Introduction to Orders

We are currently updating our site; thank you for your patience.

SALES

INTRODUCTION TO ORDERS

A Sales Order is an internal document that specifies the details about the
product or services ordered by a customer. Information such as: price, quant-

ity, buyer details, shipping address, billing address, terms and conditions and
mode of payment is included on the Sales Order.

* You can convert a Sales Quote into a Sales Order.
* You can create a Sales Order directly without raising a Quote.

Ribbon Access: Sales > Orders

$ - BPO: Version 2.4.0.11 - Example Company
e Eguipment / Locations Contract Finance [ HR Inventory Maintenance / Projects Manufacturing

B AW 8 FEFLLE

Customers Services Templates Commercials | POSLite Quotes | Orders | Invoices Credit Statement
Notes Run

= (= ][ x

Procurement Sales Service Reporting Utilities

1. The Sales Orders listing screen will be displayed.
2. Select the Site where the order can be located.

e The example has Durban selected.
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$ - ) Solcs Orders - BPO: Version 2.5.04 - Example Company v2.5.0.0 (aix]
| @ | Home | Equoment/locstons Contact Finance [HR Inventory i Ssles  Service  Reporting umi
OXE © & F O & @ Qnﬁua'm &
Add  Edt Delete Vew | Fowed | Create Creste  Addltems NewDeal | SaveLayout Wodls;)acs PrintSales PrintProforma  Export | |10 #hName .
Brvice | NewDedl WO Project - Order s 1 Duban 4
Maintain Navigat Process Format Print J |2 |Pretoria A
3 Cape Town e
4 Bloemfontein
5 ANewTestSite
OrderNo | CustomerCode | Customerhame OrderStatusDesc | OrderDescription | OrderValue  Currency OrderDate  SalesmanName | Exchangef Depthl
* ok o L o Ak = ol - e = o-
» ORO000207 NETOOL Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit x 2 v 2
OR0000218  TINOO1 Tinas Coffee Shop New order test 24,071.10 ZAR 14/08/2017  Bianca Du Toit 1.00 1.00 11:18:17
ORO000220  BETOOD1 Betties Summer Shop .. New order 1234 23,029.07 ZAR  21/08/2017  Bianca DuToit 100 14.00 11:48:29
OR0000221  HOPOO1 Hope Works (Pty) Ltd  New order 47455 ZAR  04/09/2017  Bianca Du Toit 100 1400 14:48:36
OR0000222  SAMOO1 Samanthas Diner New order test 402.85 USD 04/03/2017  Bianca Du Toit 10.00 0.00 02:50:18
OR0000251  HOPOOL Hope Works (Pty) Ltd  New order test 57500 ZAR  23/04/2018  Bianca DuToit 100 15.00 02:58:26
OR0000257  DERDO1 Derton / Technologies  New order 6119.52 ZAR  21/05/2018  Bianea DuToit 100 1400 14:16:30
ORO000281  TIAQD! Titan Group New order Copy of test 92000 ZAR  09/01/2019  BiancaDu Toit 100 1500 16:47:51
ORO000282  HOPOD1 Hope Works (Pty) Ltd  New order 1234 920.00 ZAR 09/01/2019  Bianca Surend. 1.00 15.00 04:48:13
ORO000Z83  HOPODL Hope Works (Pty) Ltd  New order test 0.00 ZAR  09/01/2019 Bianca Surend. 100 15.00 04:50:21
ORO000284  HOPOD1 Hope Works (Pty) Ltd  New order 1234 0.00 ZAR  09/01/2019 BiancaSurend.. 100 15.00 045152
OR0000285  BEADO1 Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:58:22
OR0000286  BEADO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2013  Bianca Surend.. 1.00 15.00 04:59:34
ORO000287  APPODOL Apple Juice Inc New order 8745 99360 ZAR  09/01/2019 Bianca Surend. 100 15.00 05:06:46
OR0000297  NEW10L New Customer Test  New order test 150.00 ZAR  17/03/2019  BiancaDu Toit 100 1500 10:46:59
OROOD0300  HOPOD1 Hope Works (Pty) Ltd  New order test 241,500.00 ZAR 07/04/2020  Kame Pilay 1.00 15.00 12:31:21
ORO000303  PINOOOL Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020 Kame Pillay 1.00 15.00 16:35:25
ORO000304  OFFOO1 Office Supplies Unlimit... New order test 1 12,333.75 ZAR  14/04/2020  Sne Ncwalane 100 1500 10:27:06
ORO00030S  PANDO1 Panda Copiers New order Test 85400 USD  14/04/2020  Kame Pilay 1000 0.00 115851
OR0000308  TIADO1 Titan Group New order MRTEst 885.50 ZAR 22/04/2020  Marc Repsold 1.00 15.00 12:38:44 .
‘ 5
Open Windows + | User : JuiandsK | 27/08/2021 | Version: 2.5.0.4 | Example Company v25.0.0

SELECT THE STATUS

and Status you have selected.

display the drop-down list:

e Cancelled
¢ Pro-forma
* |nvoiced order

¢ New Order

Select the Status you require.

