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Customers - Credit Notes

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

SALES

CUSTOMERS - CREDIT NOTES

After a Credit Note has been created, it has to go through an approval pro-

cess which includes:

* Releasing Credit Note for Approval / Removing Credit Note from
Approval

* Approving / Rejecting Credit Note

* Print Credit Note (this step will post the transaction to Pastel)

Ribbon Access: Sales > Customers

BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — J(o J x
Equipment / Locations Contract Finance /HR Inventory i Projects { _' Sales Service Reporting Utilities

.
$|Q w 5B B0

Customers| Services Commercals | POSLite Quotes Orders Invoices Credt 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.
4. Select the row of the customer whose credit note(s) you wish to work
with.
5. Click on the Credit Notes tile.
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TECHNOLOGSTES Customers - Credit NOteS

$ - .__acm-ur&ﬁm»mvmmu»wm_v = llo x|
| @ | vome | cqupment/Locatons  Contract  Finance /AR Inventory i | Projects i Sales  Service  Reporting  Utites - @ x
= - -
O 2XG g v Sk &m0y &
Add Edit Delete Sync  View Save Layout Workspaces Hold Rl Refresh | Export Reports Print
> < Statement
‘ Format M) Status Pro g . iw;m\ M) Reports 4| Print D
z 9
Enter text to seard » . .
CustomerCode  CustomerType CustomerName Department | DeptName  SiteDescription | CustomerCreditiimit | CustomerWebsite CustomerPhoneNumber CustomerVATNo
"0 e e e e e = e o e -
Processing B cusoot RE Cash Sales Account Durban 10,000.00 000 000 0000 0000000000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 987654321
Journals DEROOL RE Derton / Technologies: Durban 250.00 www.dertonweb.co.za 031123 4785 98/7654321
OFFQOL RE Office Supplies Unimited Durban 75,000,000.00 www.cn,c0.za 031789 4561 987456321
YES001 co Young Electric Durban 100,000.00 082555555 2314687641
Gt WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561 123456789
g TIAOD1 RE Titan Group Durban 100,000.00 www.web.co.za 0318529632 123258741369
BOTO001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031789 4563 9874563201
perT SAMO01 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 1234567 123456789
DANOO1 m Danny Storm IT Cafe Durban 75,000.00 0317854785 123654789
- PANOOL RE Panda Copiers: Durban 50,000.00 031 1234567 123456789
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561 6654357155
LovorceS PINO0O1 v Pink Shoes Durban 0.00 031 456 7894 1234
HILOOOOO1  HILLCRESTP  Mary Contrary Durban 0.00 083 559 00000
2US001 RE 2ustInTime Durban 50,000.00 www.justintime.co.za 031 123 4567 123456789
Contract Invoices LIT0001 RE Littie Bee Honey Durban 0.00 www.bee.co.za 031 1234567 123456789
GREOOL RE Green Tea Supplies Durban 75,000.00 031456 7891 123456789
FINODO1 RE Fine Hair Salon Durban 0.00 www.finehar.co.za 0311234567 1234
Credit Notes BETO001 RE Betties Summer Shop at t Durban 0.00 1234
RE North WestBranch Durban 0.00 [
mdzn\ﬂm\. Durban 10,000.00 0311234567 123456789
b BIG0001 co Big Bargains Durban 10,000.00 031456 7897 123456789
Notes MANOODL RE Mandy Norton Durban 0.00 ]
DAN0OO3 m Dance Shoes Durban 0.00 123456789 -
4 — »
| User : Juandak | 03/02/2021 | Version: 2.4.0.11 | Example Company

ADD CREDIT NOTE

1. The Sales Credit Notes for Customer [Customer Code] screen will dis-

play.
2. Click on Add.

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

Customers - Credit Notes

@ | rome | Equpment/locaions  Conract  Fance /MR Inventory

Sales Credit Notes for Customer CUS001 - BPO: Version 2.4.0.11 - Example Company

[Projects  Man

Sales Service Reporting Utilities
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X

Oz X B ~»

Approval

Add Edit Delete View Release for Remove fro

® 0o [

==
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=

cject | Savelayout Workspaces

T S

otes Export | [New +| Refresh

5
&
=

CriNoteNo
Functions Mk
» CND0D0OS7

CustomerCode
o
cusoo1

CustomerName
o0
Cash Sales Account

DeptiName

CrNoteStatusDesc: CrNoteDescription Currency
o o0 o
New 01234 ZAR

ExchangeRate

100

| User:uandaK = 09/02/2021 | Version: 2.4.0.11 = Example Company

3. " The Add new Customer Credit Note screen will be displayed. " on

page 2

4. Complete the Customer Credit Note details as required.

5. Click on Related Ref tab to link any reference information related to

the Credit Note, e.g. Project Reference, Reason Code, Invoice Number

etc.

