Artlook User Guides @)
. . RTLOOK
Cancellations and Credits e

Galleries & Dealers

This guide covers the procedures Artlook provides for removing stock items from the
system and, where these have already been sold, the mechanisms for reversing the
transaction and issuing credit.

1. Removing an item

Artlook permits the straightforward deletion of items which are available, consigned in or
noted. You cannot delete items which have a status of sold or consigned out.

(a) Deleting an available or consigned in item

Right click on the relevant item and choose “Inventory and Stock Wizard”.
Choose “Sell, Dispose or Remove ltem(s)” and choose “Deleting — entered in
error” from the options that appear below. Artlook will immediately ask you to
confirm the deletion. This process cannot be undone — be certain that you wish to
delete the item at this stage before proceeding.

(b) Deleting a Noted item

Right click on the item in question and choose “Delete — noted item”. Artlook asks
you to confirm the deletion. Again this process cannot be undone.

Using the “Replicate Item” feature

This utility is relevant to deletions where the deletion is as a result of the item
having been set up wrongly in some way. Once an item has been created in
Artlook through the Inventory and Stock Wizard certain elements cannot be
changed. You cannot for instance change: the supplier, the cost of the
acquisition, the type of consignment (fixed or commission). Where it becomes
necessary to change these details the item must first be removed and then re-
acquired and in this circumstance you should use the Replicate item feature to
make this a very much more straightforward and quicker process.

Before you delete the item right click on it and choose “Replicate Item”.

The screen which appears contains all details previously entered during the
original acquisition of the item and represents the second stage of the Inventory
and Stock Wizard based on the original acquisition method (purchased,
consigned in or noted) From here you can change any of the entered details
based on the original acquisition type.
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New item: Three Brothers

Artist | maker IF‘.ElrkarJ Karen

| % Editor

Date [ tax point
|15;n?f20|:|3 "I

Stock bype |Painting

j Manual ref. no. {if any)

Title IThree Brothers

Supplier Bainbridge, O &M

B 231 Horsedge Street
- Casterbridge
Mew suppliesr Dorset

oLl 3D

[~ Imported

j Purchase IGBP j Supplier Tax MNumber:

CLFFENCY

Date acquired by supplier
I TI

Insurance [ Provide insurance cover

Insurer j
Walue 0 j

[~ Mok charging Eax

Acquisition Eax reqime
Purchase price

£ |1uuu =] |
Inpuk bax £0.00
Mek £1,000.00
Gross £1,000.00

Tax scheme name IMargin scheme

| Rate ID.DD %

Published lisk price Minimum =elling price

£ [2000 = | £|znn|:| 3: |

Simple margin 100, 00%: 100, 00%:
Esk, sales tax £145,94 £145.94
Margin posk-tax 85.11% £5.11%

Acquisition costs {charged by this supplier)

Prices and margins are MET of taxes
[+ Shaows in supplier's currency

Type |Nu:ute Currency I.ﬁ.mcuunt ITaxabIe ITax rakte ITax aross | dh
Acquisition cosk 1,000.00 [ a 0.00 1,000.00
GEP 1,000,00 | 0.00 | 1,000.00 |
o | ? Help | 44 Back | P et XK cancel

New Acquire

|Pur|:hase | /

The screen shot above shows the
result of choosing to Replicate an
item which was previously
purchased and shows the original
purchase cost, supplier’'s details
etc. If you wish to change the
acquisition type hit the Back
button and make a different
selection from the screen as it
appears on the right. If you
wished to change the acquisition
to a consignment you would
select “Acquiring an item in
another way” and then
“Consigning in”. Doing this based

MNew iteun: Three Brothers

What are you doing with this NEW item?

& Purchasing an item!
 Acguiring an itemn in anather way

" Moting an iterm

ARTLOOK

SOFTWARE

~Type of acquisition

" Purchasing

™ Accepting a GIFT

44 Back | PP nest | X cancel |

| 7w |

New Acquire |Purchase [
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on the example item above would change the display thus:

New item: Three Brothers

Arkisk | maker |F‘ar|=:s\3rJ Karen "l ["_jj Editor Date [ tax poirt Consigned in until
I 15/07j2003 |« I
Stock bype |Painting - |13;'1|:|;2|3|:|3 ~]

Manual ref. na. (if any)

Title |Three Brothers I
Suppliet  Bainbridge, O &M j Purchase IGBF‘ ;I Supplier Tax Mumber:
B 231 Horsedoge Street CUrrency -
: Casterbridge Diate acquired by supplier _
Mew supplier  Dorset I vl [~ Mot charging kax
oLl S0P
Insurance [ Provide insurance cover
I~ Imported Insurer j
Yalue 0 j |
Scquisition tax reqgime Tax scheme name IMargin scheme ll Rate ||:|.|:||:| %o
Proposed purchase price Published list price Minirurn selling price
£ |1uuu 3: | £ [2000 = | £|2|:u:u:| 3: |
Inpuk tax £0.00 Simple margin 100, 00%: 100, 0=
MNet £1,000.00 Est. sales bax £1435.94 £145.94

Gross £1,000.00 Margin posk-kax 85, 11% 85,11%

Prices and margins are MET of baxes

Consignment or loan agreement

* agreed purchase price on sals 1000 = cBP " Commission agreed ISD 3: o
Acquisition costs {charged by this supplier) W Shows in supplier's currency
Type INDte ICurrenc*;.-' rmounk |Taxa|:||e ITax rakte ITax IGI’DSS I dh

Acquisition cosk GEP 0.0o0 - 1] .00 .00 T
GEP 0,00 0.00 | 0.00 |
o] | ? Help | ch | L X Cancel
News Acquire |Purl:hase |

As can be seen, all item details are retained but Consignment details are now included.
These can be changed (for instance to a commission based consignment) as required.

