 0.00 0.00 0.00 0.00 1,983,608.23 2,113.02 1987,72127
0.00 0.00 0.00 0.00 723,609368.67 38,153,554.09 761,762,9
Mardi 18 juilet 2023, 13:42
Page 1 de 1 Imprime par :

9. Once the process completed, view the information displayed in the Maestro Viewer and, if needed, save and/or print the report.

10. Close the window.
AR Aging Report - Detailed
As its name indicates, this option allows generating the Detailed AR Aging Report according to the parameters set by the user.

Q maestro* > Invoicing > Analysis and Inquiry > Reports > AR Aging Report - Detailed
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E Online Help (FI) - AR Aging Report - Detailed

To generate the report:

In the AR Aging Report - Detailed window, first select the date for which the report is requested. Invoices with a date later than the one entered in the
Date Range field will not be taken into account.
Then select the desired option in the Holdback field:
¢ The Separated option makes it so the holdback amounts are displayed in a separate column of the report (titled Holdback).
* The Integrated option makes it so the holdback amounts are displayed on separate lines (identified by the R code). These amounts are also classified
according to the age of AR accounts on the report (0-30 days, 31-60 days, etc.).
Select the desired calculation option in the Calculate Aging According to field:
* The Period option makes it so the aging of AR accounts will be calculated by period.
e The Days options makes it so maestro™ will calculate the age of invoices according to the days elapsed between the invoice dates and the date for which
the report is requested.

4. In the Sales Department grid, select the account(s) receivables.

Select, in the right portion of the window and the Customer grid, the customer(s) to display on the report.

LS |tis possible to select all the customers by checking the box to this effect or to select more than one by pressing and holding the Ctrl key.
: Furthermore, the user can click on the column titles in the grid to modify the display order in the grid.

If applicable, check the Advance box to display customer advances on the report.

. Check the Sort by Customer Code box to replicate the display order of selected customers in the report grid. If this box is not checked, the selected

customers will be ordered on the report according to their customer code.
Selection the desired option in the All Receipts Applied field:
* When selected, the All option makes it so the invoice amounts are only displayed on the report if the payments have been performed after the report
date, as these amounts are now settled.

maestro~technologies 85



http://doc.maestro.ca/3.05/en_ca/kb/Content/MAESTRO/Facturation/Analyses et consultations/Rapports/MA9589.PROC.EN.htm

* As for the Until Date Requested option makes its so the receipts will be applied to the invoiced amounts until the report date. If cheques have been
cashed in after the report date, the corresponding invoices will appear as though they have yet to be settled on the report.

9. If so desired, check the AR Collection Documents? box to display on the report the comments per invoice entered in the Enter a Receipt or Customer

Inquiry options.

10. Click on the Accept icon.

maestro~technologies

) AR Aging Report - Detailed - 8 X
Options Template
O gl =[x ]
AsofDate  2023-07-17] v Customer [ Al
Holdback  separated Code Name
x

Calculate Aging accordng to  period

Sales Department | [ of

Account

11000 Compte  recevoir CON
11009 Compte & recevoir US SEFRHH

l 11100 CARTEST

B 17800 Autre comptes & recevoir

Advance (1

Sort by customer Code ?
Al Receipts Appied  Unti date requested S
Aging calaulation based on  Accounting Date <

AR colection documents ? [

HI F2 to recal last parameters

x

Fier

“CAPIRON
“EXCSTEE
“FEIRON
123456
197043
2755 3346
3646351
900QUEB
ABELHUM
ABIBEAU
ABIBELG
ABILAUR
ABIPONT
ABIWAYA
ACICANA
ACUPRO
ACILESF
ACIPACI
ACIROBE
ACISELE
ADAMS

[ AECCEGE
AERVONT
AGEWATS
AIRLIQU
ALAUTR
ALALEMI
[ALBBRAN

CAPONE IRON CORPORATION
EXCELCON STEEL LTD

FEINSTEIN IRON WORKS

test

Client retenue

Test Pyramid

3646351 CANADA INC.
9007-4014 QUEBEC INC.

A BELHUMEUR & FILS INC.
ABITIBI CONSOL. BEAUPRE INC.
ABITIBI CONSOL BELGO

ABITIBI CONSOL LAURENTIDE
ABITIBI CONSOL PONTIAC
ABITIBI CONSOL WAYAGAMACK
LES ACIERS CANAM

LES ACIERS JEAN-PIERRE ROBERT
ACIER LESFAB INC.

ACIER PACIFIQUE INC.

ACIER ROBEL INC.

ACIER SELECT INC.

ADAMS LTEE

AECON CEGERCO BATIMENTS INC
AEROPORTS DE MONTREAL
AGENCE MARITIME WATSON INC
AIR LIQUIDE CANADA INC.

M. ALAIN JUTRAS

ALAIN LEMIRE

ALBERT BRANCHAUD & FILS INC

Contact Code

ccoocococcococccococococococococo00000 0

Description - Contact Code.