6. Click on Save to save the credit note as a New Credit Note and return

to the Sales Credit Notes for Customer screen.

E/T A system generated Credit Note Number will be issued for the Credit Note.

Credit Note

For a detailed handling of this topic refer to Credit Notes - Issue a
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TECHMNOLOGSTES

Customers - Credit Notes

$ - Add new Customer Credit lote - BPO: Version 2.4.0.11 - Example Company [(=J(B]ix
[ ‘ | Home | Equpment/locaons  Contract  Finance /MR Inventory [Projects  Mar Sales  Sevice  Reporting  Utiiites - & x
p=
Ho x = K
Save | Back Delete | Savelayout Workspaces T
Item v '
Maintain - T L 4L 2
Customer Name | Cash Sales Account Pl Reference CN90SOCSA Billing address
Contact Name | Customer Contact P Status N Branch Name p -
- Postbox No
Commercial Discount Commercial v - Date & Time 24/10/2019 v |1149:48 - Area
Salesman Joseph Timber v+
Shipping address.
Billing Customer | Cash Sales Account g * Billing Contact | Customer Contact Rl [123kingsroad ~ p |
CrNote Currency South African Rand Exchange Rate Hid pinetown
Tax Rate 15.00 - 15
Return Ttems to Store Addresses | Related Ref I v
SuppressOnPrint  ItemType  ItemCode  ItemDescription CrNoteLineDescription BatchSerialNo 4\ WarehouseName ~ Quantity  UnitCost Markup  Discount  ItemPrice B3
3 =) - -3 e -3 e e = = = = = <
» o Parts SP1020  Copier Copier Main Warehouse 1000 0.040 0000 0000 1500.. 3
B ——— —— [
. »
Comment [ Order Cancelled Sub Total 15,000.00
VAT 2,250.00
Grand Total 17,250.00

| User: Julandak | 09/02/2021 | Version: 2.4.0.11 = Example Company

EDIT CREDIT NOTE

From the Sales Credit Notes for Customer [Customer Code] screen;

Ensure that the correct Site has been selected.

e The example has Durban selected.

Ensure that the Status has been set to New.

E/] You can edit credit notes only in the New Status.

Click on Edit.

Select the row of the Sales Credit Note you wish to edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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° v Sales Credit Notes for Customer CUS001 - BPO: Version 2.4.0.11 - Example Company - Lo x
| % | Home | Equpment/locations  Contract  Finance /MR Inventory |Projects N Sales  Service  Reportng  Utiities - & x
Al = == 2 s 1
@ |4 ~ : )| & 5 W I i
O|z(X & ~ O X] = H o
Add | Edit |Delete View | Releasefor Remove from Aporo ciect | Savelayout Workspaces t dcrtiotes Bxporty/| new EW—'
Approval Approva t e ¥ ' e ¢
— — ro— dhea Status # StatusDesc o -
= N New 2 —
Links a R Released
p A Approved
CriNoteNo CustomerCode CustomerName DeptiName G D Dedined Currency Exchangel
2 P
Functions v e o I o0 Printed o =
c Canceled
E] 'CND000OS7 CUs001 Cash Sales Account: ZAR

:

| Open Windows ~ | User: JulandsK | 10/03/2021 | Version: 2.4.0.11 | Example Company

6. " The Edit Customer Credit Note - [credit note number] screen will be
displayed. " on page 2

7. You can make changes to the Heading Information, Addresses or
Related References tabs.

* For the purpose of this manual, a Reason Code has been
added to the Related Ref details.

