Invoices - Send Invoices To Print Queue

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

SALES

INVOICES - SEND INVOICES TO PRINT
QUEUE

This option gives you the ability to send Invoices to the Print Queue directly
from the Sales Invoices listing screen (instead of going to the Print Queue
Reprint screen). This means that a batch of invoices can be sent to the cus-
tomer, dependent on their invoice delivery method (i.e. Print, Email or
Print/Email).

The Print Queue feature is only available from the Sales Invoices listing

screen where the status is set to Printed.

Ribbon Access: Sales > Invoices

$ - BPO: Version 2.4.0.11 - Example Company =l ol x

e i [ Locations: Contract Finance | HR Inventory Maintenance [ Projects Mar Procurement | Sales Service Reporting Utilities

¥ Q@ BEFGLE

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

1. The Sales Invoices listing screen will display.

2. Select the Site where the invoice has been created.
* The example has Durban selected.

3. Ensure that the Status is set to Printed.

FILER BY CUSTOMER

4. Start typing the name of the Customer in the filter row of the Cus-
tomer Name column, to display a list of all the Sales Invoices for the
Customer.
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Remove Filter

5. To remove the filter;
i. Use the Backspace or Delete key to remove the filter from the
Customer Name column or
ii. Click on the filter box to remove the filter and to list all the Sales

Invoices in the listing screen again.
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| é | Home | Equi [locations  Contract Finance /HR  Inventory i [Projects  Man i ent Sales Service  Repor’i - ® x
. al = =] 2 = =
Ol B 5 ® =4 () o
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Reference > To Print Queue
Links o Applied Filter : Contains([CustomerName], ‘hope’)
Enter text to search.. r
Functions | InvoiceNo  CustomerCode “WCustomerhiame DeptName  InvoiceDescription  InvoiceValue  InvoiceStat.. Currency  CrNotes
s | INv0D00S44 HOPOO1 Hope Works (Pty) Ltd PO: HW250 963.17 Printed AR
INV0000535 HOPOO1 Hope Works (Pty) Ltd test test 4,025.00 Printed ZAR CN0000143 (N)
INVODD0S30 HOPOD1 Hope Works (Pty) Ltd test 74.89 Printed ZAR
INV0D00529 HOPOO1 Hope Works (Pty) Ltd test 0.00 Printed ZAR
INVO000524 HOPQO1 Hope Works (Pty) Ltd test 14,651.95 Printed ZAR CND000139 (P)
INVODD0523 HOPOD1 Hope Works (Pty) Ltd test 14,674.90 Printed ZAR CND000138 (P)
INVO000511 HOPOD1 Hope Works (Pty) Ltd 1234 1,821.94 Printed ZAR
INVODDOS10 HOPOD1 Hope Works (Pty) Ltd 1234 1,748.00 Printed ZAR
INVODD0S09 HOPOD1 Hope Works (Pty) Ltd test 241,500.00 Printed ZAR
INVO000508 HOPOO1 Hope Works (Pty) Ltd test 920,00 Printed ZAR
INVO000502 HOPOO1 Hope Works (Pty) Ltd 1234 920,00 Printed ZAR
INVOD00S01 HOPOO1 Hope Works (Pty) Ltd Cleaning Services 575.29 Printed ZAR CN0000134 (N)
INV0000499 HOPOO1 Hope Works (Pty) Ltd Swap out Invoice 8,625.00 Printed ZAR
INVOD00498 HOPOOD1 Hope Works (Pty) Ltd test 920,00 Printed ZAR
INV00004397 HOPOO1 Hope Works (Pty) Ltd Auto Invoice 2,024.00 Printed ZAR
INVOD00496 HOPOO1 Hope Works (Pty) Ltd Auto Invoice 1,495.29 Printed ZAR
INVODD0491 HOPOO1L Hope Works (Pty) Ltd test 920,00 Printed ZAR
| | INVOD0D488 HOPOD1 Hope Works (Pty) Ltd test 17,162.60 Printed ZAR CND000136 (P)
| INV000D487 HOPDO1 Hope Works (Pty) Ltd 1234 1,840.00 Printed ZAR
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SELECT RANGE OF INVOICES

To select a range of Invoices,

1. Click in the row of the first invoice of the range.
Hold down the Shift Key and click in the row of the last invoice of the
range.