0-Non |
0-Non

0-Non
0-Non
0-Non
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I'l. Once the process completed, view the information displayed in the Maestro Report Viewer and, if needed, save and/or print the report.

12. Close the window.

AR List by Project

TEST

AR Aging Report - Detailed as of 2023-07-17

(Aging calculated in perieds based on accounting date)

Work Site Date Invoice# DueDate  Purch. Amount 0 to 30 Days 31 to 60 Days 61 to 90 Days }1 to 120 Days Over 120 Total Holdback Grand Total
*CAPIRON  CAPONE IRON CORPORATION (978) 948-800
2008-07-22 0000000012  2008-07-22 620.81 0.00 0.00 0.00 0.00 0.00 0.00 3L04 31.04
2008-11-28 0000000015  2008-11-28 129.81 0.00 0.00 0.00 0.00 0.00 0.00 12.98 12.98
2012-01-06 60 2012-01-06 569.63 569.63 0.00 0.00 0.00 0.00 569.63 0.00 569.63
569.63 0.00 0.00 0.00 0.00 569.63 44.02 613.65
*EXCSTEE EXCELCON STEEL LTD (613) 836-307 Blocked
EXCELCON STEt  2008-07-18 0000000014  2008-07-18 620.81 620.81 0.00 0.00 0.00 0.00 620.81 0.00 620.81
123456 test () -
test 2022-06-03 72 2022-07-03 11,347.75 10,347.75 0.00 0.00 0.00 0.00  10,347.75 1,000.00  11,347.75
197043 Client retenue () -
Client retenue ~ 2014-05-29  retl 2014-05-29 1,134.78 0.00 0.00 0.00 0.00 0.00 0.00 100,00 100.00
Client retenue ~ 2014-05-28  ret2 2014-05-29 567.39 517.39 0.00 0.00 0.00 0.00 517.39 50.00 567.39
517.39 0.00 0.00 0.00 0.00 517.39 150.00 667.39
900QUEB 9007-4014 QUEBEC INC. (819) 377-366
2014-10-09 107 2014-10-09 102.19 102.19 0.00 0.00 0.00 0.00 102.19 0.00 102.19
ACISELE ACIER SELECT TNC. (450) 545-176
ACIER SELECT1  2007-06-08  test 2007-06-08 113,950.00 0.00 0.00 0.00 0.00 0.00 0.00 11,395.00  11,395.00
ACIER SELECT 1 2007-06-08  test3 2007-06-08 2,279.00 0.00 0.00 0.00 0.00 0.00 0.00 227.90 227.90
ACIER SELECT 1 2008-07-16  test2 2008-07-16 1,128.75 0.00 0.00 0.00 0.00 0.00 0.00 1,128.75 _ 1,128.75
0.00 0.00 0.00 0.00 0.00 0.00 12,751.65 12,751.65
ADAMS ADAMS LTEE (819) 376-975
2007-07-16 6 2007-07-16 113.95 113.95 0.00 0.00 0.00 0.00 113.95 0.00 113.95
ADAMS LTEE 2007-07-19 1 2007-07-19 1,139.50 1,139.50 0.00 0.00 0.00 000  1,139.50 000  1,139.50
ADAMS LTEE 2007-07-19 3 2007-07-19 9,116.00 9,116.00 0.00 0.00 0.00 0.00  9,116.00 0.00  9,116.00
2007-08-06  test 2007-08-06 -176.62 -176.62 0.00 0.00 0.00 0.00 -176.62 0.00 -176.62
2007-11-21  test2l 2007-11-21 62.67 62.67 0.00 0.00 0.00 0.00 62.67 0.00 62.67
2008-02-26 testcata2 2008-02-26 39,506.25 39,506.25 0.00 0.00 0.00 0.00  39,506.25 0.00  39,506.25
2008-02-26  testcatalo 2008-02-26 174,956.25 0.00 0.00 0.00 0.00 0.00 0.00 174,956.25  174,956.25
2008-03-28 0000000018  2008-03-28 -39,506.25 -39,506.25 0.00 0.00 0.00 0.00  -39,506.25 0.00  -39,506.25
ADAMS LTEE 2008-06-05  testiamb 2008-06-05 5,643.75 5,643.75 0.00 0.00 0.00 000 564375 000 564375
2008-06-09 0000000024  2008-06-09 84.66 84.66 0.00 0.00 0.00 0.00 84.66 0.00 84.66
ADAMS LTEE 2009-01-30  sciage 2009-01-30 39.51 -15.49 0.00 0.00 0.00 0.00 -15.49 0.00 -15.49
15,968.42 0.00 0.00 0.00 000 15,968.42 174,956.25 190,924.67

The AR List by Project option allows generating a report displaying, by project and by customer, the invoices amounts (including the invoicing dates and due dates),

the holdbacks, discounts, and receipts.

0\ maestro* > Invoicing > Analysis and Inquiry > Reports > AR List by Project

I. Inthe AR List by Project window, first select the project(s) for which you wish to view the data.

2. If needed, select a salesperson (if set up and used).
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3. Inthe Sales Department field, select the account receivable.

