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Introduction
PrintSmith™ Vision is a browser-based print management system for commercial printers, trade printers, copy
shops, and quick printers. To help you run your business efficiently and profitably, PrintSmith Vision combines
estimating, invoicing, billing, point of sale, and accounts receivable in a single product.
This guide introduces basic PrintSmith Vision features through a series of hands-on exercises based on demo
pricing data provided by EFI. To do these exercises and try out PrintSmith Vision, you will use your browser to
access PrintSmith Vision. (For the purpose of these demos, PrintSmith Vision is hosted on a server by EFI.)

Before You Can Begin
To use PrintSmith Vision and do the exercises in this guide, you must have the following:
•

For best performance, a computer that meets these requirements:
Operating system:
Memory:

•

Windows 7, Windows 8, Windows 10, Macintosh OS 10.8 or higher
4 GB minimum (more memory improves performance)

A supported browser on your computer:
•

Internet Explorer 10 or 11

•

Mozilla Firefox 40.x or later

®

Note

Do not use Firefox 37 or 38 on a Macintosh; a known issue prevents users from entering
their PrintSmith Vision user name and password with this version of Firefox.

•

Safari 7.x or later

•

Chrome™ 41 or later

®

•

The URL (supplied by your salesperson) for getting to PrintSmith Vision

•

A user name and password (supplied by your salesperson) for logging into PrintSmith Vision

Note

PrintSmith Vision is designed to be viewed and used on a large (19-inch) monitor with a minimum
resolution of 1280 x 1024. If you are using a laptop, to see estimates and invoices in full, the height
(second number) must be at least 1024 pixels.
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Basics
Starting PrintSmith Vision
1.

In the address bar of your browser, enter the PrintSmith Vision URL that your salesperson gave you.

Enter URL in
address bar.

The PrintSmith Vision Log In window opens.
2.

Enter the user name and password that your salesperson gave you and click Login. (You may be able
to select the user name.)
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After you successfully log into PrintSmith Vision, the main window opens.
Menus
on
menu
bar

QuickAccess panel

QuickAccess Panel
The QuickAccess panel has buttons you can click to perform the most common tasks in PrintSmith Vision
without using the menus.

Menus
The main PrintSmith Vision window has several menus listed on a menu bar across the top of the window. To
select a command from a menu, first click the menu and then click a command on that menu. For example, the
figure below illustrates what you will see when you click the Invoice menu and get ready to click Create
Estimate.

Tip

This guide uses > to indicate a sequence of selections you must make when choosing commands from
menus. For example, Invoice > Create Estimate means first click the Invoice menu and then click
Create Estimate.
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Keyboard shortcuts
If you like to use the keyboard to accomplish tasks, several keyboard shortcuts are available in PrintSmith Vision.
A keyboard shortcut is a combination of keys that you press at the same time, for example, Ctrl+C means you
press the Ctrl key and c at the same time.
Note

On a Macintosh computer
equivalent of Alt.

is the equivalent of Ctrl on a Windows computer, and Option is the

When a keyboard shortcut is available for a command on a menu, it is displayed next to the command, for
example, Ctrl+Alt+I for Invoice > Create Invoice.

Logging out and exiting
1.

After you finish your work in PrintSmith Vision, always log off by clicking Logout on the menu bar.

Note
2.

Logging out ensures that no records are left in a “locked” position preventing other users from
opening them.

Close the browser window (or select File > Exit).
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Exercises
These exercises are designed to provide you with an overview of the basics of using PrintSmith Vision to create
estimates and invoices and to use the cash register.
Although EFI recommends that you complete these exercises in order, you do not need to complete them all in
one session.

Exercise 1: Create an Estimate: Simple One-Color Flyer
In this exercise you will create an estimate for 1,000 copies of an 8.5 x 11-inch one-color flyer to be printed on an
offset press.

Start a new estimate and select a customer
1.