3. Click on "Send Invoices to Print Queue" on page 4.
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$ - Sales Invoices - BPO: Version 2.4.0.11 - Example Company —lla
I 7@7 | Home Equipment /Locations  Contract  Finance /HR  Inventory /Projects  Mar Sales  Service  Reportng - &
| —
O B 5§ B 8 & 8 WP 1O
Add  Ed View | Savelayout Workspaces Send Invoices | Export | printed - Refresh
> To Print Queue
intair Format ot Print Current
Links a ., Applied Filter : Contains([Customerllame], "hope’)
Functions InvoiceNo  CustomerCode | CustomerName 7 | DeptName  InvoiceDescription  InvoiceValue | InvoiceStat.. Currency  CriNotes
L o 0 hope e o - e e W
= INVODDOS44 HOPOO1 Hope Works (Pty) Ltd PO: HW250 963.17 Printed AR
INV0000535 HOPOO1 Hope Works (Pty) Ltd test test 4,025.00 Printed ZAR CND000143 (N)
INVOD00S30 HOPOO1 Hope Works (Pty) Ltd test 74.89 Printed ZAR
.——» INVOD00529 HOPOO1 Hope Works (Pty) Ltd test 0.00 Printed ZAR
INV0D00524 HOPOO1 Hope Works (Pty) Ltd test 14,651.95 Printed AR CN0000139 (P)
INV0D00523 HOPDO1 Hope Works (Pty) Ltd test 14,674.90 Printed ZAR CND000138 (P)
INVODD0511 HOPOD1 Hope Works (Pty) Ltd 1234 1,921,94 Printed AR
INVODDOS10 HOPOD1 Hope Works (Pty) Ltd 1234 1,748.00 Printed ZAR
INVOD00S09 HOPOO1L Hope Works (Pty) Ltd test 241,500.00 Printed AR
INVODOOS08 HOPOO1 Hope Works (Pty) Ltd test 920.00 Printed ZAR
INVOD00S02 HOPOO1 Hope Works (Pty) Ltd 1234 920,00 Printed R
. b 1 HOPDO1 Hope Works (Pty) Ltd Cleaning Services 575.29 Printed AR CNOD0D134 (N)
INVODD0499 HOPOD1 Hope Works (Pty) Ltd Swap out Invoice 8,625.00 Printed ZAR
INVO0D0498 HOPOO1 Hope Works (Pty) Ltd test 920,00 Printed ZAR
INV0000497 HOPOO1 Hope Works (Pty) Ltd Auto Invoice 2,024.00 Printed ZAR
INVO0D0496  HOPOO1 Hope Works (Pty) Ltd Auto Invoice 1,495.28 Printed AR
INV0000491 HOPOO1 Hope Works (Pty) Ltd test 920,00 Printed ZAR
INVOD00488 HOPOOD1 Hope Works (Pty) Ltd test 17,162.60 Printed ZAR CN0000136 (P)
INVO000487 HOPOD1 Hope Works (Pty) Ltd 1234 1,840.00 Printed AR
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SELECT INDIVIDUAL INVOICES

To select multiple Invoices,

1. Hold down the Ctrl Key and click in the row of each invoice that you

wish to include in the selection.

