Customers - Invoice Delivery Method

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

SALES

CUSTOMERS - INVOICE DELIVERY METHOD

The Invoice Delivery Method defines how the system will deliver the
Invoices during the Run Print / Email Batch step of the Month End Billing
Run. The choices are EMAIL, POST (for printing), and PREM for Print and

Email.

° For Emails: Make sure that the contact you link to the delivery
method has a valid email address.
° To Print: These documents will print to the printer specified in

the Printer Service Setup.

You can link unique document sales templates to specific clients. These cus-

tom layouts need to be created in Report Designer and specified as noted

below. If templates aren't linked to a customer, the global custom layout will

be used, if it exists, else the default report will be used.

Ribbon Access: Sales > Customers

$ - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — o x
@ Equipment / Locations Contract Finance /HR Inventory [ Projects n | Sales Service Reporting Utilities

B a @ EEE L E

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

1. The Customer Listing screen will be displayed.

2. Select the Site where the customer can be located.
* The example has Durban selected.

3. Select the Status for the customer.
* The example has Active selected.

Help v2024.5.0.7/1.0 - Pg 1 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Customers - Invoice Delivery Method

4. Select the row of the customer where you wish to add an Invoice Deliv-
ery method to.
5. Click on the Invoice Delivery tile.

$ - @ customer Listing - BPO: Version 2.4.0.11 - Ecample Company (— L= =]
| @ rome | [locaons  Contract Finance /HR  Inventory M [Projects i Sdles  Service Reportng ULS — & X
OZXGE R o ) o T &
Add  Edit Delete Sync View | Savelayout Workspaces | Hold egre. Refresh | Export Reports Print
b n it Statement
Fi . Current \9 Reports 4| Print 23
CustomerCode | CustomerType  CustomerName Department  DeptName _ SiteDescription | CustomerCreditLimit  Customer\WebSite CustomerPhoneNumber
o e e e e e - e e -
cus001 RE Cash Sales Account Durban 10,000.00 000 000 0000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567
D DERDO1 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785
OFF001 RE Office Supplies Unlimited Durban 75,000,000.00 wiww.cn.co.za 031789 4561
YES001 co Young Blectric Durban 100,000.00 082555555
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561
TIADD1 RE Titan Group Durban 100,000.00 www.web.co.za 0318529632
BOT0001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031789 4563
SAMO01 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567
DANOO1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785
PANDO1 RE Panda Copiers Durban 50,000.00 031123 4567
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561
PIN0O01 o Pink Shoes Durban 0.00 031456 7894
HILO00001 HILLCRESTP Mary Contrary Durban 0.00 083559
Jusoo1 RE Just In Time Durban 50,000.00 www.justintime.co.za 031 123 4567
LIT0001 RE Little Bee Honey Durban 0.00 www.bee.co.za 031123 4567
GRE001 RE Green Tea Supplies Durban 75,000.00 031456 7891
st FINOOO1 RE Fine Hair Salon Durban 0.00 www.finehair.co.za 031123 4567
BET0001 RE Betties Summer Shop at t... Durban 0.00
biancad RE North West Branch Durban 0.00
DANGO2 m Dancing Shoes Durban 10,000.00 0311234567
BIG00O1 co Big Bargains Durban 10,000.00 031456 7897 .
‘ 3

Open Windows v

| User: JuiandaK | 20/01/2021 | Verson:2.4.0.11  Example Company

6. The Invoice Delivery Methods for Customer: [Customer Code] screen
will be displayed.

ADD DELIVERY METHOD

7. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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Open Windows ~

| User:lulandaK = 20/01/2021  Version:2.4.0.11 = Example Company

8. The Invoice Delivery Method Maintenance screen will be displayed.

SELECT CONTACT

9. Click on the search button in the Contact field.

* The Select a Contact screen will display.

10. Click on the row the invoice delivery contact you wish to add.
11. Click on OK.
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$ - @ —————> invoice Delivery Hethod Haintenance ve 0 ) — ==

e Home | Equpment/locations Contract Finance /HR  Inventory  Maintenance [Projects  Manufacturing  Procurement Sales  Service  Reporting  Ui‘S - & x

Save  Back

Contact E o o Select a Conta; — (o ][ x
Invoice Method pl= Home
P
P
A P

f
s o oo =
Back Order Ok Back Save Layout
Sales Cr Note
= &
Quote B
Order »p
CustomerCode G ParentC ContactType ContactT]
Contract Invoice »
v/ I o e 0c
Contract Cr Note o E] DER0O1 Derton / Technologies ACCOUNTS Accounts

Esc Notification DER001 Derton / Technologies
DER001 Derton / Technologies s Standard