Click Create Estimate in the QuickAccess panel. (Alternatively, select Invoice > Create Estimate.)
Tip

Remember that Invoice > Create Estimate means click the Invoice menu and then click
Create Estimate.

The Account Picker window opens.
2.

Click a customer and click Select. (Or, double-click the customer name.)
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After you select a customer, the Account Info window opens automatically.
3.

Review and complete the Account Info window. Many fields are already filled in for you so just review
them, make any necessary changes, and click OK. For example, you may need to select or change the
Wanted by date (and time).

Add a job and select stock
After you complete the Account Info window, the Estimate window opens with the name of the customer
displayed below the toolbar.
1.

Click New Job in the toolbar at the top of the Estimate window.

A window opens where you must select a job method. (This identifies the type of job you are creating.)
2.

In the Job Method field select Printing, and click OK. (Printing jobs are always done on a press; for an
example of a job done on a copier or digital press, see “Exercise 4: Create an Estimate: Copies of 10
Originals” on page 28.)
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The Stock Picker window opens automatically so you can select the paper for the job.
3.

In the list at the bottom of the Stock Picker window,
a.

Click the Name column to sort the list of stocks alphabetically by name.

b.

Select Ardor Bond 20# 8.5 x11 White.

c.

Click Select Stock (at the top of the window).

Click
column
heading to
sort list by
that
column.

After you select a stock, the Paper Calculator window opens. Some information is pre-populated based
on the size of the stock you selected.
Note

4.

If the Paper Calculator window does not open automatically, you can select Paper Calculator
under Commands in the Job window. (A PrintSmith preference – Admin > Preferences >
Estimator > Estimator Behavior – controls whether the Paper Calculator window opens
automatically after you select stock for a new job.)

Parent Size and Finish Size are the same for this job so no changes are necessary. Just click Save to
continue.
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Provide information about the job
The Job window opens automatically after you exit the Paper Calculator.
1.

2.

Provide a name for the job and complete the right side of the window:
a.

In the Description field, enter Flyer.

b.

In the Ordered field, enter 1000 for the quantity to be ordered and press the Tab key to move to
the Sheets field.

c.

Leave Sheets set to 1 since you are producing only one kind of flyer from one original. Press Tab
to move to the Up field.

d.

Leave Up set to 1 and press Tab to move to the On field.

e.

Leave the On field set to 1 (since only one original will be running on the press) and press Tab to
move to the Press field. This field is automatically populated with 1000 (the same as the Ordered
quantity since you need 1,000 sheets to complete the order).

Below the Description field:
a.

Review the stock fields. (Leave Folded Size blank since this order will not be folded.)
Note

The stock sizes reflect what was specified in the Paper Calculator.

b.

If necessary, in the Pricing Press field select a different press definition. (Pricing Press is based
on the paper you selected, but may need to be different.)

c.

Move to the Front Colors field. By default this field is set to 1, which is what you want for a onecolor job. (For a multi-color job, you would change this number.)

d.

Press Tab to move to the Front Passes field. This is automatically based on the number of color
heads specified in the definition of the press selected for the job.

e.

Press Tab to move to the Front Washes field. To charge for washes, you would enter the number
of washes.

Exercises  13

f.

Click the Front Ink field. A window for specifying inks opens automatically. For this job you will use
black ink.

g.

Select (or type) Black and close the window.
Click to save and
close the window.

3.

In the Job window, notice a price was calculated for the job based on the information you provided and
selected.

Add charges to the job
A charge can be defined for any activity that takes place before printing (for example, design, plate-making, or
proofs) or after printing (for example, cutting, folding, padding, or mailing). Anything that makes up the jobs you
sell and that is not part of the production printing process can have a charge associated with it.
You will now add some charges for plates, ink, and boxes to the job.
1.

Under Charges on the left side of the Job window, click
. (Note that if any charges are associated
with the press that is selected for the job, they are automatically listed under Charges.)

Click to add charges to
the job.
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The Job Charges window opens.
2.

3.