This screen will open in the New order status by default.
The Sales Orders listed in the data grid, will be filtered using the Site

Sales Quote Status to change the Status, click on the down arrow to
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$ - Sales Orders - BPO: Version 2.4.0.11 - Example Company (=JCa ]
| ﬁ | Home [locations  Contract  Finance /HR  Inventory [Projects  Man Sales  Service Reporting  Utitie’) & X
o I 5 — = —
z X ®© s O & R & @ e - ,
Add  Edt Delete Fowrd | Create Create  Addltems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Exporty Neworder  [v]4fresh v
Invoice NewDeal toWO  Project v Order Invoi
e — M;/T Status # StatusDesc b
- = = = Cancelled [—
N ResEaLy F Pro-forma
- o, e Invoiced order
Orderho CustomerCode  CustomerName OrderValue  Currency OrderDate  SalesmanName E;:ﬁaﬁﬂ“ New order
LAK: 3 e e = e = L3 = -
» OR0O000207  NETOO1 Networking and Lapto... 56430 ZAR  03/08/2017 BiancaDuToit
ORO000212  HOPDO1 Hope Works (Pty) Ltd 628.27 ZAR 07/08/2017  Bianca Du Toit x
OR0000218  TINOO1 Tinas Coffee Shop 2407110 ZAR  14/08/2017 Bianca DuToit 1.00 100 11:18:47
ORD000220  BET00O1 Betties Summer Shop - 23,020.07 ZAR  21/08/2017 Bianca DuToit 100 1400 11:49:29
OR0000221  HOPOO1 Hope Works (Pty) Ltd 4,745.59 ZAR 04/09/2017  Bianca Du Toit 100 14.00 14:49:36
OR0000222  SAMOOL Samanthas Diner 40285 USD  04/09/2017  Bianca Du Toit 10.00 0,00 02:50:18
ORD000224  JOEO0OL Joes Carpentry Shop 458.85 ZAR  25/10/2017  BiancaDuToit 100 14.00 08:57:54
OR0000243  HOPOO1 Hope Works (Pty) Ltd  New order Generate Order - .. 6,156.00 ZAR  26/03/2018  Bianca DuToit 100 1400 11:39:12
ORD000244 HOPOO1 Hope Works (Pty) Ltd New order test 993.60 ZAR 09/04/2018  Bianca Du Toit 1.00 15.00 10:18:06
OR0000251  HOPOOL Hope Works (Pty) Ltd  New order test 575.00 ZAR  23/04/2018  Bianca DuToit 100 1500 02:58:26
OR0000257  DEROD1 Derton / Technologies  New order 6,119.52 ZAR  21/05/2018  Bianca Du Toit 100 1400 14:16:30
OR0000279  APPO0OO1 Apple Juice Inc New order C copy Test source 81.94 ZAR 08/01/2019  Belinda Sharman 1.00 15.00 16:56:08
ORD000281  TIAQOL Titan Group New order Copy of test 92000 ZAR  09/0/2019  Bianca DuToit 100 1500 16:47:51
ORD000282  HOPOOL Hope Works (Pty) Ltd  New order 1234 92000 ZAR  09/01/2019  Bianca Surend.. 100 15.00 04:48:13
OR0000283  HOPOO1 Hope Works (Pty) Ltd  New order test 000 ZAR  09/01/2019  Bianca Surend... 100 15.00 04:50:21
ORD000284 HOPOO1 Hope Works (Pty) Ltd New order 1234 0.00 ZAR 08/01/2019  Bianca Surend... 1.00 15.00 04:51:52
OR0000285  BEADO1 Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:58:22
OR0000286  BEAOOL Bearing and Shoe New order quotereftest 000 ZAR  09/01/2019  Bianca Surend.. 100 15.00 04:59:34
ORD000287  APPOODL Apple Juice Inc New order 8745 993.60 ZAR  09/01/2013  Bianca Surend... 100 15.00 05:06:46
OR0000294 HOP0OO1 Hope Works (Pty) Ltd New order 1234 864.00 ZAR 25/07/2019  Bianca Du Toit 1.00 15.00 10:12:42 .
‘ y
Open Windows ~ | User:Juanda | 17/03/2021 | Version:2.4.0.11  Example Company

THE RIBBON ACTION BUTTONS

The Sales Orders ribbon action buttons will be available (bold) or unavailable

(greyed out) depending on the status selection.

