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PURCHASE INVOICES AND PREPAYMENTS

Using a prepayment on a purchase invoice

General principles

If you are not yet familiar with how prepayments are handled in Directo, first read the prepayments
guide.

Which prepayments can be used on a purchase invoice? A number of system settings
determine whether a prepayment can be used on a purchase invoice. Be sure to review them so that
prepayments are used on documents as intended.

In general, prepayments that can be used on a purchase invoice are:

e linked to the same supplier

linked via the purchase order

in the same currency

with a sufficient balance

created before the invoice date

linked via object levels (system setting)

®" When creating purchase invoices from a purchase order, keep in mind that the supplier's
prepayments must also be linked to the same purchase order. If the prepayment payment or
prepayment invoice is not linked to the purchase order but the purchase invoice is, the prepayment
cannot be used on the purchase invoice.

Using a prepayment

Prepayments are used in the TOTALS section of the purchase invoice in three different ways:

e the Prepayment field
e the icon that opens the prepayment selection window
e the Use prepayment button

\'.i. New ~ + Confirm % Copy ~ ﬁl’ Delete & Mail - @ Print ~ ﬁ Attachments Fill from e-invoice ~ SMS
Purchase invoice 102225 €= Last changed by LAURA (30.09.2026 at 15:52:01) &)
e

Supplier & Supplier name VAT Reg No Suppliers invoice

14289872 Q| | Paabulind OU OA-55T7t

» GENERAL INFO
> PROCEEDING
) DATAFIELDS

v TOTALS

Total VAT total Total Balance o Currency Rate

700 168 868 868 EUR Q 1
Prepayment Rounding
0 ha 0 I Use prepayment I Add to rounding
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Use prepayment button

Click the Use prepayment button in the TOTALS section of the purchase invoice.

The button automatically selects the correct prepayments (according to the rules in the system
settings) and enters the values either only in the Prepayment field (prepayment ID) or also on the
invoice rows (prepayment item).

\'.'|. New - ¢ Save  w# Confirm @ Copy ~ ® Discard ﬂf Delete ﬁ Attachments SMS

Purchase invoice 102225 (brft Last changed by LAURA (30.09.2026

Create:
Supplier & Supplier name VAT Reg No Suppliers invoice *
14289872 & | | Paabulind OU OA-357t

» GENERAL INFO
> PROCEEDING
» DATAFIELDS

~ TOTALS

Total VAT total Total Balance ©  Currency Rate £
600 156.12 756.12 0 EUR Q 1.000000000

Prepayment Rounding
756.12 ha 0

Use prepayment

Add to rounding

Create: Add:
No. [J # Account # Object # Description Total +# VAT code ~ VAT ~ Subtotal
Y| Search Q| > search & || »| search > Search || Search @[ 3| Search Search
1 521102 TARTU Ruumide kommunaal- ja hoolduskulud 700 35 168
2 1114501 Ettemaksed varude eest -100.0000 35 -11.8800

e The balances of prepayment ID prepayments are entered in the Prepayment field as a total
amount incl. VAT, using the FIFO method

e The balances of prepayment items are entered on the invoice rows with a minus sign, excl.
VAT

® If the system setting ,Supplier prepayment is used when confirming purchase invoice” is set to
Yes or Only with purchase order, the prepayment ID is entered in the Prepayment field
automatically.

Prepayment window

Click the selection icon inside the Prepayment field to open a window where you can manually
select the prepayments you want to use on the purchase invoice. Clicking Insert prepayment enters
the values either only in the Prepayment field or also on the purchase invoice rows.

e The balances of prepayment ID prepayments are entered in the Prepayment field as a total
amount incl. VAT, using the FIFO method

* The balances of prepayment items are entered on the purchase invoice rows with a minus
sign, excl. VAT
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Choose prepayment (Paabulind 00, 14289872) X

Sum with VAT Used Balance with VAT Selected sum

PrelD 1000.00 243.88 756.12 756.12

PP article 124.00 0.00 124.00 124.00
Total 1124.00 243.88 880.12 880.12

Date Document VAT rate (code) Sum with VAT Balance with VAT Select sum

01.02.2026 P 1315 1000.00

756.12 756.12 fx

03.03.2026 P 100487 24% (35) 124.00 124.00 o 124.00 fx

Open: Purchase Ledgal I @ Cancel

Prepayment field

Enter the prepayment amount manually in the Prepayment field and click Use prepayment. If the
prepayment balance is not sufficient, the amount is reduced automatically.