Add a charge for a plate:
a.

Expand Pre Press in the navigation pane.

b.

Expand Computer to Plate.

c.

Select Plate Output Heidelberg QM.

d.

Click Add (in the bottom right corner of the Job Charges window).

Add a charge for black ink:
a.

Expand Ink in the navigation pane.

b.

Select Black Ink.

c.

Click Add.

Navigation
pane.

Click arrow
to expand
category.

4.

5.

Add a charge for a box:
a.

Expand Bindery.

b.

Expand Boxes and Packaging.

c.

Select Letterhead Box (1000 Count).

d.

Click Add.

Click Done in the Job Charges window.
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The Job window opens again. All the charges you added are now listed under Charges. The price of
the job was also updated to include the charges.

Click to save
job.

Charges
added to job.

Price of
charges
added to job.
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Save the job and estimate
1.

Save the job by clicking Save on the toolbar of the Job window. The Job window closes.
A summary of the job is displayed in the Estimate window.

2.

Save the estimate by clicking Save on the toolbar. The Estimate window closes.

This completes the process of creating an estimate.
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Exercise 2: Create an Estimate: Two-Color Business Card
In this exercise you will create an estimate for 500 copies of a two-color business card for four different originals.

Start a new estimate and select a customer
1.

Click Create Estimate in the QuickAccess panel. (Alternatively, select Invoice > Create Estimate.)
The Account Picker window opens.

2.

Choose a customer and click Select. The Account Info window opens.

3.

Make any necessary changes (for example, to the Wanted by date) and click OK. The Estimate
window opens.

Add a job and select stock
1.

2.

Start a new job:
a.

Click New Job in the toolbar at the top of the window. A window opens where you must select a job
method (to indicate the type of job you are creating).

b.

In the Job Method field, select Printing and click OK. The Stock Picker window opens.

Search for and select your stock:
a.

If necessary, click the triangle to the left of Search Stocks to display the search fields.

b.

Enter 65 in the Min and Max Weight fields and press Tab. Stocks that meet the search criteria are
listed as shown in the figure below.

Click to display
search fields.

Search fields

Stocks
that met
weight
criteria

c.

Double-click the stock named Classic.
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The Paper Calculator window opens.
Note

3.

You can
drag sizes
from this
list to fields
above.

Remember that if the Paper Calculator window does not open automatically, you can select
Paper Calculator under Commands in the Job window. (A PrintSmith preference – Admin >
Preferences > Estimator > Estimator Behavior – controls whether the Paper Calculator
window opens automatically after you select stock.)

For this business card job you must specify the run and finish sizes. Complete the Paper Calculator
window as follows:
a.

In the Run Size field, select 5.5 x 8.5. (You can also drag a size from the list of sizes to the Run
Size field).

b.

In the Finish Size field, select 2 x 3.5.

c.

Select the Trim Four Sides check box to center the image on the press form. The press form is
displayed on the right-hand side of the Paper Calculator window.

d.

Click Save on the toolbar.
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The Job window opens. The stock information you specified is displayed, along with the press form.

Provide information about the job
1.

2.

Provide a name for the job and complete the right side of the window:
a.

In the Description field, enter Each of 4 Business Cards.

b.

In the Ordered field, enter 500 and press Tab until you get to the Sheets field.

c.

Enter 4 in the Sheets field since this job is for four different cards and press Tab to move to the Up
field.

d.

Leave the Up field set to 4. (This value was defined in the Paper Calculator.) Press Tab to move to
the On field.

e.

Leave the On field set to 4 since you will be running all four names on one press form. This value is
based on the number of Sheets entered.

Review the pricing press and provide color information:
a.

Change the press in the Pricing Press field to Text 8.5 x 11/14 2C Normal Coverage because
this is a two-color job. (The initial press selection is based on the paper you selected.) Then press
Tab to move to the Front Colors field.

b.

Enter 2 in the Front Colors field and press Tab twice to move to the Front Washes field.

c.