7. From this screen you can Add, Edit, Delete or View a Sales Order

8. Note that the Forward navigation button is greyed out. This feature is

only available in the Printed Status.

CO3 Technologies (Pty) Ltd © Company Confidential

Help v2024.5.0.7/1.0 - Pg 3 - Printed: 04/07/2024



Introduction to Orders

9 - Sales Orders - BPO: Version 2.4.0.11 - Example Company (=J(aJ(x]
[ E ‘K\ Equipment /Locations  Contract A Inventory [Projects  Manufa Sales  Service Reporting  Utitie?) - & x
— 1 T . = > — — S
OuXE|OL.C F 0o B H & & @~ O
Add  Edt Delete View | |Forward| | Create  Creste Additems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export | |new order +| Refresh
Invoice New Deal to WO Project hd Order Invoice
Maintain Wew_ | Navigati.. . Process p Format a Print 4 Current 4 o
OrderhNo CustomerCode  CustomerName OrderStatusDesc | OrderDescription Ordervalue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate  OrderTime DeptCode
v o o0 i i A = o0 = o0 = = [l e -
» OR0D000207 NET0O1 Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit 100 14.00 01:10:42
OR0000212  HOPOO1 Hope Works (Pty) Ltd  New order 1234 628.27 ZAR 07/08/2017  Bianca Du Toit 100 100 11:48:45
OR0000218  TINOO1 Tinas Coffee Shop New order test 24,071.10 ZAR 14/08/2017  Bianca Du Toit 1.00 100 11:18:17
OR0O000220  BETO001 Betties Summer Shop ... New order 1234 23,029.07 ZAR 21/08/2017  Bianca Du Toit 1.00 14.00 11:49:29
OR0000221  HOPOO1 Hope Works (Pty) Ltd  New order 4,745.59 ZAR 04/09/2017  Bianca Du Toit L00 1400 1449:36
OR0000222  SAMOO1 Samanthas Diner New order test 402.85 USD 04/09/2017  Bianca Du Toit 10.00 0.00 02:50:18
OR0000224  JOEO001 Joes Carpentry Shop New order test 458.85 ZAR 25/10/2017  Bianca Du Toit 100 14.00 08:57:54
OR0000243  HOPOO1 Hope Works (Pty) Ltd  New order Generate Order - ... 6,156.00 ZAR 26/03/2018  Bianca Du Toit 1.00 14.00 11:39:12
OR0000244  HOPOO1 Hope Works (Pty) Ltd ~ New order test 993.60 ZAR 09/04/2018  Bianca Du Toit 100 15.00 10:18:06
OR0000251 HOPOO1 Hope Works (Pty) Ltd  New order test 575.00 ZAR 23/04/2018  Bianca Du Toit 100 15.00 02:58:26
OR0000257 DER001 Derton / Technologies  New order 6,119.52 ZAR 21/05/2018  Bianca Du Toit 1.00 14.00 14:16:30
OR0000279  APPOODL Apple Juice Inc New order C copy Test source: 81.94 ZAR 08/01/2019  Belinda Sharman 100  15.00 16:56:08
OR0O000281  TIADO1 Titan Group New order Copy of test 920.00 ZAR 09/01/2019  Bianca Du Toit 100 15.00 16:47:51
OR0000282 HOPOO1 Hope Works (Pty) Ltd ~ New order 1234 920.00 ZAR 09/01/2019  Bianca Surend.. 1.00 15.00 04:48:13
OR0000283 HOPOO1 Hope Works (Pty) Ltd  New order test 0.00 ZAR 09/01/2019  Bianca Surend... 100 15.00 04:50:21
OR0000284  HOPOO1 Hope Works (Pty) Ltd  New order 1234 0.00 ZAR 09/01/2018  Bianca Surend... 100 15.00 04:51:52
OR0000285  BEADO1 Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/201  Bianca Surend.. L00  15.00 04:58:22
OR0000286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2019  Bianca Surend.. 1.00 15.00 04:59:34
OR0O000287  APPO00O1 Apple Juice Inc New order 8745 993.60 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 05:06:46
OR0000294  HOPOO1 Hope Works (Pty) Ltd ~ New order 1234 864.00 ZAR 25/07/2019  Bianca Du Toit L00  15.00 10:12:42 .
“ >
Open Windows ~ | User:JulandaK | 17/03/2021 @ Version: 2.4.0.11 | Example Company 4

9. From this screen you can also Create Invoice, Create New Deal, Add

Items to Work Order or create a New Deal Project.