8. You can add credit note items or delete an item from the Credit Note
Items frame.

9. Click on Save to save the changes to the Credit Note and return to the
Sales Credit Notes for Customer screen.

For a detailed handling of this topic refer to Credit Notes - Edit Credit
Note
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TECHMNOLOGSTES

Customers - Credit Notes

Edit Customer Ci

| Home | Equipment/locations  Contract  Finance /HR  Inventory

-2 O

ion 2.4.0.11 - Example Company

o

g o
X |x

/Projects

Sales  Service  Reporting  Utiities

OX {

Back Delete | Savelayout Workspaces
Item v

Customer Name Cash Sales Account
Contact Name Customer Contact
Commercial Discount Commercial
Salesman Joseph Timber

Billing Customer Cash Sales Account g

r Note Currency |South African Rand
Tax Rate 15.00 -

Reference CN9050CSA

Date & Time  24/10/2019

P
P Status N
2

Exchange Rate

15.00

Billing Contact Customer Contact

v 11:49:48

Return Items to Store

T |

ReferenceType  Referenceio

Project Refere.

Contract No

Serial No 1818-0935

Cal Reference

P Invoice No

. I Reason Code

- | workorderre

nddresse] pelatedrer |

SuppressOnPrint  ItemType  ItemCode  ItemDescription

CrNoteLineDescription

BatchSerialNo  WarehouseName  Quantity ~ UnitCost Markup  Discount  ItemPrice  Ba

v (=) - L3 o e o e . = = = = =
» j Parts SP1020 Copier Copier Main Warehouse 1.000 0.010 0,000 0.000 15,000.000
o E s — — I [|
L ]
: :
Comment | Order Cancelled Sub Total 15,000.00
VAT 2,250.00
Grand Total 17,250.00

| User: Julandak | 09/02/2021 | Version: 2.4.0.11 = Example Company

CANCEL A CREDIT NOTE

1. From the Sales Credit Notes for Customer [customer code];

Ensure that the correct Site has been selected.

3. Ensure that the Status is set to New.

e The example has Durban selected.

E/] You can cancel Credit Notes only in the New Status

4. Select the row of the Credit Note you wish to cancel.
5. Click on Delete.

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

$ - Sales Credit Notes for Customer CUS001 - BPO: Version 2.4.0.11 - Example Company Lo lloc
= % | Home | Equpment/Locations  Contract  Finance /MR Inventory |Projects N Sales  Service  Reportng  Utiities - & X
al = - 1] > Ty |
O (s = ‘ = P CEEN I
O 2|X|E ~ @ © R < " &
Add  Edit |Delete | View | Releasefor Remove from Appro ciect | Savelayout Workspaces t SendC Expor] New Ejsﬁnrh————_—'
Approval . v t ’ .
~ — dhea Status # StatusDesc o -
| E - = . “An New = —
Links x \. R Released
p A Approved
CriNoteNo. CustomerCode CustomerName DeptName CriN{ D Dedined Currency Exchangel
" P
Functions v e o I o7 ;’;’;‘Z‘Ld o =
Dmmmnn Ccuso01 Cash Sales Account MV+ ZAR
x

| User: JulandsK | 10/03/2021 | Version: 2.4.0.11 | Example Company

6. When you receive the Confirm delete Credit Note message;

* Are you sure you want to delete this quote?

7. Click on Yes.

For a detailed handling of this topic refer to Credit Notes - Cancel a
Credit Note
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$ - Sales Credit Notes for Customer CUS001 T W= 2
e Home | Equipment/locatons  Contract  Finance /HR  Inventory  Maintenance /Projects ~ Manufacturing  Procrement  Sales  Service  Reporting  Utiities - & X
) 2 R E —— z e
2 . = — = — - Y
Oz XE ~» ©O 8 0 & CH) | [osten e
Add  Edt Delete View | Releasefor Removefom Approve Reject | Savelayout Workspaces Send Cr Notes  Export | [New - Refresh
Approvl  Approva ote Criote - 0 cue
Print Current . a
Links x*
E p
CriNoteNo CustomerCode CustomerName Depthiame CriNoteStatusDesc CrNoteDescription Curency  ExchangeRate
Functions LAL: 3 L3 a0c a0 L3 i0c o0 =
CNODOD0S7 CusooL Cash Sales Account New 1234 2R 100
New CN9050CSA ZAR 1.00

» [CoREEE T (6% e
/ Confirm delete Credit Note
IR PN 0 Are you sure you want to delete this Credit Note?

O——[ =] =~

| User: Julandak | 09/02/2021 | Version: 2.4.0.11 = Example Company

Open Windows ~

The Credit Note will be removed from the Sales Credit Notes for Customer

screen.