4. Choose the customer(s) to display on the report.
It is possible to select all the customers by checking the box to this effect or to select more than one by pressing and holding the Ctrl key.

5. Inthe Printing Order field, select one of the fours options to determine the information display order:

» Customer Name / Project No.
e Customer Code / Project No.
* Project No. / Customer Name

* Project No. / Customer Code

6. Click on the Accepticon.

TEST
AR List by Project by Project No. / Customer Code

Project  Description Delivery Date Provisional Da
Custéswmise Customer Name Phone Number Hibk Total
o Trans. No. Acc. Date Due Date Salespersc P.0. Amount  Holdback Receipt  Discount  Balance Hibk Receipt  Balance  Balance
184454 0Q- 184454
cQ CQ test - Client (514) 111-1111
77 4051 2013-12-17 2013-12-17 6.00 0.00 0.00 0.00 6.00 0.00 0.00 6.00
80 4056 2013-12-18 2013-12-18 2.00 0.00 0.00 0.00 2.00 0.00 0.00 2.00
81 4057 2013-12-18 2013-12-18 30.00 0.00 10.00 0.00 20.00 0.00 0.00 20.00
82 4058 2013-12-18 2013-12-18 25.00 0.00 0.00 0.00 25.00 0.00 0.00 25.00
83 4059 2013-12-19 2013-12-19 55.00 0.00 0.00 0.00 55.00 0.00 0.00 55.00
118.00 0.00 10.00 0.00 108.00 0.00 0.00 108.00
118.00 0.00 10.00 0.00 108.00 ~— o000 10800
185178  TestSL2
YVODESH M. YVON DESHAIES (450) 111-1111
185178-1 3993 2013-08-13 2013-08-13 248.35 0.00 0.00 0.00 248.35 0.00 0.00 248.35
248.35 0.00 0.00 0.00 248.35 0.00 0.00 24835
248.35 0.00 0.00 0.00 248.35 ~— o000 24835

186687 186687 SL2
YVODESH M. YVON DESHAIES (450) 111-1111

75 4016 2013-09-20 2013-09-20 5,748.75 0.00 0.00 0.00 5,748.75 0.00 0.00 5,748.75
76 4017 2013-09-20 2013-09-20 9,198.00 0.00 0.00 0.00 9,198.00 0.00 0.00 9,198.00
14,946.75 0.00 0.00 0.00 1494675 0.00 0.00 1494675
14,946.75 0.00 0.00 0.00 14,946.75 0.00 14,946.75
195675 SL2 - 195675
Test MJ
test 4136 2014-04-14 2014-04-14 8,796.45 0.00 0.00 0.00 8,796.45 0.00 0.00 8,796.45
SL2-1 4134 2014-04-14 2014-04-14 287.44 0.00 0.00 0.00 287.44 0.00 0.00 287.44
9,083.89 0.00 0.00 0.00 9,083.89 0.00 0.00 9,083.89
9,083.89 0.00 0.00 0.00 9,083.89 0.00 9,083.839
204986 Test - Fact. directe
DIRECTE Client directe
140 4557 2015-02-27 2015-02-27 4,316.89 0.00 0.00 0.00 4,316.89 0.00 0.00 4,316.89
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7. Once the process completed, view the information displayed in the Maestro Report Viewer and, if needed, save and/or print the report.

8. Close the window.
List of Invoices

The List of Invoices option is used to generate an invoice list for a period and data account. The selection parameters for the report also allow to limit display to a
customer, project, and/or series of invoice numbers. As for the list of generated invoices, it displays the invoice numbers, transaction dates and numbers, customer

codes and names, and finally, invoice amounts.

0\ maestro* > Invoicing > Analysis and Inquiry > Reports > List of Invoices

To generate this report:

I. Inthe List of Invoices window, first select, if applicable, the first and last invoice numbers to take into account to limit the selection.
2. Then complete the Date Range by indicating the start and end date to take into consideration. The date of invoices included on the report will be contained
between those two dates, inclusively.

3. Then select the supplier account.
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[ List of Invoices.

Options Template

o Template

B

T
&

o
Invoice Number Range [ -
Date Range v - v
Account [Tl
Number
Fiter B
5 Number| & Group french Description Status| Account Type | Account Level |Currency] Security group | _Supplier Code Import Project Import Activity Impor
11000 A02 COMPTES A RECEVOIR A2
11009 A2 COMPTE A RECEVOIR US. A 2 us
11100 A2 COMPTES ARECEVOR "TEST* A 2

Customer

Project

HI F2 to recal last parameters

4.
5.

If so desired, limit the list of invoices to a client by selecting the later.

If so desired, limit the list of invoices to a project by selecting it.
6. Click on the Accepticon.
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The maestro* report viewer is displayed with the invoices corresponding to the selections made.