To proceed with the replication remove the “Insurance” tick or provide details of your
insurer which will enable the Next button. The final screen once again contains all
previously entered information and from the here the transaction can be completed.

The result will be two identical stock items and the original can now be deleted.

TIP

To help distinguish between the original and the replicated item edit the title of the

replicated item by adding an “R” to the title. Once the original has been deleted simply
edit the item and remove the “R”.
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2. Cancelling a sales transaction

It will always be necessary to cancel the sales transactions for a sold item before it can
be deleted. There will also, of course, be circumstances where you wish to reverse or
credit out a sales transaction and take an item back into stock either at the price sold or
at a different price.

Artlook provides two methods for cancelling a sales transaction. Double click on a sold
stock item and choose View | Financial Information or click the shortcut icon.

Spanish Landscape - Karen Parker

Fil= Edit | Wiew Tools Actions Help

2 E Image viewsr %@ M 4 » M v x ¢

Financial information

Core data | Details | History, provenance, et I References - offers - price histary I Internet |

Title Image
ISpanish Landscape

Artist or creator §if known)
IKaren Parker j ff‘_j]' Edit artisk

Stock bype
IPainting

List price Firsk count

This will open the Financial Information screen as shown below:

Spanish Landscape - K x|

File Edit Wew Tools Actions Help
HE $Bm@o | & ad aarn - 0@

Core data  Details | History, provenance, ste | References - offers - price history | Internet |

Gtatus Sold j I hict For sale Current location Sold j
Spanish Landscape - Financial information j
4 File  Tools
» Expendiur®| tncome | Consignment information | Shares |
Categary Description 0=t Taxable, Uz Tax| Gross| —
amaung rate,
< 2o Xsition cost Arquisition cost £5,000.00 0 £0.00 £5,000,00 |
17.5
£5,000,00 -
| | List price Fiice in GEP £8,000.00
T £8,000,00 =
= Item is SOLD Price in U5$ 12800.00 i
[ Minimum sales price
i £8,000.00 Price in Eurg 13000.80 Mew expense s
cms
L \ X Cancel | o 0K I
o |
Condition description Signed and dated "k Rarker" LI

[ITEM 15 sOLD \ [ Ref 316

\

From this screen choose Tools | Reverse Sales Transaction:

Spanish Landscape - Financial infornation

File | Tools
Expe Currency conwverter
Margin calculator

akion I Shares I

LR Feverse sales bransactions

Cquisition cosk
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Artlook will display the following screen:

Sale reversal options E3

ptions awailable prior ko restore to invenkorsy

i+ Credit out CUSTOMER transactions and past bo invoicing roodule

{ Delete ALL original transactions (including consignments)

Cancel |

(a) Issuing a Credit Note

Use the “Credit” option to generate a credit note to the original purchaser and thereby
provide a balancing entry in the VAT ledgers (ie if you have already declared and paid a
tax liability arising from the sale this will provide a reversal enabling you to incorporate a
reclaim in your next return).

Artlook provides you with the ability to credit at less than the original sales price. Clicking
OK on the Credit option brings up the following screen:

Please select items and amounts to refund [_ (O] x .
Item Paid Refund? | Refund amount |
Margate Kent, 1986 £450.00 I 450

o OK I X Cancel |

Click OK on this screen unless you wish to first change the “Refund amount”.

Artlook does not generate a Credit Note automatically. To generate the Credit Note for
the reversal go to Accounts | Invoices & Receipts. Locate the customer in the “Unissued”
section. Click on the plus sign and you will see an item beginning “Refund” and the
name of the artist and stock item reference number. Right click the item and choose
Issue followed by Credit Note (or a pinned customised version of the credit note if you
have one).

Once the Credit Note has been marked as issued the customer account will be fully
updated and a Statement will show the refund transaction. Issued or unissued, the
Credit Note represents a tax invoice (Artlook uses the original invoice number and
prefixes this with a “C”) and will appear on sales reports as a negative item thereby
providing a correct “balancing entry” for VAT records.

Please note that the crediting process will have the effect of putting the item back into
available stock and updating the customer’s account. This process will not affect any
previously processed stock acquisition information. In particular, if this was originally a
consigned item there will be no reversal of the consignment transaction — the stock item
is now “owned” and no further supplier settlement is relevant once the piece is re-sold.
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(b) Deleting transactions

The alternative method of reversing a sales transaction is to completely remove all
details of the transaction from the system. This process does not generate any balancing
negative transactions for the item. If you are seeking to cancel a sales transaction for
which you have already declared a VAT liability you should not use this option, you
should raise a credit note instead.

The effect of the deletion will be to remove the original sales invoice number from the
invoice log. You should therefore mark your original hard copy of the invoice as “Void”. It
will also remove all details from the customer account. If the item had originally been
consigned in all details of the invoice to the consignor for fees or commission will also be
removed.

Artlook will give you an option of printing an “advice note”. This can be useful as a
reference but please note that this advice note will show all items sold on the original
invoice, not just the individual item which has been returned to stock.

Once the transaction has been deleted the item will appear as available and can be
resold, or deleted altogether, as required.
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