VIEW CREDIT NOTE

1. From the Sales Credit Notes for Customer [customer code] listing

screen.
2. Ensure that the correct Site has been selected.

* The example has Durban selected.
3. Select the Status of the Credit Notes you wish to view.

@ You can view credit notes in the Released or New status.

4. Select the row of the Credit Note you wish to view.

5. Click on View.
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$ - ._—’ﬁxcmhwmcmurml-mvmmu-wm = o]l
% | Home  Equipment/locations  Contract  Finance [HR  Inventory [Projects N Ssles  Service  Reportng  Utiities - & x
= == > = |
2 o
3K e
X |E e 0 o “
Add Edt  Delete | View | Relesce for Removefiom Approve Reject | Savelayout Workspaces t SendCriotes Export/| [Released 4«.&-&.————‘.
foproval  Approval  CriNote  CrNote t ’
— — Status # StatusDesc -
i 2 R = i = = =S 1 New —
[ Links a \. R Released F
= o A Approved
CriioteNo CustomerCode CustomerName Depthame ando Dedined Currency  Exchangel
" P
Functions v o e o e 0|7 ;’;’;‘Z‘Ld o0 =
E]mmmuﬁ cusoo1 Cash Sales Account neq AR
:
| Open Windows + | User: JulandaK | 10/03/2021 | Version:2.4.0.11  Example Company

6. The View Credit Note - [credit note number] screen will display.

D No changes can be made to the information on the Credit note as this is a

View only screen.

7. Click on Back to return to the Sales Quotes for Customer screen.
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$ - . Credit Note - CNOOO0146 - BPO: Version 2.4.0.11 - Example Company = lalix
@ | vome | Equoment/locations  Contact  Finance /MR Inventory ’ [Projects  Mar Ssles  Service  Reportng  Utiities - 2 x
==
o
Back | Savelayout Workspaces
Main ‘ Format a @
Customer Name  Cash Sales Account . Reference CN90SOCSA + | Billing address
Contact Name | Customer Contact * Status N Branch Name -
Postbox No
Commercial Discount Commercial . Date & Time  24/10/2019 v |[1:99:48 Area
Salesman Joseph Timber
ittt ] e Shipping addvess
Billing Customer | Cash Sales Account *  pilling Contact |Customer Contact . —
CrNote Currency | South African Rand Exchange Rate 100
Tax Rate 15.00
Return Items to Store Addresses | Related Ref
"SuppressOnPrint  ItemType  ItemCode  ItemDescription " CrioteLineDescription BatchSerialNo  WarehouseName  Quantity  UmitCost  Markup  Discount  ItemPrice  Baj
7 o o0 o o o0 o0 o = = = = = -
» o N SP1020  Copier Copier Main Warehouse 1000 0010 0000 0000 15000.000
‘ 5
Comment [ Order Cancelled Sub Total 15,000.00
VAT 2,250.00
Grand Total 17,250.00
Open Windows = | User : JuandaK | 09/02/2021 | Version: 2.4.0.11 | Example Company

RELEASE FOR APPROVAL

1. From the Sales Credit Notes for Customer [customer code] listing
screen,
2. Ensure that the correct Site has been selected.
e The example has Durban selected.
3. Ensure that the Status has been set to New.

C/T You can release credit notes for approval only in the New status.

4. Select the row of the Credit Note you wish to release for Approval.
5. Click on Release for Approval.

@ Short cut key: Right click to display the All groups menu list. Click on Release.
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6. When you receive the Sales Credit Note - Release message to confirm;
* The credit note number [credit note number], has been

released for authorisation successfully.

7. Click on OK.

]
For a detailed handling of this topic refer to Credit Notes - Release

s - Sales Credit Notes for Customer CUS001 S
@ | Home | Equpment/Locatons  Contract  Finance [HR  Inventory e -+ et Ut - & x
a7 ) [ =2 . =N
) 2 X B f 2 % &
O XE| P & R - "B &
Add  Edit Delete View |Release for | Remove from  Aporove  Reject | Savelayout Workspaces Send Cr Notes  Export Refresh
Approval Approva te e v 0
= a

=

CriNoteNo CustomerCode CustomerName Depthame CriNoteStatusDesc CrNoteDescription Currency ExchangeRate
] o o o0 o

Functions e L3 e =
CNDDO0OS7 cusoot Cash Sales Account New 01234 R 100
[+] cvoooorss cusoot Cash Sales Account New CN90SOCSA R 100
.—P\ - Sales Credit Note - Release X
HEN

The credit note number CNOO00146, has been released for authorisation

successhully.
Open Windows + User : JulandaK | 09/02/2021 | Version:: 2.4.0.11 | Example Company

The Status for the Credit Note has changed to Released.