TEST

List of Invoices
For transactions from beginning to end

nvoice No. Date -ans. No. Customer Customer Name Amount
2007-07-02 2314 AECCEGE AECON CEGERCO BATIM 11,395.00
2007-07-11 2315 AECCEGE AECON CEGERCO BATIM 113,950.00
2007-07-11 2318 BEN ben 113,950.00
2007-09-14 2499 ~~eeo(F Vente projet 7005 139,187.41
2007-09-14 2502 ~~eee(G o Vente projet 70035 139,187.41
2007-09-14 2504 ~~~~(H Vente projet 7005 139,187.41
2007-09-14 2506 ~~~~(I  Vente projet 7005 139,187.41
2007-09-1¢ 2516 ~~~~(M Vente projet 7005 178,556.82
2007-10-1¢ 2651 ~~~~(k  Vente projet 7005 110,177.58
2007-10-1¢ 2654 ~~~~(m Vente projet 7005 110,177.58
2007-11-2¢ 2760 ~~~~(0 Vente projet 7001 370,525.69
2773~~~ Vente projet 7001 370,525.69

2778 ~~ees(™ Vente projet 7001 370,525.69

] 2783 ~~~~(#  Vente projet 7001 370,525.69
2007-12-2¢ 2811 ~~~~(3  Vente projet 7001 370,525.69
2007-12-11 2820 ~~~~(°  Vente projet 7001 370,525.69
2008-03-27 2950 ~~~~(0 Vente projet 7001 303,205.15
2008-04-01 2955 ~~~e(0 Vente projet 7001 386,464.49
2008-04-01 2958 ~~~w~(x  Vente projet 7001 124,376.64
2008-04-01 2961 ~~~~(@  Vente projet 7001 108,153.60
2008-04-01 20966 YVODESH M. YVON DESHAIES 167,638.08
2008-04-01 2060 YVODESH M. YVON DESHAIES 81,115.20
2008-04-01 2071 N’UNN(CI Vente projet 7001 91,930.56
2008-04-0¢ 2077 YVODESH M. YVON DESHAIES 360,555.00
2008-06-02 3166 ~~w~n{OC Vente projet 7001 268,210.62
2008-11-1¢ 3473 ~~en(20 Vente projet 7001 242,056.86
2012-08-3C 3949 ~~eee(Z20 Vente projet 7001 456,450.75
2015-07-1¢ 0 ZINELEC  ZINC ELECTROLYTIQUE! 664.28
2015-08-21 0 VOLTEC  E.D.M. Interiors (DO NO™ 2.30
2015-08-24 0 WEDO0D2  WEDDOZ 2.30
2018-01-01 0 YVELECO YVES LECOMBE INC. 1,154.34
2019-01-01 0 USILAMT  USINAGE LAMTEC DL IN¢ 919.80
2015-08-31 0 123456 test 103.98
2016-01-07 0 SARAMA  SARAMAC 10,750.18
2016-01-07 0 SARAMA  SARAMAC 919.80
2016-02-24 0 CqQ CQ test - Client 298.36
2016-02-24 0 cQ CQ test - Client 13,805.05
2016-02-24 0 CQ CQ test - Client 13,805.05
2016-02-24 0 CqQ CQ test - Client 50,753.41
2016-02-2% 0 ZINELEC  ZINC ELECTROLYTIQUE! 3,363.02
2016-02-2¢ 0 ZINELEC  ZINC ELECTROLYTIQUE ! 19,497.69
2016-02-2¢ 0 DEMVALO DU BOCAGE PROPRIETE! 4,598.55
2016-02-2¢ 0 DEMVALO DU BOCAGE PROPRIETE! 3,416.92
016-00-9¢ Sl EC it SN Zonzlo IR anieVI ) aadell

7. Print and/or save and/or analyse the data and then close the window.

Receipts by Customer

The Receipts by Customer option allows generating a report which displays, by client and for a given period, the individual payments and totals reveived (including

advances and the payment of holdbacks) and all the information linked (date, transaction number, cheque number, discounts).
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0\ maestro* > Invoicing > Analysis and Inquiries > Reports > Receipts by Customer

To generate this report:

I. Inthe Receipts by Customer window, first select the period range by clicking on two periods in the list; the oldest will serve as the start period and the
newest as the end period. The data included in the report will fall between these periods.

2. Then select one, multiple, or all customers.

|.;_.Oﬁ| It is possible to select more than one customer by pressing and holding the Shift or Caps key when selecting them.