2. Click on "Send Invoices to Print Queue" on the next page.
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$ - Sales Invoices - BPO: Version 2.4.0.11 - Example Company —lla
| @ | vkme | Ecupment/Locatons  Contract Finance /HR  Inventory [Projects  Mar sdles  servie  Reportng - =
: ¥ = [CI] 2 — =N
o U E =] 8 E T P=- &
Add Ed Con View | Savelayout Workspaces rint | Send Invoices | Export | | printed - Refresh
> To Print Queue
Links @ .’ Applied Filter : Contains([Customerame], "hope®)
Enter te: e o
InvoiceNo  CustomerCode | CustomerName 7 | DeptName  InvoiceDescription  InvoiceValue | InvoiceStat.. Currency  CriNotes
v o o hope e o - e o W
e V0000544 HOPDO1 Hope Works (Pty) Ltd PO: HW250 963.17 Printed AR
INV0000535 HOPOO1 Hope Works (Pty) Ltd test test 4,025.00 Printed ZAR CND000143 (N)
INVOD00530 HOPOO1 Hope Works (Pty) Ltd test 74.89 Printed ZAR
INVOD00529 HOPOO1 Hope Works (Pty) Ltd test 0.00 Printed ZAR
INV0D00524 HOPOO1 Hope Works (Pty) Ltd test 14,651.95 Printed AR CNO000139 (P)
INV0000523 HOPOO1 Hope Works (Pty) Ltd test 14,674.90 Printed ZAR CNO000138 (P)
INVODDOS11 HOPOD1 Hope Works (Pty) Ltd 1234 1,921,94 Printed AR
. INVODDOS10 HOPOD1 Hope Works (Pty) Ltd 1234 1,748.00 Printed AR
INVOD00S09 HOPOOD1L Hope Works (Pty) Ltd test 241,500.00 Printed AR
INVO000508 HOPOO1 Hope Works (Pty) Ltd test 920.00 Printed ZAR
INV0000S02 HOPOD1 Hope Works (Pty) Ltd 1234 920,00 Printed ZAR
INVODD0S01 HOPOO1 Hope Works (Pty) Ltd Cleaning Services 575.29 Printed AR CND000134 (N)
INVODO0499 HOPOO1 Hope Works (Pty) Ltd Swap out Invoice 8,625.00 Printed ZAR
INV0000458 HOP0O1 Hope Works (Pty) Ltd test 920.00 Printed ZAR
INVO000497 HOPOO1 Hope Works (Pty) Ltd Auto Invoice 2,024.00 Printed ZAR
» [ INV0000496  HOPOO1 Hope Works (Pty) Ltd Auto Invoice 1,495.29 Printed AR
INV0000491 HOP0O1 Hope Works (Pty) Ltd test 920.00 Printed ZAR
INVOD00488 HOP0D1 Hope Works (Pty) Ltd test 17,162.60 Printed ZAR CNO000136 (P)
INVO0D0487 HOPOO1L Hope Works (Pty) Ltd 1234 1,840.00 Printed AR
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SELECT INDIVIDUAL INVOICE

1. Click in the row of the Invoice you wish to Send to the Print Queue.

SEND INVOICES TO PRINT QUEUE

2. Click on Send Invoices to Print Queue.
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$ - Sales Invoices - BPO: Version 2.4.0.11 - Example Company —
| @ | vkme | Ecupment/Locatons  Contract Finance /HR  Inventory [Projects  Mar sdles  servie  Reportng - =
O B § R @ E | &
Add Edi Commentand View | Savelayout Workspaces Print | Send Invoices | Export Printed ~ | Refresh
Reference > To Print Queue
Maintain 4 Format a Print Current .‘
o
Ente! o
InvoiceNo  CustomerCode | CustomerName Depthame  InvoiceDescaription  InvoiceValue | InvoiceStat.. Currency  CriNotes
Functions " o0 A0 a0 "0 LG = ol L LG
| INVO00D544 HOPDO1 Hope Works (Pty) Ltd PO: HW250 963.17 Printed ZAR
= | mwoooos43 BUIDO0L Builders Storehouse 575.00 Printed ZAR
D[NVDMBSQZ BUIDOO1 PO: 540 0.00 Printed ZAR
INV0000541 PINOOO1 PO: 23676 241,500.00 Printed ZAR
INVO000536 YES001 Young Electric teting123 2,415.00 Printed ZAR CND000144 (N)
INVOD0OS35 HOPOO1 Hope Works (Pty) Ltd test test 4,025.00 Printed ZAR CNDD00143 (N)
INV0000534 PANOO1 Panda Copiers test 190.00 Printed usp CND000145 (N)
INV0000533 PINOOOL Pink Shoes Tech 1,213.71 Printed ZAR
INVOD00S532 PINOOOL Pirk Shoes test 0.00 Printed ZAR
INV0000531 PINOOO1 Pink Shoes test 0.00 Printed ZAR
INV0000530 HOPOO1 Hope Works (Pty) Ltd test 74.89 Printed ZAR
INVOD00S529 HOPOO1 Hope Works (Pty) Ltd test 0.00 Printed ZAR
INVO000528 PINOOOL Pink Shoes Swap out Invoice 5,175.00 Printed ZAR
INV0000526 PINOOO1 Pink Shoes new copier 241,895.60 Printed ZAR
INV0000525 BIGOOO1 Big Bargains Test email 602.60 Printed ZAR
INVO000524 HOPQO1 Hope Works (Pty) Ltd test 14,651.95 Printed ZAR CND000139 (P)
INVO000523 HOPOO1 Hope Works (Pty) Ltd test 14,674.90 Printed ZAR CND000138 (P)
INV0000522 TIAOO1 Titan Group 1234 575.00 Printed ZAR
INV0000521 GETD01 Get Up and Go test 621.00 Printed ZAR
INVO000520 GET001 GetUp and Go 1234 1,104.00 Printed ZAR
INVOD00S513 GET001 GetUp and Go 1234 993.60 Printed ZAR
INV0000518 NEW102 Mew Customer test 621.00 Printed ZAR