PLACE ON HOLD

1. From the Sales Credit Notes for Customer [customer code] listing

screen,
2. Ensure that the correct Site has been selected.

* The example has Durban selected.
3. Change the Status to Released to list all the Credit Notes that have

been Approved.
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E/j Only credit notes that have been Released can be placed on hold.

4. Select the row of the Credit Note you wish to remove from approval.

5. Click on Remove from Approval.

@ Short cut key: Right click to display the All groups menu list. Click on Remove.

6. When you receive the Sales Credit Note - Hold message to confirm;
* The credit note number [credit note number], has been

placed on hold successfully.

7. Click on OK.

]
For a detailed handling of this topic refer to Credit Notes - Place on

$ - Sales Credit Notes for Customer CUS001 =JCale=x
e Home | Equipment/Locatons  Contract  Finance /HR  Inventory  Maintenance /Projects ~ Manufacturing  Procwrement  Sales  Service  Reporting  Utiities - & x
— p - =S > o 8
@ X E \ R H & % :
O FXE |00 [/ , " &
Add et View | Release for |Remove from| Approve Reject | Savelayout Workspaces Send Cr Notes  Export Refresh
Approval | Approval | CriNote  CrNote > o Print Queue
s e Format Prir S o
Links 2 b ‘
Enter text to sear »
CrNoteNo CustomerCode Customerhame Depthame CrNoteStatusDesc CrNoteDescription Curency  ExchangeRate
Functions L e -3 W e e e =
CND0DD146 cusooL Cash Sales Account Released CN90S0CSA 28R 100

H Sales Credit Note - Hold
RS
e credit note number CNODDO146, has been placed on hold
successfully.

User : JulandaK | 09/02/2021 | Version: 2.4.0.11 | Example Company

Open Windows +

The Credit Note Status has changed to New.
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APPROVE CREDIT NOTE

1. From the Sales Credit Notes for Customer [customer code] listing
screen,
2. Ensure that the correct Site has been selected.
* The example has Durban selected.
3. Change the Status to Released.

E/j Only credit notes that have been Released can be approved.

4. Click on the row of the Credit Note you wish to approve.
5. Click on Approve Cr Note.

@ Short cut key: Right click to display the All groups menu list. Click on Approve.

6. When you receive the Input Validation message to confirm;
* Are you sure you want to Approve cr note no. [credit note
number].
7. Click on Yes.

2 —]|
For a detailed handling of this topic refer to Credit Notes - Approve
Credit Note
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TECHMNOLOGTES ( t - ( d t N t
- ustomers redi otes
® - @ > sates Credit Notesfor Customer cus001 - 570- 2 . — =
e Home | Equipment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects ~ Manufactwring  Proarement  Sales  Service  Reporting  Utiities - & X
: = " ’ og 3 e
- = B & Yl
O Z X5 @ 9|9 — e &
Add Delet=  View cieace for - Remove from | Approve | Reject | Savelayout Workspaces t  Send CrNotes  Expor] M Refresh
Approva Approval | Cr Note ] Cr Note 5 to eve
. Process ‘\ > Format . Print . G u»-\ . &
Linl a2 ‘
: CrivoteNo CustomerCode CustomerName Depthiame CrioteStatusDesc CiNoteDesription  Currency  ExchangeRate
o o o A o e e =
CN000D146 cusoot Cash Sales Account Released CN9DSOCSA R 100
.—» Input validation
AT
0 Are you sure you want to Approve cr note no. CNO000146.
A=
4

User ; Julandak | 09/02/2021 | Version: 2.4.0.11 | Example Company

The credit note Status Description has been updated to Approved.

REJECT CREDIT NOTE

1. From the Sales Credit Notes for Customer [customer code] listing

screen,
2. Ensure that the correct Site has been selected.

The example has Durban selected.

3. Change the Status to Released.

E/T Only credit notes that have been Released can be rejected.