3. Click on the Accept icon.

maestro~technologies

Options Template

Parameters

Date Range 21/02/01 - 21/02/28
21/03/01 - 21/03/31
21/04/01 - 21/04/30
21/05/01 - 21/05/31
21/06/01 - 21/06/30

Customer [ a1

O Template - [0] H L)J

22/07/01 - 22/07/31

Code Name

H F2 to recal last parameters

Fiter

M) Receipts by Customer - o0 X

5 cose A = e | s e
*CAPIRON CAPONE IRON CORPORATION 0 0-None N-No 0 C- Category I
“EXCSTEE EXCELCON STEEL LTD ) 0-None N-No 0 C- Category
SFEIRON FEINSTEIN IRON WORKS 0 N-No 0
123456 test ) 0-None N-No 0 C- Category
2755 3346 Test Pyramid ) 0-None N-No 0 - Category
lsmezsw 3646351 CANADA INC. ) N-No 0
[l s00ques 9007-4014 QUEBEC INC. ) N-No )
ABELHUM A BELHUMEUR & FILS INC. 0 N-No 0
IAB\BEAU ABITIBI CONSOL. BEAUPRE INC, ) N-No )
ABiBELG ABITIBI CONSOL. BELGO 0 N-No 0
IAB\LAUR ABITIBI CONSOL LAURENTIDE [} N-No 0
ABIPONT ABITIBI CONSOL PONTIAC 0 N-No 0
IAB\WAVA ABITIBI CONSOL WAYAGAMACK ) N-No 0
| Juivt e nrne Faans N e n

x
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The maestro* report viewer appears with the data corresponding to the previously made selections.

¥ Maestro Report Viewer - [Receipts by Customer]

Fichier Edition Outils Fenétre

®Q 1 -EEREEE& S 9

\\w2k12madc0T\Canon IR-ADV C3525 - SUPPORT  ~ Aulo . BB
AR Aging Report as at 20107/30] AR Aging Report - Detaled as of 202307717| AR List by Project by Project No. / Customer Codel List of Invoices Receipts by Customer
23/07/18, 13:53 TEST Page 1

Receipts by Customer
For the period from 2022-07-01 to 2022-07-31

Date TransNo ChequeNo Advance InvoiceNo Amount Holdback Discount

Grand Total

4. Print and/or save and/or analyse the data, then close the report.
Receipts by Project

As for the Receipts by Project option, it allows to generate a report similar to the one in the Receipt by Customer option but displaying by project and for a
given period the individual payments and totals received (including the discounts and the holdback payments) and all information linked (customer, date, cheque

number, a d invoice number).

Q maestro* > Invoicing > Analysis and Inquiry > Reports > Receipt by Project

To generate this report:

I. Inthe Report by Project window, check the All box or open the tree structure by clicking on the + sign and check the boxes of the projects for which you
want to display the receipts.
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“{5‘3 At the top of the section for selecting projects, maestro® makes it possible to select a tree structure template, making selections easier and

“_’ allowing to display projects by project type, category, department, master project, etc. Furthermore, the user will be able to create additional
tree structure templates by clikcin on the button to the right of the template field. It can therefore create tree structures of finished and/or
closed projects, if needed, or even tree structures specific to a company (when maestro* is used in multidimensional mode).

The tree structures created in the Receipt by Project option also becomes available in the template selection in the Project Inquiry
option.

M) Receipts by Project - o X

Options Template
© remise =

Parameters

]
=

Template *** Treelie project *** 57

BRI Projcas|

N

DateRange - - v -

TEST | Hit F2 to recal last parameters =l

2. Then complete the two fields to indicate the Date Range by entering the start and end dates in the following format: YYYY-MM-DD.

LIRS . . . . . . . .
| *0| Note that it is possible to directly click on one of the fields to display a calendar and select the date in this same calendar-.

3. Click on the Accepticon.
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The maestro* report viewer is displayed with the data corresponfing to the previously made selections.

to the one generated with the new selections.

|Ilé¢ If the maestro* report viewer is not closed following a previous inquiry, tabs with the previous reports will be displayed i the viewer in addition

23/07/18, 4:03: TEST Pagel
Receipts by Project
For transactions from beginning to end

Customer Date Cheq No. Invoice No. Receipt Discount Rec Holdback
184454 CQ - 184454

cQ 14/10/01 81 10.00 0.00 0.00
196963-DIR Facturation directe RC

SALVAIL 15/12/03 121 2499.10 0.00 0.00
196963-PRO Facturation par projet RC.

SALVAIL 15/12/03 125 7398.37 0.00 0.00

4. Printand/or save and/or analyse the data then close the window.

Customer History

The Customer History option allows displaying all amounts invoiced and collected per customer, for a given period. More specifically, it is possible to find the

customer's name and number, the transaction dates and numbers, the invoice numbers, cheque numbers, purchase order numbers if applicable, as well as the amounts,

discounts, and holdbacks.

0\ maestro* > Invoicing > Analysis and Inquiry > Reports > Customer History

To generate this report:

I. Inthe Customer History window, first select the period range by clicking on two of them; the oldest will act as the starting period, whereas the newest will

act as the end period.The report history will be contained between these two periods, inclusively.
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2. Then select one, multiple, or all customers.