Open Windows ~ | User:lulandaK = 20/01/2021  Version:2.4.0.11 = Example Company

SELECT DELIVERY METHOD

12. Click on the search button in the Invoice Method field.
* The Select the Customer Invoice Method screen will dis-
play.
13. Click on the row of the Invoice Method you wish to add to this cus-

tomer.
14. Click on OK.
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$ - Invoice Delivery Method Maintenance 1 - JLa
e Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporing  Ui*J IS
Save Back
I3
Contact Mike Derton pl*
Invoice Method » -
a7 Select the Customer Invoice Method — Lo J(x
Sales Invoice Ead
Back Order p
Sales Cr Note b @ @ @
Quote Save Layout
Order Fad a
Contract Invoice L
Amstsact Critots, o fidCode  |fid CodeDe.. fid Code Type
Esc Notification 7 A0 e Ls|
ol rfEman  Email Nane
POST Print None
PREM Print and E None
Open Windows | User: JulandaK | 20/01/2021 | Version: 2.4.0.11 Example Company A

SALES DOCUMENT TEMPLATES

15. If you have Client Specific Customized Sales Reports that you wish to
add to the invoice delivery method,
* Type in the name of the client specific report that you have

saved in Reports_STD for the relevant documents

SAVE DELIVERY METHOD

16. Click on Save.
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a ¥ Invoice Delivery Method Maintenance - BPO: Version 2.4.0.11 - Example Company =8 x
& | Home et L S e R e et W et e T M i [Projects 1 g Pr Sdes  Sewie  Repeim LU = O
“m
Contact [Mandy Jefferson o=
Invoice Method EMAIL R
Sales Invoice SALESINVOICE »
Back Order SALESBACKORDER P
Sales Cr Note SALESCRNOTE £
Quote 'HOPDO1_SALESQUOTE I
‘Order SALESORDER P
Contract Invoice CONTRACTINVOICE BaseCurrency R
Contract Cr Note tONTRACfCRNOTE R
Esc Notification
| Open Windows ~ | User:lulandaK = 20/01/2021  Version:2.4.0.11 = Example Company

VIEW DELIVERY METHOD

17. The names of the client specific reports you have added can now be

viewed in the Invoice Delivery Method Maintenance screen.
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Invoice Delivery Methods for Customer : HOPOO1 - BPO: Version 2.4.0.11 - Example Company [—=Jl B ) x
- & X

| Equ [locations  Contract  Finance (HR  Inventory [Projects  Manufacturi Sdes Service Reporting  Ui‘i

E QY o
- al 4 N §

QX0 ®| &
Add Edit Delete Back Save Layout Workspaces | Refresh

Format

InvoiceMethod SalesinvoiceTemplate BackOrderTemplate SalesCrNoteTemplate QuoteTemplate OrderTemplate ContractinvoiceTemplate ContractCrNoteTemp)
v e W o o ol o e e
» |EMAIL SALESINVOICE SALESBACKORDER SALESCRNOTE HOP001_SALESQUOTE SALESORDER CONTRACTINVOICE BaseCur... CONTRACTCRNOTE

L

Open Windows ¥ | User:JulandaK | 20/01/2021 | Version: 2.4.0.11 = Example Company

EDIT/VIEW DELIVERY METHOD

The edit option will give you access to view the Invoice Delivery Method as

well as allow you to edit the existing Invoice Delivery Method information.

SELECT CUSTOMER

1. From the Customer Listing screen,
2. Select the Site of the customer you wish view or edit an invoice deliv-
ery method of.
e The example has Durban selected.
3. Select the Status of the customer.
* The example has Active selected.
4. Select the row of the customer where you wish to edit an Invoice Deliv-

ery method.
5. Click on the Invoice Delivery tile.
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$ - Q——bnmuisﬁm-mvmmu»mmﬂemw

| @ | rome | [locations  Contract  Finance [HR  Inventory [Projects  Man Seles  Service Reportng Uit x
’ A ad = S A = >
Xo 5 R e "D &
Add  Edit Delete Sync View | Savelayout Workspaces = Hold Export Reports Print
% = Statement
Print 3

Links i 3

Enter te: p
CustomerCode CustomerType CustomerName Department DeptName ' SiteDescription | CustomerCreditlimit CustomerWebsSite CustomerPhoneNumber
'3 e "0e e e e = 0 e
CUs001 RE Cash Sales Account Durban 10,000.00 000 000 0000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 0311234567
DERO01 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785
OFF001 RE Office Supplies Unlimited Durban 75,000,000.00 www.cnn.co.za 031789 4561
YES001 co Young Electric Durban 100,000.00 082555555
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561
TIADD1 RE Titan Group Durban 100,000.00 www.web.co.za 0318529632
BOT0001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031789 4563
SAMOD1 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567
DANOD1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785
PANDO1 RE Panda Copiers. Durban 50,000.00 031 123 4567
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561
PINO0O1 GV Pink Shoes Durban 0.00 031456 7894
HIL000001 HILLCRESTP  Mary Contrary Durban 0.00 083 559

