Customers - Send Invoices to Print Queue

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

SALES

CUSTOMERS - SEND INVOICES TO PRINT
QUEUE

You can send Invoices directly to the Print Queue directly from the Customer
screen, instead of having to go to the Print Queue Reprint screen. You can
therefore forward a batch of invoices to the customer, dependant on their

invoice delivery method, for instance Print, Email or Print/Email.

Print Queue is only available in the Sales Invoices for Customer screen
where the Status is set to Printed.

Ribbon Access: Sales > Customers
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1. The Customer Listing screen will be displayed.
2. Select the Site where the Customer is located.

* The example has Durban selected.

E/T Note that you do not need to select a specific Site at this point

as you will be able to do so in the next screen.

3. Select the Status.

* The example has Active selected.
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4. Select the row of the Customer whose invoice(s) you wish to send to
the Print Queue.
5. Click on the Invoices tile.
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CustomerCode  CustomerType | CustomerName Department DeptName  SiteDescription | CustomerCreditiimit  CustomerWebSite
o e W@ o Wb = o0
RE Cash Sales Account Durban 10,000.00
RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za
RE Derton / Technologies Durban 250.00 www. dertorweb. co.za
RE Office Suppiies Unlimited Durban 75,000,000.00 www.cnn.co.za
co Young Electric Durban 100,000.00
RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za
RE Titan Group Durban 100,000.00 www.web.co.za
m Bothas Networking inc Durban 50,000.00 www.web.co.za
RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za
m Danny Storm IT Cafe Durban 75,000.00
RE Panda Copiers Durban 50,000.00
m Hack PC - IT Shop Durban 0.00
] Pink Shoes Durban 0.00
HILLCRESTP  Mary Contrary Durban 0.00
RE Just In Time Durban 50,000.00 www.justintime.co.za
RE Little Bee Honey Durban 0.00 www.bee.co.za
RE Green Tea Supplies Durban 75,000.00
RE Fine Hair Salon Durban 0.00 www.finehair.co.za
RE Betties Summer Shop at t.. Durban 0.00
RE North West Branch Durban 0.00
m Dancing Shoes Durban 10,000.00
co Bia Baraains Durban 10.000.00

CustomerPhoneNumber | CustomerV)
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000 000 0000
031 123 4567
031123 4785
031 789 4561
082555555
031789 4561
031852 9632
031789 4563
031 123 4567
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031 123 4567
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031456 7894
083 559
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| User : JuandsK | 26/05/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0

6. The Sales Invoices for Customer [customer code] screen will be dis-

played.

7. The Invoices listed in the data grid have been filtered using the Status

and Site filter from the previous screen.

8. Use the Site filter on this screen if the selected customer has multiple

sites, to select an alternative site.

Help v2024.5.0.7/1.0 - Pg 2 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Customers - Send Invoices to Print Queue