| User : Julandak | 03/03/2021 | Version : 2.4.0.11 | Example Company

4. When you receive the Print Queue Processing message to confirm;
* The selected items have been sent to the print queue.
5. Click on OK.
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$ - Sales Invoices - BPO: Version 2.4.0.11 - Eample Company —
iri{‘ Home | Equipment/locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting - &
OO0 B B B & B B~ o
Add Edit Commentand View | Savelayout Workspaces Print  Send Invoices  Export Printed ~ | Refresh
Reference > To Print Queue
Maintain 7 For 4 Print Curre ‘
InvoiceNo  CustomerCode | CustomerName Depthame  InvoiceDesaription  InvoiceValue | InvoiceStat.. Currency  CriNotes
e +0c a0 a0 G = Al L3 A
INV0000544 HOPOO1 Hope Works (Pty) Ltd PO: HW250 963.17 Printed ZAR
INV0000543 BUIOOOL Buiders Storehouse 575.00 Printed ZAR
INV0000542 BUIOOO1 Buiders Storehouse PO: 540 0.00 Printed ZAR
INV0000541 PINOOO1 Pink Shoes PO: 23676 241,500.00 Printed ZAR
INV0000536 YESOO1 Young Electric teting123 2,415.00 Printed ZAR CND000144 (N)
INVOD00535 HOPOD1 Hope Works (Pty) Ltd test test 4,025.00 Printed ZAR CND000143 (N)
INV0000534 PAr 190.00 Printed usp CND000145 (N)
INV0000533 P! Print Queuer(esslngq—__. X 1,213.71 Printed 28R
INV0000532 P! .- o 0.00 Printed ZAR
Loy o The selected items hai been sent to the print queve. e L
INV0000530 H 74.89 Printed ZAR
INVO000529 Hi 0.00 Printed ZAR
INV0000528 P! 5,175.00 Printed ZAR
INV0000S26 P! .—> 241,895.60 Printed 28R
INV0000525 BIGOOO1 Big Bargains Test email 602.60 Printed ZAR
INV0000S524 HOPOO1 Hope Works (Pty) Ltd test 14,651.95 Printed ZAR CND000139 (P)
INVO000523 HOPOO1 Hope Works (Pty) Ltd test 14,674.90 Printed ZAR CND000138 (P)
INV0000522 TIAOO1 Titan Group 1234 575.00 Printed ZAR
INV0000521 GETD01 Get Up and Go test 621.00 Printed ZAR
INV0000520 GETOO01 Get Up and Go 1234 1,104.00 Printed ZAR
INVO000513 GET001 GetUp and Go 1234 993.60 Printed ZAR
INV0000518 NEW102 Mew Customer test 621.00 Printed ZAR
= —_ —_— —_— —_ — —
‘ Open Windows v | User : JulandaK | 03/03/2021 | Version : 2.4.0.11 | Example Company

You can now View the Invoice in the Print Queue Viewer.

Related Topics

* Print Queue Viewer

MNU.063.005
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