Enter 2 in the Front Washes field and then press Tab or click the Ink field. The window for
specifying inks opens.

d.

Select Blue and Red as the two ink colors and close the window.
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Add charges to the job
For this job you will add charges for design, PMS ink, cutting, and boxes.
1.

Under Charges on the left side of the Job window, click
. (If any charges are associated with the
press selected for the job, they are automatically listed under Charges.) The Job Charges window
opens.

2.

Add a charge for standard business card design:

3.

3.

4.

a.

Expand Pre Press.

b.

Expand Design.

c.

Select Standard Business Card Design.

d.

Click Add.

Add a charge for standard PMS ink:
a.

Expand Ink (under Pre Press).

b.

Select Standard PMS Ink.

c.

Click Add.

Add a prep cut cover charge:
a.

Expand Bindery.

b.

Expand Cutting.

c.

Select Prep Cut Cover.

d.

Click Add.

Add a finish cut cover charge:
a.

Select Finish Cut Cover (under Cutting).
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b.
5.

6.

Click Add.

Add a charge for boxes:
a.

Expand Boxes and Packaging under Bindery.

b.

Select Business Card Box (500 Count).

c.

Click Add.

Click Done to close the Job Charges window.
The Job window opens again with the charges listed and the total price adjusted.

Save the job
•

Click Save on the toolbar to save the job. The Job window closes and the Estimate window opens.

Preview the estimate
1.

Click Print on the toolbar of the Estimate window.
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A preview window opens.

2.
Tip

If you wanted to print the estimate, you would click Print in the preview window. For now, close the
preview tab; the estimate closes, too.
You can configure PrintSmith Vision so that you can e-mail an estimate or invoice to a customer. You
can also configure PrintSmith so that the Print dialog opens automatically (over the preview window).
This lets you print the estimate right away.
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Exercise 3: Create an Estimate: Four-Color Brochure
In this exercise you will create an estimate for 10,000 copies of a four-color folded brochure.

Start a new estimate and select a customer
1.

Click Create Estimate in the QuickAccess panel. (Alternatively, select Invoice > Create Estimate.)
The Account Picker window opens.

2.

Choose a customer and click Select. The Account Info window opens.

3.

Make any necessary changes (for example, to the Wanted by date) and click OK. The Estimate
window opens.

Add a job and select stock
1.

Start a new job:
a.

Click New Job in the toolbar at the top of the Estimate window. A window opens where you must
select a job method (to indicate the type of job you are creating).

b.

In the Job Method field select Printing and click OK. The Stock Picker window opens.

2.

In the Stock Picker window, find and double-click Centura Cover 80lb 17.5 x 22.5 White. (If necessary,
use the search fields to locate the stock.) The Paper Calculator window opens.

3.

Complete the Paper Calculator window:
a.

In the Run Size field, select 11.5 x 17.5 (you can also drag this from the list of sizes to the Run
Size field).

b.

In the Finish Size field, select 8.5 x 11.

c.

Select the Grip Edge / Gap check box. The default edge is used, but you can change this value.

d.

Select the Color Bar check box to include a color bar on the press form.

e.

Select the Trim Four Sides check box to center the image on the press form. The press form is
displayed on the right-hand side of the Paper Calculator window.

f.

Click Save.
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The Job window opens. The stock information that you specified is displayed, including the press form.

Stock
information
and press
form

Provide information about the job
1.

In the Description field, enter 4-Color Brochure.

2.

In the Ordered field, enter 10000 and press Tab.

3.

Leave the Sheets, Up, and On fields as they are
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4.

In the Folded Size field in the stock area of the Job window, select 5.5 x 8.5.

5.

In the Pricing Press field, change the press from Text 8.5 x 11/14 1C Normal Coverage to Text 14 x
20 4C Normal Coverage and change the Costing Press to Heidelberg GTO 4 Color.

.
6.

Provide information about colors for the job:
a.