[m) Customer History - o0 X

Options Template

© Template - PH ]

Date Range [21/02/01

22/07/01 - 22/07/31

Customer [F A1

Code Name

* Fiter X
A Name Contact Code | Description - Contact Code | Interface Type | Customer Order Mandatory Invoicing Table by Activity In}
CAPONE IRON CORPORATION 0 0-None N-No 0 C- Category
EXCELCON STEEL LTD 0 0-None N-No 0 C- Category
FEINSTEIN IRON WORKS 0 N-No 0
123456 test 0 0-None N-No 0 C- Category
Iwms Client retenue 0 0-None N-No 0 C- Category
2755 3346 Test Pyramid 0 0-None N-No 0 C- Category
900QuEB 9007-4014 QUEBEC INC 0 N-No 0
ABIBEAU ABITIBI CONSOL. BEAUPRE INC. 0 N-No 0
ABIBELG ABITIBI CONSOL BELGO 0 N-No 0
ABILAUR ABITIBI CONSOL LAURENTIDE 0 N-No 0
ABIPONT ABITIBI CONSOL PONTIAC 0 N-No 0
IAB\WAYA ABITIBI CONSOL WAYAGAMACK 0 N-No 0

TEST

3. Click on the Accept icon.

The maestro* report viewer will be displayed with the history corresponding to the previously made selections.
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TEST
Customer History
For the period from 2006-08-01 to 2022-07-31
Customer Numbe Hame

Date Trans No. Invoice No. P.O. Amount Discount Holdback

Date Cheque Ik Trans No.

*CAPIRON CAPONE IRON CORPORATION
2007-06-1¢ 2194 1 113.95 0.00 0.00
2007-09-1: 2371 0.00 113.85 0.00
Balance 0.00 0.00
2007-06-1¢ 2316 2 227.90 0.00 0.00
2007-09-1: 2371 0.00 227.80 0.00
Balance 0.00 0.00
2007-07-1: 2317 3 227.90 0.00 0.00
2007-09-12 2371 0.00 227.80 0.00
Balance 0.00 0.00
2007-07-1: 2319 4 11.40 0.00 0.00
2007-09-12 2371 0.00 11.40 0.00
Balance 0.00 0.00
2007-07-1: 2357 223 10.00 0.00 0.00
2007-09-12 2371 0.00 10.00 0.00
Balance 0.00 0.00
2007-09-0¢ 2358 test -2,000.00 0.00 0.00
2007-09-0¢ 2359 0.00 -2,000.00 0.00
Balance 0.00 0.00
2007-09-2: 2545 test3s 11,395.00 0.00 0.00
2007-11-0¢ 2720 11,395.00 0.00 0.00
Balance 0.00 0.00
2007-10-2: 2753 2 62.67 0.00 0.00
2008-04-1¢ 3041 62.67 0.00 0.00
Balance 0.00 0.00
2007-11-0f 2752 1 1,766.23 0.00 0.00
2008-04-1¢ 3041 1,766.23 0.00 0.00
Balance 0.00 0.00
2007-11-2: 2751 test211 142.44 0.00 0.00
2008-04-1¢ 3041 142.44 0.00 0.00
Balance 0.00 0.00
2007-11-2¢ 2766 1 49,145.68 0.00 0.00
2008-04-1¢ 3041 49,145.68 0.00 0.00
Balance 0.00 0.00
2007-12-0: 2788 test1203 170.93 0.00 0.00
2008-04-1§ 3041 170.93 0.00 0.00
Balance 0.00 0.00
2007-12-0: 2790 3 85.46 0.00 0.00
i Tuesday, Ju

4. Print and/or save and/or analyse the data, the close the window.

Recovery Delay

The Recovery Delay option allows displaying a report illustrating the payment delays of customers following an invoice being issued. For each customer selected by
the user and for the periods in the included in the selected range, it is possible to see the total amount invoiced for each period and the number of days that have
passed between the invoice(s) being issued and the receipt being cashed in.

This report is sometimes requested by banking institutions when comes the time to renew a line of credit, for example. It allows viewing, globally, the required time to
get paid by customers.
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Q maestro* > Invoicing > Analysis and Inquiry > Reports > Recovery Delay

I. Inthe Recovery Delay window, select the customer for which you wish to view the recovery delay by clicking on the latter in the grid.
It is possible to select all the customers by checking the box to this effect or by selecting more than one by pressing and holding the Ctrl key.
2. Select a period range by clicking on the first and last one.

The total period selected for analysing recovery data may not exceed |2 months. Furthermore, the holdback amounts are not taken into account.

i Recovery Delay

Options Template
O Template

Parameters

9
T
&

Customer |}

Fiter ES

Contact Code | Description - Contact Code | Interface Type | Customer Order Mandatory | Group RM and TR Invoicing Table by Activity Invoici
0-None C- Category 1
0-None C- Category

Code Name ‘

“CAPIRON CAPONE IRON CORPORATION

*EXCSTEE EXCELCON STEEL LTD
“FEIRON FEINSTEIN IRON WORKS
123456 test 0- None

0- None

0- None

C- Category
- Category
- Category

a

197043 Client retenue
2755 3346 Test Pyramid

I;sasasw 3646351 CANADA INC.

