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1. Introduction

Whilst when delivering stock to your clients you can issue an Invoice immediately, you might wish to
issue a Delivery Note first. Through a Delivery Note, stock is still deducted from your system as far as
inventory is concerned. However, such stock it still counted with your cost evaluation report (Cost of
Stock) since you have not yet fiscally invoiced it.

Stock delivered through a Delivery Note, but not yet invoiced, is referred to as "Stock on
Consignment".

iLabPOS is designed to handle consignment inventory. When stock is sent to a consignee, a delivery
note is issued. Delivery notes are either eventually invoiced, or else returned back to you. The system
will keep a full track of past delivery notes, issue statements for pending delivery notes, amongst other
features.

Stock on Consignment is a business arrangement where the consignor (a distributor or wholesaler)
agrees to give their goods to a consignee (usually a retailer) without the consignee paying for the goods
up front. Technically, the consignor still owns the goods, and the consignee pays for the goods only once

sold, or when otherwise agreed.

The Delivery Notes feature in iLabPOS can also be used to temporarily store stock outside your
location. For example, you are a servicing and repairs company (installing Air Conditioners or Security
Systems) and your employees keep some stock in their vans. Or else, to make space in your store you
decide to send some stock in a separate location for long storage. The location where stock is being
temporarily kept will be set as a client, and delivery notes for stock sent to these locations will be
issued. Once stock is returned back to you, or sold to a client, a return or an invoice is issued.

Important Note: Stock Quantities currently on Consignment are excluded from all Stock Reports
and Stock Quantities Reported in the system, except for the "Cost of Stock Report” and other
areas where stock cost evaluation is concerned. The "Stock Report” will also separately show

you any quantities currently on consignment.
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2. How to Issue a Delivery Note

To issue a delivery note, from the "Stock” menu option, choose "New Delivery Note" or click on the
"Dlv. Note" quick link in the main screen.

e Div.Note D/S;

Stock  Clients  Suppliers  Purchasing Reports  Tools
Articles

Transfer In Batch (Purchasze or Movement) D/Sa
Transfer Out Batch (Returns or Movements)
Transfer In from Shop (iLabCentral)

Re-print Transfer In + Bulk Label Printing
Re-print Transfer Qut

Stock Take Module

New Delivery Note
View ; anage Delivery Notes

Departments (VAT / TAX)
Categories

Category Groups

Erands

Barcode Printing Preferences

Data Collector Apps 3
i DELIVERY NOTE (CONSIGNMENT)
Wholesale (Shows RRP) v  QuikScan (f9) [v |Retai| ﬂ
Client \ [ a2 m New Client Delivery No.  [53
[ILABMALTALTD
Date 30/01/2019
[159/9, Trig Tas-Salib,
[Mellieha Salesperson || EQNARD TONNA
Comments  [To DELIVER AT 9.30 AM
Bar Code (f8) | EH
Qty. 0.00 Selling prica | 0.000 0.000  Stock 0.00
Add (i5)>>
Comment |
No. |Barcode lartice UnitPrice |Qty.  [Totaling. VAT |VAT AT Rate | ~| NetTotal 447 45
O OR VAT 8054
1 025-007 HOMEYWELL 7580G2 227 966 1.00 269.000 41.034 18.00

|| Sub-Total 528.00
Discount (B} [g0o

Discount {f4)[~ 0.000 %

H Total (EUR) 528.00

Save

4 » & Reprint Last D. Note
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Step 1. Select the client, if the client has a pre-set discount a pop up will appear, press yes if you want
to apply this discount or no if you don't wish to grant the pre-set discount.
Step 2. (Optional) If you use different pricing levels select the pricing you want to use.

Step 3. (Optional) Tick the Wholesale (Shows RRP) field if you want the consumer Price to appear on
the delivery note.

Step 4. (Optional) Add any comments that are helpful to you or your delivery man.

Step 5. Start adding your products either by scanning the barcode of the products or by searching the
items. Specify the quantities, edit the price if you need to, and press the add button.