4. Select the row of the Credit Note you wish to reject.

5. Click on Reject Cr Note.

@ Short cut key: Right click to display the All groups menu list. Click on Reject
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Customers - Credit Notes
6. When you receive the Input Validation message to confirm;

* Are you sure you want to Reject cr note no. [CNcredit

note number].
7. Click on Yes.
; . . . . . .
=IFor a detailed handling of this topic refer to Reject Credit Note
a ¥ .’——b Sales Credit Notes for Customer CUS001 =, o 3
e Home | Equipment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects ~ Manufacturing  Proarement  Sales  Service  Reporting  Utiities - & X
\ y ¢ v — 2 Ll
O 2 XEE e 9|0 &} = P N (7
Add  Edit Deletz  View slease for - Remove from Approve | Reject | Savelayout Workspaces Send Cr Notes  E: Released + | Refresh
Approva Approval Cr Note | Cr Note - = :
Maintai — — Print j’ _ Curer 7\ "y
Links a
% ® ®
CriNoteNo CustomerCode CustomerName DeptiName CrNoteStatusDesc CrNoteDescription Currency ExchangeRate
Al e 3 3 e 3 3 =
CUsoo1 Cash Sales Account Released (CN9050CSA ZAR 100

Functions
m (CN0000146

.—_——b Input validation
o>

0 Are you sure you want to Reject cr note no. CNO000146.

O— [

User ; JulandaK | 09/02/2021 | Version: 2.4.0.11 | Example Company .

Open Windows ~

PRINT CREDIT NOTE

Credit notes that have been Approved and have been Printed will be available for print-

ing.
1. From the Sales Credit Notes for Customer [customer code] screen.

2. Ensure that the correct Site has been selected.
e The example has Durban selected.

3. Select the Status you required.
* The example has Approved selected.

4. Select the row of the Credit Note you wish to print.
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5. Click on Print.
6. The Select the option as desired screen will display.

7. Select the print option you require.

A When selecting to Email Invoice, the invoice will be emailed via the

BPO Email Service on the server (not from MS Outlook).

* The example has Print Credit Note selected.

8. Click on Accept.

$ - Sales Credit Notes for Customer CUS001 —JCo
e Home | Equipment/Locatons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utiities - =
i =] > =N

© % XE R = % 5

© L N = | X \g LH Al

Add  Edt Delete  View elease for Remove from Approve Reject | Savelayout Workspaces | Print | se es Export Rsﬁash

Curre @

Links a2

Enter text to sear »

CrioteNo CustomerCode CustomerhName Depthame CriNoteStatusDesc CrNoteDescription Curency  ExchangeRate
Functions sl e e Wl e o Wl =
E] CND000117 cusoot Cash Sales Account Approved 1234 R 100
Returns
-.QSelectu.eopﬁonasdesimd<—6 — Lo jix
Home
. Accept | Cancel
_= S
— ©#rint Credit Note!
@— ) Emai Credit Note
) Print and Emal Credit Note:
Open Windows ~ User ; JulandaK | 09/02/2021 | Version: 240,11 | Example Company

9. The Tax Credit Note will display in the Preview screen.
From this screen you can make cosmetic changes to the document, as
well as Save, Print, Add a Watermark, Export or Email the Invoice.
Close this screen to return to the Sales Credit Notes for Customer

10.

11
screen.
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(B Preview 4—. )
File View Background -
Ohfilma @80 :-B8-10a a[ms -a - »r B m~a-|@

Tax Credit Note ‘
Example Company
Street No and Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
1234 1234
RegNo.: 0000000asad4521 Fax No. 03112 4545
VATNo.: 0000000 Tel No.: 031 123 4567
Sales Person : Bianca Du Toit Document it Ref. : CN0000117
Reason : Date : 16/04/2018 00:00:00
Accounf t Manager : Bianca Du Toit
Comments : Related Invoice : INV0000200
Attention: Customer Contact Billing Address : Branch Name
Cust Code: Cusoo1 Postbox No
Customer: Cash Sales Account Area
\ 0000
Tel No. : 000 000 0000 AR
Fax No. : 000 000 0000
VAT No. : 0000000000
Item Code  Item Description Quantity Unit Price  Discount %  Net Price Total
5P19-123456  SP19-12 Colour Copier 1912-102044 1.00 5,000.00 0.00 5,000.00 5,700.00;
Page1of 1 100% &) { } ®

SEND CREDIT NOTES TO PRINT QUEUE

You can send Credit Notes directly from the Print Queue from the Sales Credit Notes
for Customer screen, instead of going to the Print Queue Reprint screen. This will

enable you to forward a batch of credit notes to the customer.