In the Front Colors field, enter 4. The Front Passes value is automatically updated to 1 based on
the number of colors entered and the press selected.

b.

In the Front Washes field, enter 4.

c.

Click the Ink field; select Cyan, Magenta, Yellow, and Black as the four colors and close the ink
selection window.

d

In the Back Colors field, enter 4 and leave Back Washes set to 0.

e.

Click the Back Ink field and select Cyan, Magenta, Yellow, and Black just as for the front.

Add charges to the job
For this job you will add charges for process ink, prep and finish cutting, folding, and boxes.
1.

Under Charges on the left side of the Job window, click
. (If any charges are associated with the
press selected for the job, they are automatically listed under Charges.) The Job Charges window
opens.

2.

Add a charge for two-sided process ink:

3.

a.

Expand Pre Press.

b.

Expand Ink.

c.

Select Process Ink.

d.

Enter 2 in the # of Sides field and click Add.

Add a prep cut text charge:
a.

Expand Bindery.

b.

Expand Cutting.

c.

Select Prep Cut Text and click Add.
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4.

5.

6.

7.

Add a finish cut text charge:
a.

Select Finish Cut Text (under Cutting).

b.

Click Add.

Add a charge for folding:
a.

Expand Folding under Bindery.

b.

Select Fold 11 x 17 Text in 1/2 (with Right Angle 1/2) and click Add.

Add a charge for an 11” box:
a.

Expand Boxes and Packaging under Bindery.

b.

Select 11” Box (5000 Count) and click Add.

Click Done after you select all the charges.
The Job window opens again showing the charges you added and the updated total price.
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Save the job and estimate
1.

Click Save to save the job. The Estimate window opens.

2.

Click Save to save the estimate and close the Estimate window.
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Exercise 4: Create an Estimate: Copies of 10 Originals
In this exercise you will create an estimate for 100 black-and-white single-sided copies of 10 originals. Each set
of copies will be stapled.

Start a new estimate and select a customer
1.

Click Create Estimate in the QuickAccess panel. (Alternatively, select Invoice > Create Estimate.)
The Account Picker window opens.

2.

Choose a customer and click Select. The Account Info window opens.

3.

Make any necessary changes (for example, to the Wanted by date) and click OK. The Estimate
window opens.

Add a job and select stock
1.

Click New Job in the toolbar at the top of the window. A window opens where you must select a job
method (to indicate the type of job you are creating).

2.

In the Job Method field select B&W and click OK.

The Stock Picker window opens.
3.

Double-click Ardor Bond 20lb 8.5 x 11. (If necessary, use the search fields to locate the stock.) Ignore
any warnings about the run size for now.

4.

The Paper Calculator window opens. No changes are required so just click Save. The Job window
opens.

Provide information about the job
1.

In the Description field, enter Copies.

2.

In the Ordered field, enter 100.

3.

In the Sheets field, enter 10 since there are 10 different originals.

4.

Leave Up and On set to 1 since there is only one original for each form.

Number of originals
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5.

Make sure that the Pricing Copier field is set to Text 8.5 x 11 B&W Digital.

6.

Leave Single Sided selected.

Add charges to the job
For this job you will add charges for digital stapling and boxes.
1.

Under Charges on the left side of the Job window, click
. (If any charges are associated with the
digital definition selected for the job, they are automatically listed under Charges.) The Job Charges
window opens.

2.

Add a charge for stapling:

3.

4.

a.

Expand Bindery.

b.

Expand Stitch / Staple.

c.

Select Digital Staple and click Add.

Add a charge for an 11” box:
a.

Expand Boxes and Packaging under Bindery.

b.

Select 11” Box (2500 Count) and click Add.

Click Done. The Job window opens again showing the charges you added and the updated total price.
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Save the job and estimate
1.

Click Save to save the job.
The Estimate window opens.

2.