B anarcial JUs001 RE JustIn Time Durban 50,000.00 www.justintime.co.za 031123 4567
LIT0001 RE Little Bee Honey Durban 0.00 www.bee.co.za 031 123 4567
GREDO1 RE Green Tea Supplies Durban 75,000.00 031456 7891
st FINODO1 RE Fine Hair Salon Durban 0.00 www.finehair.co.za 031123 4567

BET0001 RE Betties Summer Shop at t... Durban 0.00
biancad RE North West Branch Durban 0.00
DAN0D2 m Dancing Shoes Durban 10,000.00 031 123 4567
BIG00O1 co Big Bargains Durban 10,000.00 031 456 7897

| User: JulandeK | 20/01/2021 | Version: 2.4.0.11 = Example Company .

6. The Invoice Delivery Methods for Customer: [Customer Code] screen

will be display

ed.

7. The names of the client specific reports can be viewed in the data grid.

SELECT DELIVERY METHOD

8. Click on the row of the invoice delivery method that you wish to edit

the details of.
9. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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a ¥ Invoice Delivery Methods for Customer : HOPOO1 - BPO: Version 2.4.0.11 - Example Company =8 x
% Home | Equipment [Locations Contract Finance (HR  Inventory [Projects | i Pr Sales Service Reporting  Ui’j - & X

Olz|lx0 B B o

Add Edit |Delete Back Save Layout Workspaces | Refresh

InvoiceMethod SalesInvoiceTemplate BackOrderTemplate SalesCrioteTemplate QuoteTemplate OrderTemplate ContractinvoiceTemplate ContractCrNoteTemp)
v e W o o ol o o e
DEMAD. SALESINVOICE SALESBACKORDER SALESCRNOTE HOPO01_SALESQUOTE SALESORDER CONTRACTINVOICE BaseCur... CONTRACTCRNOTE

| Open Windows ~ | User:lulandaK = 20/01/2021  Version:2.4.0.11 = Example Company

10. The Invoice Delivery Method Maintenance screen will be displayed.

VIEW DELIVERY METHOD

11. Here you can view the Invoice Delivery Method details for the Cus-

tomer.
12. If you do not need to make any changes to the information, click Back

to return to the Customer Listing screen.

EDIT DELIVERY METHOD

13. Make the necessary changes to the Invoice Delivery Method inform-

ation as required.
* The Invoice Method for the Customer in this image has been

edited from Email to Print and Email.
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SAVE CHANGES

14. Click on Save to update the change(s) made.

$ - @__—plnwic:nciuryncumdnainlmme-mvmmu-mmmm = Jla ]l x
| % Home i [locations  Contract  Finance /HR  Inventory i [Projects B L Pr Seles  Service  Reportng  ULtJ - & x
save | Back 4‘_@
@
- ——
é Contact Mandy Jefferson P =
Invoice Method [Brint and Emai Sle———©@
Sales Invoice SALESINVOICE P
Back Order SALESBACKORDER »
Sales Cr Note SALESCRNOTE p
Quote HOPOO1_SALESQUOTE
Order SALESORDER £
Contract Invoice CONTRACTINVOICE BaseCurrency 2
Contract Cr Note CONTRACTCRNOTE R
Esc Notification
i Open Windows v | User : JulandaK = 20/01/2021 = Version: 2.4.0.11 Example Company o

15. The changed information can be viewed in the Invoice Delivery Meth-

ods for Customer: [Customer Code] screen.
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a ¥ Invoice Delivery Methods for Customer : HOPOO1 - BPO: Version 2.4.0.11 - Example Company =8 x
| @ | Home | Equpment/Locstons  Contract Finance /MR Inventory [Projects 1 g Pr Sees  Sevce Reportng Ui - B X
@l 4 N (=] <
7 (i Y
O XO R 2
Add Edit Delete Back Save Layout Workspaces | Refresh
Proe Fi ~ |
InvoiceMethod SalesInvoiceTemplate BackOrderTemplate SalesCrNoteTemplate QuoteTemplate OrderTemplate ContractinvoiceTemplate ContractCriNoteTemp)
v o0 e 0 B o0c o0 “0c A
R |suesmvorce SALESBACKORDER SALESCRNOTE HOPOO1_SALESQUOTE SALESORDER CONTRACTINVOICE BaseCur... CONTRACTCRNOTE
i
| Open Windows ~ | User:lulandaK = 20/01/2021  Version:2.4.0.11 = Example Company

DELETE DELIVERY METHOD

A In order to add a new delivery method, you need to remove the existing delivery
method first.