1. From the Sales Credit Notes for Customer [customer code] screen,
2. Ensure that the correct Site has been selected.
* The example has Durban selected.
3. Change the Status to Printed.
4. Select the row of the credit note, or select a batch of credit notes, you

wish to send to the Print Queue.

[ ]
¢ Select a Range: Click in the row of the first credit
note. Hold down the Shift key on your keyboard and click

in the row of the last credit note in your list.
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[ |
° Select alternate Invoices: Hold down the Ctrl (Con-

trol) key on your keyboard and click in the row of each
Credit Note you want to include in the Print Queue.

5. Click on Send Cr Notes to Print Queue.
6. When you receive the Print Queue Processing message to confirm;
* The selected items have been sent to the print queue.

7. Click on OK.

@ - k_—bs;.lesc.-ean Hotes for Customer CUS001 =)=
% Home | Equipment/Locations  Contract  Finance /HR  Inventory /Projects Sales  Serviee rting  Utiities - & x
\ = == 2 ] -
X B = R B = T
O XE © R =l |Ta o
Add  Edit Delete View | Releasefor Removefrom Approve Reject | Savelayout Workspaces Send Cr Notes | Export Refresh
pproval  Approva - e - to Print Queve
Print i a
Links » .
Enter text to sea »
CriloteNo CustomerCode CustomerName Deptiiame CriNotestatusDesc CrNoteDescription Currency  ExchangeRate
Functions o Al L L3 3 e e =
0000068 cus001 Cash Sales Account Printed pos ite R 100
oweoy  ason i pred - . w0
‘____p Print Queue Processing X
T >
o The selected items have been sent to the print queue.

Open Windows

User : JulandaK | 09/02/2021 = Version : 2.4.0.11 | Example Company i

CREDIT NOTE RETURNS

Call Screen Project Screen
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Customers - Credit Notes

From the Sales Credit Notes for Customer [customer code] screen,

2. Ensure that the correct Site has been selected.

W

* The example has Durban selected.
Change the Status to Printed.

4. Select the row of the credit note you wish to view the returns for.

5. Click on the Returns tile.
® - e__>5alacmumsfwcmnmwsom-mv=muu-mmmuuu — (B (]
| | Home | Equipment /Locations Contract  Finance /HR Inventory [ Projects i Sales  Service ting  Utilities - & X
| P 4
O X E = : B @ B k16
2 X E = © R & T b= 1S
Add t  Delete  View asefor Remove flom Approve Reject | Savelayout Workspaces | Print Send CrNotes Export Refresh
; - to Print Queve ‘
intai < a Format a a Current )
Links [
S 2l HernoteNo CustomerCode Custoreriame Depthame CrNoteStatusDesc Coot=Deaciplion S Davecr il Ehon
Functions oe e Qe e e Qe e =
[+] cnooooss cusoo1 Cash Sales Account Printed posiite P
e €ND000117 cusoo1 Cash Sales Account Printed 1234 28R
Open Windows ~ | User:JulandaK | 14/10/2021 | Version: 2.5.0,4 = Example Company v2.5.0.0 4

The Returns for Sales CrNote : CR[credit note number] screen will dis-
play.

From this screen you can view any return items linked to the selected
credit note.

Click on Print to print the Parts Issue Note.

Click on Back to return to the Sales Notes for Customer screen.

For a detailed handling of this topic refer to Credit Notes - Returns
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Customers - Credit Notes

- BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =l ajlx
[Projects i Sales  Service  Reportng  Utiities - & X
&
Doche DocType EventDate PartCode PartDesc WarehouseName BinLocationName SerialNo UnitCost Quantity Value
? o o = o o o 0 ok = = =
» RE00000102 RETURN 21/04/2017 2020-147C Cyan toner SP2020 OTC_Whse_DBN OTC_Bin_DBN 147c 448.319 2.000
RE00000102 RETURN 21/04/2017 2020-147L SP2020 Clear Toner OTC_Whse_DBN OTC_Bin_DBN 400.000 1.000 I

b

Open Windows ~

| User s Julendak | 14/10/2021 | Verson: 2.5.0.4 | Example Company v2.5.0.0

MNU.061.036
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