Click Save to save the estimate and close the Estimate window.
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Exercise 5: Convert an Estimate to an Invoice and Create a Job Ticket
After a customer accepts an estimate, you convert the estimate to an invoice. An invoice initially serves as a
work order for the job and then as a bill. You will open an estimate you created and convert it to an invoice. You
will also print the job ticket.

Find and open the estimate
All the estimates you created earlier are listed in the Pending Documents window.
1.

Click Pending Documents in the QuickAccess panel, (or select POS > Pending Documents). The
Pending Documents window opens.
Tip

2.

You can control the information that is displayed in this window with preferences (Admin >
Preferences > POS > Pending List). For example, you can include additional columns and
change fonts. You can also limit how many days of estimates to display (to make the pending
list more manageable and improve performance). For example, the pending list in the figure
below shows 90 days of estimates.

In the Document Type field, select Estimates. All active estimates are listed. Active estimates are
those that were not voided (canceled), archived, or converted to invoices.

Tips

Your document numbers will be different; for the purposes of this exercise you can open any
estimate and convert it to an invoice.
If you have many estimates listed, you can use the Filter fields at the bottom of the window to
narrow down the estimates that are listed.
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3.

Select an estimate in the Pending Documents window and click Open. The Estimate window opens.

Convert the estimate to an invoice
1.

When the estimate is open, select Invoice > Convert to Invoice. A message asks if you want to update
the pricing.

Note
2.

EFI recommends that you always click Yes to ensure that any changes to pricing that were
made since the estimate was first created are included in the invoice.

Click Yes.
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The Account Info window opens.
3.

Change the information (if necessary) and click OK.

Print the job ticket
After you complete the Account Info window, the Invoice window for a new invoice opens with the information
from the estimate displayed.
Tip

The number of the source estimate is displayed below the format field. You can click this to open the
estimate on which the invoice was based.
1.

Click Tickets on the toolbar of the Invoice window.
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2.

A message asks you to confirm that you want to print tickets for all jobs in the invoice and save the
invoice. Click Yes.
A preview of the job ticket opens.

3.

Click the print button to print the job ticket(s). If you do not want to print the ticket, just close the preview
window/browser tab.
Tip

You can configure PrintSmith Vision so that the Print dialog box opens automatically over the
preview window. You can then print job tickets right away.
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Exercise 6: Modify an Estimate
After you create and save an estimate you may need to make changes to it, for example, change the quantity
ordered or number of sheets (originals). In this exercise you will change the number of originals (sheets) the
customer is providing.

Open an estimate
1.

Click Pending Documents in the QuickAccess panel (or select POS > Pending Documents). The
Pending Documents window opens.
Note

2.

The document numbers that you see are unlikely to be the same as shown here; for the
purposes of this exercise you can modify the estimate you created earlier for business cards
so that five sets of business cards are produced instead of four sets. (See “Exercise 2: Create
an Estimate: Two-Color Business Card” on page 17.)

Find the estimate you created earlier (in exercise 3) for Each of 4 Business Cards and double-click it
(or select it and click Open). The Estimate window opens.

Edit the job
1.

In the Estimate window, open the job by double-clicking it.

Doubleclick to
open
the job.

2.

In the Job window, change the Description so the job is accurately depicted (5 not 4 sets of business
cards).
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3.

In the Sheets field, change the quantity to 5.

4.

Press Tab, and the Total is updated.

Save the job and estimate
1.

Click Save to save the job and update the estimate.
The Estimate window opens again with the changed job information.

2.

Note the changed amount due. Click Save to save the updated estimate.
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Tip

3.

If you want to change the description of the estimate itself (which will still be Each of 4
Business Cards), open the estimate again, click Account Info on the toolbar, change the
information in the Description field, click OK, and save the estimate. You will see the changed
description in the Pending Documents window.

Close or minimize the Pending Documents window.