I:'I- New ~ &DSave # Confirm @Copy - @Discard '@'Delete ™M Mail ~ @p--'nt
Purchase invoice 102225 ' brait

Supplier & Supplier name VAT Reg No
14289872 € | | Paabulind OU

» GENERAL INFO
» PROCEEDING

» DATAFIELDS

~ TOTALS
Total VAT total Total B:
600 156.12 756.12
Prepayment 1 Rounding

800 et 0 | Use prepayment | Add to rounding

If an amount has been entered in the Prepayment field and you open the window, the Select sum
column shows which prepayments were used on the purchase invoice and how much of each.
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Choose prepayment (Paabulind 00, 14289872) X

Sum with VAT  Used Balance with VAT Selected sum

PrelD 1000.00 243.88 756.12 756.12

PP article 124.00 0.00 124.00 124.00
Total 1124.00 243.88 880.12 880.12

Date Document PrelD VAT rate (code) Sum with VAT Used Balance with VAT Select sum
01.02.2026 P 1315 89 1000.00 243.88 756.12 756.12 fx
03.03.2026 P 100487 24% (35) 124.00 0.00 124.00 124.00 fx

Open: Purchase Ledger

®" The Use prepayment button always enters the largest possible prepayment amount, so that
the balance left to pay on the purchase invoice is as small as possible. A smaller amount entered
earlier by the user in the Prepayment field is replaced. If you want to use a prepayment partially,
select the desired amount in the prepayment window.

Prepayment window columns

® If a prepayment has no link of a certain kind, the corresponding column is not shown in the
window. For example, if there is no project or object, that column is not shown. Below the window
there is a quick link to the purchase ledger.

Choose prepayment (Paabulind 00, 14289872) X
Sum with VAT Used Balance with VAT Selected sum

PrelD 1000.00 243.88 756.12 756.12

PP article 124.00 0.00 124.00 124.00

Total 1124.00 243.88 880.12 880.12

I Date Document Comment Project SN PrelD VAT rate (code) Sum with VAT Used Balance with VAT Select sum I
01.02.2026 | P 1315 LAENZ2 89 1000.00  243.88 756.12 756.12
03.03.2026 | P 100487 prepayments 2026 ETTE.95 24% (35) 124.00 0.00 124.00 124.00 fx

I Open: Purchase Ledger I

e Date - prepayment date
e Document - type and number of the prepayment document
o PI - purchase invoice
o P - payment
e Comment - comment of the prepayment document
* Object - object of the prepayment document; a tooltip is shown when you move the cursor over
the field

Level Type Object MNAME

10 OSAKOND PERSONAL Personali ja raama
osakond

Doc
P 1159 PERSOMNAL

* Project - project of the prepayment document
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e SN and prelD - identify different types of prepayment.

o If the prepayment was created by a payment that is unlinked or linked to a purchase
order, a prepayment ID prepayment is created, which can be used directly on the
purchase invoice and on a payment.

o |If the prepayment was created through a purchase invoice (a prepayment item must have
been used on the purchase invoice), a prepayment SN code is created through the
purchase invoice row. A prepayment item can only be used on purchase invoice rows.

VAT rate (code) - VAT rate and code of the prepayment

Sum with VAT - prepayment amount including VAT

Used - shows how much of the prepayment ID has already been used

Balance with VAT - prepayment balance including VAT

Select sum - if an amount has been entered in the Prepayment field on the purchase invoice,
the window shows how much of the prepayment is used. The amount can be changed manually.
If the amount is selected only in the prepayment window, you can enter it manually or, to use
the entire prepayment balance, double-click or click the fx button.

® If the prepayment is in a foreign currency, the window also shows the currency of the
prepayment document and the exchange rate on the date the prepayment was created.

Choose prepayment (Laokaup 0U, 17241966) X
Sum with VAT Used Balance with VAT Selected sum
PP article 1220.00 0.00 1220.00 0.00
Date Document SN VAT rate (code) Currency Rate Sum with VAT Used Balance with VAT Select sum
26.05.2025 P 1160 ETTE.19 24% (1) uso 0.884877444 1220.00 0.00 1220.00 0.00 fx
Open: Purchase Ledger

On a confirmed purchase invoice, you can open the window with Open prepayments. It shows
the status of prepayments after the purchase invoice was confirmed. NB! This balance may not match
the prepayment balance in the purchase ledger, because the ledger may also contain prepayments in
other currencies or prepayments that could not be used in the context of this purchase invoice
(another object level, etc.).