$ - e—psdsnmmcmumpmvmma-mmum (= JCa (]
> § 7Um i flocations ~ Contract  Finance /HR  Inventory intenance /Projects  Mar L Sales  Service Reporting  Utiities - &® x
) = = 3, |
Add Edt  Commentand View Save Layout Workspaces Print  Send Invoices Export Refresh
Reference = To Print Queue
Maintain s Format s Print 4 Current 4 L
Links n G
S e a InvoiceNo  CustomerCode  CustomerName Deptame  InvoiceDescription | InvoiceValue  InvoiceStat.. |Currency  CrNotes CrTotal
Functions v 0 0 o0 -3 = e o e =
» [mvo000473 pERO01 Derton /Technologi... Auto Invoice 920.00 Printed R o
INV0000432 DER001 Derton / Technologi.. test 6,210.00 Printed ZAR 0.
INV0000428 DEROO1 Derton / Technologi... 1234 621.00 Printed R 0.0
INVO000370 DEROO1 Derton [ Technologi.. 1234 180.00 Printed ZAR 0.
INV0000344 DER0O1 Derton / Technologi.. Multiple C Class Re.. 805.00 Printed 28R CNODD0O79 (P) 805.0
INVO000343 DER0D1 Derton [ Technologi.. Multiple B dass Ret... 230.00 Printed ZAR CNDD00O7S (P) 230.0
INVO000342 DEROO1 Derton / Technologi.. Multiple A dass 10,350.00 Printed ZAR CN0000077 (P) 10,350.C
INVO000341 DER0D1 Derton / Technologi... A,B,C Retumn 5,692.50 Printed ZAR CNOD0DO76 (P) 5,692.1
INV0000336 DER0O1 Derton / Technologi.. Return - WO 5,175.00 Printed Z4R CNO00DO71 (P) 5,175.0
a INV0000335 DER001 Derton / Technologi. WO Return 5,175.00 Printed ZAR CNOO00O70 (P) 5,175.
INVO000334 DEROO1 Derton [ Technologi.. 615.60 Printed ZAR 0.0
INV0000330 DER0O1 Derton / Technolog... pos diff customer 1 2,053.20 Printed AR 0.t
DER001 Derton / Technologi.. pos diff customer 1,095.60 Printed ZAR 0.
INV0000320 DEROO1 Derton / Technologi.. retest 478.80 Printed R CN0000059 (N) 478.¢
INV0000247 DEROD1 Derton / Technologi Housing Project 11,066.55 Printed 28R 0.t
INV0000237 DER0O1 Derton / Technolog... Auto Invoice 1,376.55 Printed R 0.t
INV0000235 DER0O1 Derton / Technologi.. Auto Invoice 184,45 Printed Z0R 0.
INVO000208 DEROO1 Derton [ Technologi.. Short Term Contra. 285.00 Printed ZAR 0.
INVO000163 DER0D1 Derton / Technologi... Short Term Contra... 228.00 Printed ZAR 0.0
| INV0000160 DERODY Derton [ Technologi.. test cross referen. 1,000.00 Printed ZAR CNODD0D34 (P) 1,000.0 _
«
Open Windows v | User:JulandakK | 13/09/2021 = Version: 2.5.0.4 | Example Company v2.5.0.0 4

9. If you have updated the Site from this screen, then the screen will
refresh to display all the invoices linked to the Site.
10. Select the row(s) of the invoice(s) that you wish to send to the Print
Queue.
* You can select multiple invoices from this screen to send to

the print queue.

For a detailed handling of this topic refer to BPO2 Controls and Func-

tions

11. Click on Send Invoices To Print Queue.
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$ = Sales Invoices for Customer DERDO1 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=Jtajtx]
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—== = ? InvoiceNo  CustomerCode  CustomerName DeptName  InvoiceDescription | InvoiceValue  InvoiceStat.. Currency  CriNotes CrTotal
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»4INV0000473 DERQO1 Derton / Technologi... Auto Inveice 920.00 Printed ZAR 0.
INV0000432 DER001 Derton [ Technologi.. test 6,210.00 Printed AR 0.
INV0000428 DEROO1 Derton / Technologi... 1234 621.00 Printed ZAR 0.
INV0000370 DEROO1 Derton [ Technologi.. 1234 180.00 Printed ZAR 0.
INV0000344 DEROD1 Derton / Technologi... Multiple C Class Re... 805.00 Printed MR CNODODO79 () 805.
INVD000343 DER0D1 Derton [ Technologi.. Multiple B dass Ret... 230.00 Printed ZAR CN0000078 (P) 230.(
imumm DEROO1 Derton f Technologi... Muitiple A dass 10,350.00 Printed ZAR CN0000077 (P) 10,350.¢
INVO000341 DERQD1 Derton / Technologi... A,B,C Retumn 5,692.50 Printed ZAR CNOD0DO76 (P) 5,692.%
INV0000336 DER001 Derton / Technologi... Return - WO 5,175.00 Printed R CNO00D071 (P) 5,175.0
INVO000335 DER001 Derton / Technologi... WO Return 5,175.00 Printed ZAR CNDOODO70 (P) 5,175.0
;NVDBODBEH DER001 Derton [ Technologi.. 615.60 Printed ZAR 0.C
INV0000330 DER0O1 Derton / Technologi... pos diff customer 1 2,053.20 Printed ZAR 0
INVO000329 DER001 Derton / Technologi.. pos diff customer 1,095.60 Printed AR o
INV0000320 DEROO1 Derton / Technologi.. retest 478.80 Printed ZAR CND000059 (N) 478.¢
INV0000247 DEROD1 Derton / Technologi Housing Project 11,066.55 Printed 28R 0.t
INV0000237 DER0O1 Derton / Technologi... Auto Invoice 1,376.55 Printed AR 0
INVO000235 DER0O1 Derton / Technologi.. Auto Invoice 184.45 Printed AR 0.
1INV0000208 DEROO1 Derton [ Technologi.. Short Term Contra.. 285.00 Printed ZAR 0.C
INV0000163 DER0D1 Derton / Technologi... Short Term Contra... 228.00 Printed ZAR 0.0
INV0000160 DER001 Derton [ Technologi.. test cross referen.. 1,000.00 Printed AR CND00DO34 (P) 1,000. _
“« »
Open Windows v | User: JulandaK | 13/09/2021 @ Version:2.5.0.4 | Example Company v2.5.0.0