Exercise 7: Create a Template and Use It For an Estimate
If you create an estimate or invoice for work that you anticipate doing for multiple customers, you can save time
by creating a template using the information in the estimate or invoice. The template includes everything from the
estimate or invoice except dates and the customer account. For example, if you frequently sell four-color
brochures, you could create an estimate for the work involved in creating the brochure, save it as a template, and
then use the template for any customer who wants such a brochure. As a result, you avoid entering the same
information over and over again.
Note

You can also create templates for jobs.

This exercise shows how to create a template based on an invoice and then how to use the template for an
estimate for another order you get.

Create a template
1.

Click Pending Documents in the QuickAccess panel. The Pending Documents window opens.

2.

Select an invoice (or estimate) that you want to use as a template, for example, an estimate for sets of
B&W stapled copies, and click Open. The Invoice window opens.

3.

Select File > Save As. A window for naming a template opens.
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4.

In the Template Name field, enter a descriptive name for the template (for example, Stapled Copies or
Flyer) so the template is easy to identify and find when you need to use it.

5.

If this template is just for your own use (you do not want to share it with other PrintSmith users), select
the Not for public use check box. When this check box is cleared, all users of your PrintSmith system
will be able to use the template.

6.

Click OK.

Use the template
You will now base a new estimate on the template you just created.:
1.

Select Invoice > Create Estimate from Templates. The Select a Template window opens.
Tip

To base an invoice on a template, select Invoice > Create Invoice from Templates.

2. Click Select from All Templates. The Select a Template window now lists all templates (in the figure
below there is just one).
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3.

Leave Public selected to see templates created by all users. (If you created private templates – not for
public use – you would select Private to see these private templates in addition to the public templates.)

4.

Double-click the template you want to use (or click the template and click Select).

5.

When asked about updating the pricing using current information, click Yes to update it
(recommended); otherwise, click No. (Any prices that were manually overridden remain unchanged
even if you update the prices.) The Account Picker window opens.

6.

Select the account for which you are creating the estimate and the complete the Account Info window.

7.

Make any necessary changes to the estimate (for example, edit the quantity for the job) and click Save.

You now have an estimate based on the template you created.
Tip

In PrintSmith Vision you can assign templates to particular customer accounts. You can then click
Select from Templates Assigned to Account when the Select a Template window first opens.
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Exercise 8: Copy an Invoice from History
The account history of each of your customers has information about all the invoices posted to the customer’s
account. If you did a particular job for a customer in the past, and the customer needs the same job done again,
you can copy an invoice from the customer’s account history to a new invoice (or estimate) instead of having to
create one from the beginning.
In this exercise you will create a new invoice based on one in a customer’s account history.

Open a customer’s account history
1.

Click Account History in the QuickAccess panel (or select Reports > Account History). The Account
Picker window opens.

2.

Double-click Alesi Glass Industries. The Customer History window opens and lists all the invoices for
this customer.

Copy an invoice
1.

In the Customer History window, double-click the invoice that you want to copy. (You can use any
invoice for this exercise.) A message warns you that the document (invoice) is locked.

2.

Click OK to continue.
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The Invoice window opens. Notice the invoice is locked. (This prevents you from changing information
that is part of a customer’s account history.) You need to make a copy of this invoice.

3.

Select Invoice > Copy To New Invoice.

4.

When asked about updating the pricing, click Yes. The Account Info window opens.

5.

Verify that Alesi Glass Industries is selected as the customer, make any other changes (for example,
change the Wanted by date), and click OK. The Invoice window for a new invoice opens with
information copied from the original invoice in history.
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Edit and save the copied invoice
1.

Make any changes to the newly copied invoice (for example, open the job and changed the ordered
quantity) .

2.

Save both the job and the invoice.

3.

Close the Invoice window for the original (locked) invoice and then close the Customer History window.
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Exercise 9: Review Work in Progress
With the Work in Progress reports you can review the work currently taking place at your facility.

View the standard report
1.

Click Work in Progress in the QuickAccess panel (or select Reports > Work in Progress). The Work
in Progress window opens with Standard selected as the Report Type.
The standard report lists orders by number, customer name, title, ordered date, wanted by date, proof
date, and total amount due, as well as identifies completed and on-hold jobs.