Creating a purchase prepayment invoice

To create a purchase prepayment invoice, a purchase prepayment item must first be created with
the following settings:

e Class = ETTEM (prepayment class)
e Type = Plain/service

e Gift cert. = Prepayment

e Default Qty. =1
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D <<t Item: P2 s - Work - Microsoft Edge

[

fyld_artikkel.asp?order1 =KOOD8&torde

//login.directo.ee/ocra_

NIMI&tkood=P2 A

e KA 0 F R B (oo scion v [sumsvew >

'@ Item Q Price formula O Changes Q Changes Q Purchase items Q Sale items O Min/Max level Q Accounts Q Related items Q Packages Q Price groups
GENERAL ITEM INFORMATION
CODE Class[FREPAYMENT ] Type Auto SN
Bar code Stock Object Serial no
Name Prepayment (purchase) Project SN class
Warning Variant - SN rule
Description User
P
["] Best before mandatory
URL Colour in reports FFFFFF
SALES
Sale price 0 [] Closed Gift cer1. [] Zero credit
Package 1 Package 2
NP% 0.00 Warranty Min level 0 Max level 0
Markup®% 0.00 Joint ltem Rental item Shelf
Max discount C] Strict ABCclass Matrix
Unit Priority 2 Default QwE Points

On the purchase invoice, select a suitable purchase prepayment item on the row:

D << Purchase invoice 100751 .z - Work - Microsoft Edge

& hitpsy

= [ e ¢ ¢
Credit? Transaction

0 number=

//login.directo.ee/c

-for_arve.asp?

Status Confirmed

LOGOUT y,

Number 100751

Supplier 1176 QO STAFORD & KO VAT Reg No EE100375745 Suppliers invoice 010123
Payee VAT Reg No Survey
® Main Q Proceeding @] DataFields
Invoice date 01.01.2023 User TRIINP Bank code Purchase order
Payment terms 7 Object Bank account/IBAN EE031010022085199008 S.Receipt
Due date 08.01.2023 Cred account 212211 Ref. Credited invoice
Op. date 01.01.2023 Project Asset Internal Invoice
VAT Date Origin Country Deal type ‘ ~ Expence
Received 09022023 Type | (choose type) Status | (choose status) v
Reclamation Recl. description (] Split by resources
Comment Prepayment for service e-mail
Int comment
Last changed by: 109.02.2023 12:01:14 Paste Recipe
Currency EUR VAT total 00 Total 1000.00 Dividable sum Prepayment 0.00
Rate 1 Rounding 0 Total 1000.00 Difference Balance 1000.00
® 0 00
No Account  korrkonto Object Project User Description Total VAT code VAT Item Qty StocklD SN PID
1 114501 Prepayment (purchase) 1000.00 0 u.uo 1 PRE.1

2

Purchase ledger before the purchase prepayment invoice is paid:

https://wiki.directo.ee/
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Purchase Ledger

Supplier (1176 Time Range Class D account [ (Supplier Datafield) v , =) m
Object PP account 0 X 0 Currency Precision [0,01 v | (Supplier Datafield) v
O only overdue () By Transaction time () Currency (J Supplier Data (J Invoice project ([J Invoice object () D account [ (Supplier Datafield) v
Total Overlaps are possible Sorted by | Supplier v Print REPORT | (Purchase invuice Datafield) v |
Supplier: 1176 OU STAFORD & KO
Invoice No Supplier Invoice  Invoice time Due date PayTerm Topay Days
100751 010123 01.01.2023 08.01.2023 7 -1000.00 -32
Unpaid prepayment invoices 1000.00
PREPAYMENT : 0.00
Supplier balance 0.00
Total unpaid -1000.00
Total prepayment 1 000.00
Total balance 0.00
Total overdue 0.00
Purchase ledger after the purchase prepayment invoice is paid:
Purchase Ledger
. - o G Gh
Supplier 1176 Time Range Class D account [(Supplier Datafield) v] ram: (ij
Object PP account 0 x 0 Currency Precision [ 0,01 ~ | [(Supplier Datafield) v
O only overdue O By Transaction time (] Currency ] Supplier Data [ invoice project [ invoice object [J D account [ (Supplier Datafield) v
Total BT TR TR Sorted by [ Supplier v Ea pr=p==y [ (Purchase invoice Datafield) v |
Supplier: 1176 OU STAFORD & KO
Invoice No Supplier Invoice  Invoice time Due date PayTerm Topay Days
PREPAYMENT : 1000.00
Supplier balance 1 000.00
Total unpaid 0.00
Total prepayment 1 000.00
Total balance 1 000.00
Total overdue 0.00
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