$ - Sales Orders - BPO: Version 2.4.0.11 - Example Company . = [
| @ | tome | Equpment/locations Contract Finance /HR _ Inventory [Projects  Manufa Soles  Service  Reporting  Utiiie®) - & x
© 7 X U O @ B & & =~ -0
Add Edit Delete View Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export | New order v | Refresh
Invoice  New Deal to WO Project - Order Invoice
Maintair a| N i Process , nat . Print P Current P L
OrderNo CustomerCode  Customerhame OrderStatusDesc  OrderDescription  OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate OrderTime  DeptCode
v e W [l 3 e 3 = o0 = oD = = e ac -
» ORD000207  NETDO1 Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit 1.00 14.00 01:10:42
OR0000212  HOPOOL Hope Works (Pty) Ltd  New order 1234 628.27 ZAR 07/08/2017  Bianca Du Toit 1.00 100 11:48:45
OR0000218  TINOO1 Tinas Coffee Shop New order test 24,071.10 ZAR 14/08/2017  Bianca Du Toit 1.00 100 11:18:17
OR0000220  BETO0O1 Betties Summer Shop ... New order 1234 23,029.07 ZAR 21/08/2017  Bianca Du Toit 100 14.00 11:49:29
OR0000221  HOPOOL Hope Works (Pty) Ltd  New order 4,745.59 ZAR 04/09/2017  Bianca Du Toit 1.00 14.00 14:49:36
ORO000222  SAMOO1 Samanthas Diner New order test 402.85 USD 04/09/2017  Bianca Du Toit 10.00 0.00 02:50:18
OR0000224  JOE0001 Joes Carpentry Shop  New order test 458.85 ZAR 25/10/2017  Bianca Du Toit .00 14.00 08:57:54
ORD000243  HOPDO1 Hope Works (Pty) Ltd ~ New order Generate Order - .. 6,156.00 ZAR 26/03/2018  Bianca Du Toit 1.00 14.00 11:39:12
ORO000244  HOPDO1 Hope Works (Pty) Ltd  New order test 993.60 ZAR 09/04/2018  Bianca Du Toit 1.00 15.00 10:18:06
OR0000251  HOPOO1 Hope Works (Pty) Ltd  New order test 575.00 ZAR 23/04/2018  Bianca Du Toit 1.00 15.00 02:58:26
OR0000257  DEROD1 Derton / Technologies ~ New order 6,119.52 ZAR 21/05/2018  Bianca Du Toit 1.00 14.00 14:16:30
OR0000279  APPOOOL Apple Juice Inc New order C copy Test source 81.94 ZAR 08/01/2019  Belinda Sharman 1.00 15.00 16:56:08
ORD000281  TIAOD1 Titan Group New order Copy of test 920.00 ZAR 09/01/201  Bianca Du Toit 1.00 15.00 16:47:51
ORO000282  HOPOO1 Hope Works (Pty) Ltd  New order 1234 920.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:48:13
OR0000283  HOPOO1 Hope Works (Pty) Ltd  New order test 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:50:21
ORO000284  HOPDO1 Hope Works (Pty) Ltd  New order 1234 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:51:52
ORD000285  BEADOL Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/2019  Bianca Surend... 100 15.00 04:58:22
ORO000286  BEADO1 Bearing and Shoe New order quotereftest 0.00 ZAR 08/01/2018  Bianca Surend... 1.00 15.00 04:59:34
ORD000287 ~ APPOOD1L Apple Juice Inc New order 8745 993.60 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 05:06:46
ORD000234  HOPDO1 Hope Works (Pty) Ltd  New order 1234 864.00 ZAR 25/07/2018  Bianca Du Toit 1.00 15.00 10:12:42

»

| User : JulandaK | 17/03/2021

Version : 2.4.0.11

Example Company
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PRINT OPTIONS

10. You can Print Sales Order or Print Proforma Invoice.

11. The Export feature allows you to export a list of the Sales Orders in the
current Status to a Microsoft Excel Spreadsheet where it can be prin-
ted.