Red
indicates
job is on
hold.

Green
indicates
completed
job (ready
for pickup).

2.

If necessary, select a different sort criterion in the Sort By field. For example, you may want to see
orders listed by due date.
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View other versions of the report
By changing the selection in the Report Type field you can view work in progress in different ways, for example,
by press schedule.
1.

In the Report Type field, select Press Schedule.
The Press Schedule report gives a breakdown of invoices by jobs and provides information about the
workloads for each press definition according to the date and time jobs are wanted.

2.

Make other selections in the Report Type field to see the different versions of the report.

3.

When done, close the Work in Progress window.
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Exercise 10: Complete a Cash Counter Sale
This exercise shows how to use the cash register in PrintSmith Vision for point-of-sale (POS) transactions.
These are typically simple transactions that do not require invoices. Here you will record a transaction for 10
color copies paid for with cash.

Open the cash register
•

Click Open Cash Register in the QuickAccess panel (or select POS > Cash Register Window). The
Cash Register window opens.
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Record the transaction
You will start by recording a transaction for 10 color copies.
1.

Under DEPARTMENT, click Color.

2.

In the Quantity field, enter 10 and press Tab.

3.

Change the Description to Color copies.

4.

Click Accept.

After you click Accept, the transaction is listed at the bottom of the Cash Register window.
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Record the payment
1.

Under PAYMENT METHOD in the Cash Register window, select CASH. The Amount that is due is
automatically displayed.
Tip

2.

You can also select a payment method by using a keyboard shortcut: press and hold Shift
while pressing the key shown next to the payment method, for example, Shift+= for cash.

Click Payment.

The payment is now listed at the bottom of the Cash Register window.

Post the sale
The final step is to record the sale – this is known as posting the transaction.
1.

Click Post on the toolbar of the Cash Register window.

The Status window opens and summarizes the transaction.

2.

Close the Status window after you review the transaction.
The Cash Register window remains open so you can keep recording transactions.

Tip

You can review posted transactions on the register tape (POS > Open Tape) where you can also void
them if necessary. Transactions remain on the tape until you perform a closeout.
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Exercise 11: Charge a Counter Sale to a Customer
This exercise shows how to use the cash register for a sale to a customer with a charge account. The sale is for
some merchandise.
This type of transaction is called a POS charge. A POS charge commonly occurs when a regular customer
comes in, makes a small purchase, and asks you to charge it to his or her account. Because these charges are
typically very small, they are not included in regular statements. At the end of the month or some other suitable
occasion, you would print a special statement composed of all POS charges made by the customer.

Select the customer
1.

Click Open Cash Register in the QuickAccess panel (or select POS > Cash Register Window). The
Cash Register window opens.

2.

Click Cust Acct.

3.

In the Account Picker window, select the customer, for example, Jay E Fishman MD. (This exercise
assumes the customer has a charge account.)
The name of the customer is now displayed below the toolbar of the Cash Register window, along with
the account type and its status. (If the account was delinquent, you would know by its status before
charging any more to the account).
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Record the transaction
Here you will record a transaction for 15 pens priced at $1.50 each.
1.

Under DEPARTMENT, click Merch 1.

2.

In the Quantity field, enter 15.

3.

In the Unit Price field, enter 1.5.

4.

In the Description field, enter Pens.

5.

Click Accept.

The transaction is listed at the bottom of the window.
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Record the charge
1.

Under PAYMENT METHOD, select CHARGE. The Amount that is due is automatically displayed.

2.

Click Payment.

The payment is now listed at the bottom of the Cash Register window.

Post the sale
1.

Click Post on the toolbar of the Cash Register window. The Status window opens and summarizes the
transaction.

2.

Close the Status window after you finish reviewing the transaction.

Note

At a later date you would use AR > Post POS Charges to print a special statement composed of all
these POS charges made by the customer.