=

From the Customer Listing screen,
2. Select the Site where the customer can be located.
* The example has Durban selected.
3. Select the Status for the customer.
* The example has Active selected.
4. Click on the row of the customer you wish to delete the Invoice Deliv-
ery method of.
5. Click on the Invoice Delivery tile.
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$ - Customer Listing - BPO: Version 2.4.0.11 - Example Company [=Jlajix_
-] | Home | [locations  Contract  Finance [HR  Inventory [Projects  Man Sales  Service  Reporting Ui - & x
- ren o -
OZXGE ®| e b & R &
Add  Edit Delete Sync View | Savelayout Workspaces & Hold 9// m Refresh apm Reports Print
Wl n Statement
- — | T .
Links i 3
- CustomerCode CustomerType CustomerName Department DeptName  SiteDescription | CustomerCreditLimit  CustomerWebsite CustomerPhoneNumber
¥ |l e e e e e = 0 e
CUS001 RE Cash Sales Account Durban 10,000.00 000 000 0000
HOP0O1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567
DERO001 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785
OFF001 RE Office Supplies Unlimited Durban 75,000,000.00 www.nn.co.za 031789 4561
YES001 co ‘YYoung Electric Durban 100,000.00 082555555
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561
Dmﬂbi RE Titan Group Durban 100,000.00 www.web.co.za 0318529632
BOT0001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031789 4563
SAMO01 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567
DANOO1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785
PANDO1 RE Panda Copiers Durban 50,000.00 031123 4567
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561
PINO0O1 GV Pink Shoes Durban 0.00 031 456 7894
HILO0D0O1 HILLCRESTP  Mary Contrary Durban 0.00 083559
Commerdal Details JUsoo1 RE Just In Time Durban 50,000.00 www.justintime.co.za 031 123 4567
LIT0001 RE Little Bee Honey Durban 0.00 www.bee.co.za 031123 4567
GRE001 RE Green Tea Supplies Durban 75,000.00 031456 7891
[ FINOOO1 RE Fine Hair Salon Durban 0.00 www.finehair.co.za 031123 4567
BET0001 RE Betties Summer Shop at t... Durban 0.00
biancad RE North West Branch Durban 0.00
DANOD2 m Dancing Shoes Durban 10,000.00 031123 4567
BIG0001 <o Big Bargains Durban 10,000.00 031 456 7897

| User:JulandaK | 20/01/2021 | Version: 2.4.0.11 = Example Company

6. The Invoice Delivery Methods for Customer: [Customer Code] screen
will open.

7. The current delivery method row will already be selected.

8. Click on Delete.

@ Short cut key: Right click to display the Process menu list. Click on Delete.

6. When you receive the Delete Invoice Delivery Method message con-
firming;
* Are you sure you want to delete this Invoice Delivery
Method?
7. Click onYes.
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$ - Invoice Delivery Methods for Customer : TIAOO1 - 5P0: Version 2.4.0.11 - Example Company (=JEdE=d
\T\ Home | Equi [locations  Contract  Finance /HR  Inventory ) [Projects ¥ Soles  Service  Reporting  Ui) - & x
= ] - =
O X0 = &
Add  Edit | Delete | Back | Savelayout Workspaces | Refresh
Proce: 4 e Format -3
BackOrderTemplate SalesCrNoteTemplate QuoteTemplate OrderTemplate ContractinvoiceTemplate ContractCrNoteTemp)
v e Qe e o ol ol e 0

EMAIL SALESINVOICE SALESBACKORDER SALESCRNOTE SALESORDER CONTRACTINVOICE BaseCur... CONTRACTCRNOTE

Delete Invoice Delivery Method <—°

0 Are yousire you want to defSie thes Invoice Defivesy Method?

»

| User:JulandaK | 20/01/2021 | Version: 2.4.0.11 = Example Company .

11. The Invoice Delivery Method will be removed from the screen.
12. You can now follow the process to "Add Delivery Method " on page 2

for the customer as set out above.
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S - Invoice Delivery Methods for Customer : TIAOO1 - BPO: Version 2.4.0.11 - Example Company [=Jla ]l x]

Equipment /Locatons  Contract  Finance /HR  Inventory  Maintenance [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x

X0 BH B &

| @ |
Add

Edit Delete Back | Savelayout Werkspaces | Refresh
‘Pﬁh@ug Format b R &
BadkOrderTemplate SalesCrNoteTemplate | QuoteTemplate OrderTemplate ContractinveiceTemplate ContractCrioteTemplate
¢ o o o O o3 o0 B o
‘ ,
Open Viindows + | User: AbigailM | 25/02/2021 | Version : 2.4.0.11 | Example Company

MNU.061.010
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