@

900QUEB 9007-4014 QUEBEC INC.
ABELHUM A BELHUMEUR & FILS INC.
ABIBEAU ABITIBI CONSOL. BEAUPRE INC.
ABIBELG ABITIBI CONSOL. BELGO
ABILAUR ABITIBI CONSOL LAURENTIDE
[l ~erronT ABITIBI CONSOL. PONTIAC
- e T

sococoocoocococoooo
tzzzzzzzzzzzz2z2
z
g

Date Range [21/01/01 - 21/01/31
21/02/01 - 21/02/28.
21/03/01 - 21/03/31
21/04/01 - 21/04/30
21/05/01 - 21/05/31
21/06/01 - 21/06/30
21/07/01 - 21/07/31

22/05/01 - 22/05/31
22/ 2/06/30 |
22/07/01 - 22/07/31

5

TEST | Hie F2 to recal last parameters )

3. Click on the Accept icon.
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TEST

Recovery Delay
Only fully paid sales wil appear on this report
These amounts exclude holdback

—ug 200—ept 200—Iet 200—Jov 200—ec 200—an 200'—eb 200°—ar 200 —pr 200'—Aay 200 —un 200'—uly 200— Total -

Customer Na Sale e Sale e Sale e Sale e Sale e Sale e Sale e %ie e Sale e Sale e Sale e Sale e Sale :
*CAPIRON CAPONE IRON CORPORAT 3420 249 0 391
*EXCSTEE EXCELCON STEEL LTD 3,730 6 3730
*FEINRON  FEINSTEIN [RON WORKS 235,154 .0 120070 i5 109.877 13 465,101
ABELHUM A BELHUMEUR & FILS IN¢ 22812 228
ACTPACT ACTER PACIFIQUE INC. 114 0 114)
ACISELE ACIER SELECT INC. 10256 6 104.606 .5 114,862 i
AECCEGE ~ AECON CEGERCO BATIME 113.950 12 113,950 !
ATEGOME  ATELIER DUSINAGE GOM 628 17 628’
BEN ben 113.950 12 113,950 !
BERMETA BERGETIER METAL INC. 19712 1971 !

In the example above, we can see that $1,035 have been billed in April 202 | and that |44 days were required to recover all the amount due.

4. Save, print, or close the window once the report was read.

Customer Inquiry

The Customer Inquiry option allows viewing on the window all the invoices, receipts, customer orders, contracts, liens, and quotations linked to a customer-. It also

allows viewing the certificates of a customer-.

0\ maestro* > Invoicing > Analysis and Inquiry > Customers > Customer Inquiry

E Online Help (FI) - Customer Inquiry

g Configuration icon
Y, g

[

In the Customer Inquiry window, the Configuration icon allows defining certain parameters linked to the display of data, such as:

* the display of the last viewed customer when opening the option,
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http://doc.maestro.ca/3.05/en_ca/kb/Content/MAESTRO/Facturation/Analyses et consultations/Clients/CRENQCCLIENT.PROC.EN.htm

o FEtc.

* the access to a filter to display sales,

¢ the calculation of the recovery delay for the last five years,

the application of colours to display holdbacks, transferred transactions (or not), according to the invoice status,

M Grid Selection

[ At startup, do not display the last viewed customer.]
Fiter on sales

[] Calculate the recovery delay of the 5 last years
Grid Selection
© Standard Grid (0 Quick Access Grid
Colors
© None

(©) Based on invoice status
0 1 2

w
S
v

Background

o [N I I I I .

© Apply to the entire row
() Apply only to the "Status" column

Use specific colors for non-transferred transactions

Background

Release Holdback
[ Use specific colors for holdback invoices

Background
e [
[[1 Use specific colors for holdback credits
Background

T [

Reset Colours to Default

Reset Colours to Default

Ok Cancel

To view information about a customer's data and transactions :
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I. Inthe Customer Inquiry window, select the customer in the Customer Code field.

2. Click on the desired tab, according to the wanted information.

i Customer Inquiry

& BOOO0 BB 2D D &3

Customer Code COMISOL v CONTINENTAL ISOLATION INC.
Type

Status Active
Note Customer Type

Language French
Phone 1 (514) 385-0875

Ouner's Name
Address 1490, SAUVE EST
Cty MONTREAL, QC
Province Postal Code H2C 2A5 Phone 2 ()
Co Zp Code Celular () -
Contact Code Fax ()

untry
Contact HERMAN TRETRIAC
Biing Information | Advance | Work Order | Certficates | Service Quotation

Description | Addtional Fields || Sales || Recepts | Orders || Contracts || Colection delay || Liens || Estimating
Miscellaneous Number Bank
Price List Extemal Code Bank Name
Region RBQ Number Address
Discount Rate 0 W/C - CSST No. Phone Number ( ) -
Credt Limit 0.00 €CQ Number
Credit Terms O GST Number Annual Sales
PST Number Year Sales
Currency €D 1 el
Sakesperson Sales Tax Code 1 A
Sales Tax Code 2 B
Order Mandatory No

Defauk Account 0
Delvery Address 0
Tnvoice Status

Tnvoice

Creation Date Modiication Date
2001-02-14

Total

61 to 90 Days 91 to 120 Days Over 120 Current Total
0.00 0.00 0.00 0.00

00 30 Days 3110 60 Days
0.00 0.00
Non-transferred

Advance Grand Total
0.00 0.00

Holdback
0.00

Tab Shared Information

This tab shows the general information on the customer, entered in maestro* when creating the customer in the

Description
Customer Management option.