Step 6. If you have left the normal pricing, or you don’t want to use the pre-set client discount you can
then grant a percentage discount or amount at the end.

Step 7. Press Save on the pop up to proceed or cancel if you need to change something.

Step 8. A pop up will appear which will ask you if you wish to print the delivery note or not.

Step 9. Your Delivery note is now saved.

Once saved you can print your delivery note, and reprint the last delivery note as many times as you
wish through the "Reprint Last D.Note" button. Each delivery has a unique identifying number.

Delivery Notes can be printed in various formats (A4, A5). To change the format, do it from "File",
"Print Sizes and Layouts".
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3. View and Manage Delivery Notes

To manage Delivery Notes, go to "Stock", "View / Manage Delivery Notes". Once posted, you can
return goods or invoice goods from a Delivery Note.

JLULK ErL: USRS FUrLniaz=igyg MERUIL: (A%
Articles

Transfer In Batch (Purchase or Movement) 1
Transfer Out Batch (Returns or Moverments)
Transfer In from Shop (iLabCentral)

Re-print Transfer In + Bulk Label Printing
Re-print Transfer Out

Stock Take Module

MNew Delivery Note

On the delivery notes management screen, you can search delivery notes by various criteria, such as by
Client, Article or Date Range. Furthermore, by default, only open delivery notes are shown. Open
delivery notes are those delivery notes with a pending quantity, hence some quantities need to still be
invoiced or returned. To view all delivery notes, irrespective of whether they are fully processed or not
untick the check box "Shop Open Delivery Notes Only" and hit on refresh (The blue arrows).

AR 58

User: ADM Delivery Notes Management Terminal: Shop
Delivery Mote No ,7 Date From | it Until ‘ i Today | Yest |rm5 |.1nn| Last r.1nr|
Article (Barcode) | Client Code l—

Article (Reference) | Client Reference |
Comments | Client Name |RAYM

v Show Open Delivery Notes Only

No |Dale Client |Qty. Delivered ‘Qty. Invoiced |Qty. Returned |Qty. Pending |Arnnunt Pending Excl
3 09/11/2018  RAYMOND DARMANMN 3.000 0.00 0.00 3.000 27121

|»

JAYMOND DARMANN | 5.00 n‘ 0.0 n| 0.0 n| 5.001 n|

“Wiew D.Note ‘ Statement ‘ Statement (Full) ‘ Inwoice ‘ Invoice (Multi) ‘ Returns ‘
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3.1 View Delivery notes

The View Delivery note button is used to view or reprint a delivery note. In order to see a delivery, note
you need to;

1. Locate the delivery note through the search options.

2. Click on the delivery note to highlight it and press the "View D. Note" button.

3. The delivery note will appear on screen, press on the print button to reprint the delivery note.

3.2 Statement

If you want to see what you have on consignment at a consignee (especially for stock take purposes),
you have two statement options;

Through the Statement button you can view the pending balance of the selected delivery note, i.e. net
of any returns or invoiced items.

With the Statement (Full) button you get the pending balance of each delivery note, net of any
returns or invoiced items for the client of the currently selected delivery note.

3.3 Invoice / Invoice Multi

Delivery notes can be invoiced one at a time, or several together in bulk. Furthermore, you can issue
several separate invoices from the same Delivery Note.

To issue an invoice against one delivery note:

Step 1. Locate the delivery note through the search facility

Step 2. Click on the invoice button.

Step 3. Press yes on the pop up.

Delivery Mote
]

f | Are sure you want to create an invoice for this Delivery Note? (In the
' invoice screen you can remowve items if you do not want to invoice all
remaining pending items)

Yes Mo
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Step 4. This will take you to the invoice screen and all the client details including any discounts given
will be added together with the products that were delivered.

At this stage you can modify quantities, modify prices and completely remove certain products from
the invoice. Any quantities you changed will be correctly reflected on the Delivery Note. What you
cannot do is to include more quantities than you had in your originating Delivery Note.

Step 5. Press save to issue the invoice.

If the client has multiple delivery notes and you need to invoice products from different delivery notes,
you need to follow the same procedure but with the following changes;

Step 1. Locate one of the delivery notes and then click on the "Invoice (multi)" button.