. - Sales Orders - BPO: Version 2.4.0.11 - Example Company P =
- K\ Equipment [Locations  Contract  Finance /HR  Inventory [Projects  Manufa Sales  Service Reporting  Utitie?) - &® x
OLXE © B O & R @ @ M= &
Add  Edt Delete View | Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma | Export | |New order +| Refresh
Invoice New Deal to WO Project N Order Invoice
Maintair 4| Navigati.. 4 Process 4 Format P Aerint 4 rrent 4 ad
OrderNo CustomerCode  CustomerName OrderStatusDesc | OrderDescription OrderValue  Currency OrderDate ?mmNam: ExchangeRate TaxRate  OrderTime DeptCode
v o oc Il ¢ fl: 2 L3 = e = oD = = 3 Al -
» ORDD0D207  NET0O1 Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit 1.00 14.00 01:10:42
OR0000212  HOPOOL Hope Works (Pty) Ltd  New order 1234 628.27 ZAR 07/08/2017  Bianca Du Toit .00 100 11:48:45
OR0000218  TINOO1 Tinas Coffee Shop New order test 24,071.10 ZAR 14/08/2017  Bianca Du Toit 1.00 100 11:18:17
OR0000220  BET0001 Betties Summer Shop ... New order 1234 23,029.07 ZAR 21/08/2017  Bianca Du Toit 1.00 14.00 11:49:29
OR0000221  HOPOO1 Hope Works (Pty) Ltd  New order 4,745.59 ZAR 04/09/2017  Bianca Du Toit 1.00 14.00 14:49:36
OR0000222  SAMOD1 Samanthas Diner New order test 402.85 USD 04/05/2017  Bianca Du Toit 10.00 0.00 02:50:18
OR0000224  JOE0001 Joes Carpentry Shop ~ New order test 458.85 ZAR 25/10/2017  Bianca Du Toit 1.00 14.00 08:57:54
OR0000243  HOPOO1 Hope Works (Pty) Ltd  New order Generate Order - ... 6,156.00 ZAR 26/03/2018  Bianca Du Toit 1.00 14.00 11:39:12
ORD000244  HOPDO1 Hope Works (Pty) Ltd  New order test 993.60 ZAR 09/04/2018  Bianca Du Toit 1.00 15.00 10:18:06
OR0000251  HOPOO1 Hope Works (Pty) Ltd ~ New order test 575.00 ZAR 23/04/2018  Bianca Du Toit 100 15.00 02:58:26
OR0000257  DER0O1 Derton / Technologies ~ New order 6,119.52 ZAR 21/05/2018  Bianca Du Toit 1.00 14.00 14:16:30
ORD000273  APPOOD1L Apple Juice Inc New order C copy Test source 8194 ZAR 08/01/2019  Belinda Sharman 1.00 15.00 16:56:08
ORD000281  TIAOD1 Titan Group New order Copy of test 920.00 ZAR 09/01/2018  Bianca Du Toit 1.00 15.00 16:47:51
ORO000282  HOPDO1 Hope Works (Pty) Ltd  New order 1234 920.00 ZAR 09/01/2013  Bianca Surend... 1.00 15.00 04:48:13
OR0000283  HOPOO1 Hope Works (Pty) Ltd  New order test 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:50:21
ORD000284  HOPOO1 Hope Works (Pty) Ltd  New order 1234 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:51:52
ORO000285  BEADOL Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:58:22
OR0000286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2019  Bianca Surend.. 1.00 15.00 04:59:34
OR0000287  APP00O1 Apple Juice Inc New order 8745 993.60 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 05:06:46
OR0000294  HOPOO1 Hope Works (Pty) Ltd ~ New order 1234 864.00 ZAR 25/07/2019  Bianca Du Toit 1.00 15.00 10:12:42 .
1 »
Open Windows + | User:Juandak | 17/03/2021 | Version: 2.4.0.11 | Example Company

Related Topics

¢ Add a Sales Order

e Edit / Delete / View a Sales Order
¢ Print / Email a Sales Order

¢ Print Pro-Forma Invoice

e Create Sales Invoice from Sales Order

o Create New Deal Sale / Rental (creates a call)

Create New Deal Project Sale / Rental

BPO.MNU.126
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