Sales This tab displays the invoices entered by invoice type and for the selected customer-.
Sub-tab Share Information

This tab displays all the sales, independently from the options with which they were entered in

Sales
maestro®*.

NOTE: Some icons, at the top of the window, allows displaying all the invoices or only those that have not been paid
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Tab Shared Information

Sub-tab
Standard Sales

Contract Invoicing

Service Call Invoicing

Customer Order
Invoicing
Mortgage Invoicing

Cost Plus Invoicing

Construction
Management Billing

Share Information
This tab displays all sales invoiced through the Enter a Sale option.

This tab displays invoices entered through the Invoicing (Lump Sum) and Prepare Progress
Billing options.

This tab displays the invoices entered through the Invoicing and Combined Invoicing options
of the service management module.

This tab displays the invoices entered through the Invoicing and Invoicing - Point of Sales
options of the module customer orders.

This tab displays the invoices entered through the Homebuilder Sales option.
This option displays the invoices entered through the Cost Plus Invoicing option.

This tab displays the invoices entered through the Construction Management Billing
option.

NOTE: It is possible to make a double-click on a transaction to view the detail. In addition, icons at the top of the window show which transactions
have or have not been transferred for the billing method displayed.

Receipts This tab displays the payments made (transferred receipts only) on sales invoiced through the different maestro*

options.

NOTE: It is possible to make a double-click on a transaction to view the detail.

Orders This tab displays all the customer orders entered through the Customer Order option, no matter their status in

maestro*.
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Tab Shared Information
NOTE: It is possible to make a double-click on a transaction to see the detail.
Contracts This tab displays all the contracts entered through the Contract Management option in the Service Management

module.

NOTE: It is possible to make a double-click on a transaction to see the detail.

Collection Delay

This tab displays the sales total for the selected month and the recovery delay applicable to these invoices.

NOTE: The average recovery delay is calculated according to the invoice date until the receipt is entered. It does not take holdbacks into account.

Liens This tab displays the liens and releases linked to the customer.
NOTE: It is possible to make a double-click on a transaction to view the detail.
Estimating This tab displays the quotations entered in the Quotation module.

NOTE: The Selected column reproduces the result of the Selected column in the Customers tab of a distribution quotation, meaning that it
indicates the customer that accepted the contract. Furthermore, it is possible to make a double-click on a transaction to view the detail.

Billing Information

This tab displays the information of invoices entered in the Billing Information tab of the Customer Management
option.

Advance This tab displays the information related to advances entered in the Receipt option of the Invoicing and Contractual
Billing sub-modules.

Work Order This tab displays the work orders linked to the selected customer and entered through the Work Order option.
NOTE: It is possible to make a double-click on the transaction to view the detail.

Certificates This tab allows viewing the customer's certificates. These were entered in maestro* through the Customer
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Management option, in the Certifications by Customer icon.

Service Quotation This tab displays the quotations that have been created through a work order or service call with the help of the Service
Quotation module.

NOTE: The quotations can be viewed by making a double-click on the lines in the grid.

3. Click on the Quit icon to close the window.
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Notes:

CHECKLIST
Legend
Type Description
C Configurations to be completed

A Approval or meeting with management
T Tests and trial runs
Unit ARO3
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No. | Type Task Employee Due Date Done
I T Enter a sale in maestro™ using the Enter a Sale option so as to charge accounts receivable. v
2 T [ Perform a sale and cash-in the receipt simultaneously in maestro*, using the Enter a Sale option.

3 T | Transfer a sale through the original option.
4 T Print an invoice:
* through the Enter a Sale option
* through the Print Invoices option.
5 T | Save areceipt in maestro*.
6 T [ Save a customer deposit in maestro*.
7 T [ Apply a deposit to an invoice.
8 T | Save an individual receipt in maestro*.
9 T [ Generate a list of receipts.
10 T | Cancel areceipt.
I T | Combine receipts for a deposit.
12 T | Generate a financial statement.
13 T | Bill holdbacks.
14 C et A | Set up accounts receivable invoice codes.
I5 T | Account and generate an interest invoice.
16 T Manage liens:
¢ Createalien
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No. | Type

Task

Employee

Due Date

Done

¢ Create a release

* Generate a lien report

17 T | Generate the following reports:

* List of Sales

e Accounts Receivable List

* AR Aging Report

* AR Aging Report - Detailed
* AR List by Project

* List of Invoices

* Receipts by Customer

* Receipts by Project

* Customer History

* Recovery Delay

18 T View the information linked to a customer.
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