Step 2. A screen with all the delivery notes for the selected client will appear.

Step 3. Tick individual delivery notes or press the Tick all button to select all the delivery notes.

Step 4. Click on the "Invoice" button.

HE sk 5E=

User: ADM INVOICE FROM MULTIPLE DELIVERY NOTES - RAYMOND DARMANIN Terminal: Shop
Invoice? |DI\.'. Note No. |Date |Cnmment5 Oty Deliv.  |Qty. Invoiced |Qty. Returned |Qty. Pending |Amount (Ech.VI
v 309/11/2018 3.00 0.00 0.00 3.00 271.21

v 51211172018 5.00 0.00 0.00 5.00 635.38 Tick None

J—‘ Invoice ‘
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Confirm

= 1 Are you sure you want to proceed with inveicing 2 selected delivery
" notes? (In the invoice screen you can remove items if you do not want
to inveice all remaining pending items)

Yes Ma

Step 5. Press yes to proceed to the invoice screen.

Step 6. Another pop up will appear that will let you know that since there are multiple delivery notes
the discount will not be automatically set. Press ok.

Step 7. Remove any products that were not sold (and hence should not be invoiced).

iLab POSw3.56 Pro >

Warning! Since you are invoicing multiple Delivery MNotes, any discount are not
automatically set,

oK

Step 8. Grant any discounts that you wish and proceed with saving the invoice.

Note The items removed from the invoice will remain pending in the originating delivery note/s.

3.4 Returns

Pending quantities in a Delivery Note can be returned back to your inventory. To return quantities
from a Delivery Note;

Step 1 Locate the Delivery Note

Step 2 A pop up will appear with all the products in that delivery note with the quantities that are
pending.

Step 3 Enter the quantity of goods to be returned for the respective products. Alternatively you can
press the Set all Returned button to return everything.
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g Delivery Note Returns =S,
Bar Code |articie Qty.Pending  |Qty.Retumed |
3014044938510 |FERRIND MARROWS 50 BORDEAUX 1.00 1.00
8590869247330 | TENDON - AMBITION 9.8MI 60M 1.00 0.00

»|B590869276514 [TENDON STATIC 10 5MM 30M 1.00] ]
SetAll Returned
Save Cancel

Step 4 Press the "Save" button.

Step 5 Press the "Yes" button on the pop-up button to complete the process.

Delivery Mote

Yes

| Areyou sure you want to save this return?
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4. Stock History and Stock Report

The "Stock History" screen accessible from the "Articles Screen" will show you any pending quantities
in an open "Delivery Note" for that particular product.

BHEH SR 55«

User: ADM HONEYWELL 1202G LASER SCANNER - STOCK MOVEMENTS HISTORY Terminal: MOSTA-SHOP

i
Transferred In =

L | 5[]
al

=
Transferred Qut f"' b
Date |Qty |Batc:h |Batch Desc. Destination Reason
=
Currently On Consignment ‘('" ) n .
i - i £,
Date Oty Cns No. Unit Price {incl VAT}  |Client Stock Multi Locatien | Stock Adjustment | &
0/01/2018 ON GRO

Transferred In: 8.000
Transferred Out: 0.000

SR 1.000
Sold & E On Consignment: 1.000
——— - = - Current Stock: ]

Date Qty Sale No. Unit Selling Price (incl. VAT) (Unit Cost ex VAT Client .

Qty. Sold on Order: ,W ,r.-.\
Qty. On Order: ,W ,r.-.\
Average Unit Cost: ,m ,r.-.\

Total Sales incl VAT EUR: ,W -
o

Apart from showing current stocks, the Stock Report will also separately show you any quantities
currently pending on Consignment.

iLabMalta Ltd. Page x



	1. Introduction
	2. How to Issue a Delivery Note
	3. View and Manage Delivery Notes
	3.1 View Delivery notes
	3.2 Statement
	3.3 Invoice / Invoice Multi
	3.4 Returns

	4. Stock History and Stock Report