12. When you receive the Print Queue Processing message to confirm
that;
* The selected items have been sent to the print queue.
13. Click on OK.
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. ¥ Sales Invoices for Customer DEROO1 - 5P0: Version 2.5.0.4 - Example Company v2.5.0.0 =& J(3x ]
| @ | Home | [locations  Contract  Finance /HR  Inventory  Mai [Projects  Manufacturing  Pr Ssles  Service  Reporting  Utiities - & x
% 2) §
=& 2 B B . S
View | Savelayout Workspaces | Print  SendInvoices Export Refresh
= To Print Queue
4 Format 4 Print 4 Current P ad
InvoiceNo  CustomerCode | CustomerName Deptame  InvoiceDescription | InvoiceValue  InvoiceStat.. |Currency  CrNotes CrTotal
o Qe o o e = o o o = a
INV0000473 DERQO1 Derton / Technologi... Auto Inveice 920.00 Printed ZAR 0.
INV0000432 DER001 Derton / Technologi.. test 6,210.00 Printed 4R 0
INV0000428 DEROO1 Derton / Technologi... 1234 621.00 Printed ZAR 0.0
INV0000370 DEROO1 Derton [ Technologi.. 1234 180.00 Printed ZAR 0.
INVO000344 DER001 Derton / Technologi... Multiple C Class Re... 805,00 Printed Z8R CNDOODO7S (P) 805.C
INVD000343 DER0D1 Derton / Technologi.. Muitiple B dass Ret... 230.00 Printed ZAR CN0000078 (P) 230.(
INVO000342 DER001 Print Queue Processing 4——‘@ X | Printed ZAR CN0000077 (P) 10,350.¢
INV0000341 DEROD1 L7 Printed ZAR CNOD00076 (P) 5,692.%
INV0000336 DEROD1 L Printed R CNO00D071 (P) 5,175
INV0000335 DEROD1 0 The selected items have been sent to the print queue. Printed R CNDOOO70 (P) 51754
INV0000334 DEROO1 Printed ZAR 0.C
INV0000330 DER0O1 Printed R 0
INV0000329 DER0O1 @—b Printed ZAR 0.
INV0000320 DEROO1 Printed R CN0000059 (N) 478.¢
INVO000247 DERO01 Derton / Technologi. Housing Project 11,066.55 Printed AR 0.0
INV0000237 DERQOL Derton / Technolog... Auto Invoice 1,376.55 Printed R 0.
INV0000235 DER0OL Derton / Technologi.. Auto Invoice 184.45 Printed Z0R 0.
1INV0000208 DEROO1 Derton [ Technologi.. Short Term Contra.. 285.00 Printed ZAR 0.C
INV0000163 DER0D1 Derton / Technologi... Short Term Contra... 228.00 Printed ZAR 0.0
INV0000160 DER0O1 Derton / Technologi.. test cross referen. 1,000.00 Printed 28R CNO00DO34 (P) 1,000.C _
« »
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You may now view the Invoice(s) in the Print Queue Viewer.

Related Topics
* Print Queue Viewer

MNU.061.002
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