Print ProForma Invoices

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

SALES

INVOICES - PRINT PROFORMA INVOICES

Where payment is required before an item or service is rendered, a Pro-

forma Invoice can be raised for client payment.
This process can only be done from the Sales Orders listing screen.
You can print a New Proforma Invoice or a Copy - Proforma Invoice.

See also Orders - Print Proforma Invoice .

Ribbon Access: Sales >Orders

a L BPO: Version 2.4.0.11 - Example Company - J.a )L 3¢

$ joment [Locations  Contract  Finance /HR  Inventory __ Maintenance /Projects  Manul Proarement | Sdles | Servie  Reporfing  Utiites

$ A 0 % BEFGLEE

Customers Services Templates Commerdals | POSLlite Quotes Orders |Inveices| Credit Statement
Notes Run

1. The Sales Orders listing screen will display.
2. Select the Site where the invoice was created.
* The example has Durban selected.
3. For printing a New ProForma Invoice ensure that the Status is set to
New Order.

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

CO3 Technologies (Pty) Ltd © Company Confidential


#$$xref$$_260

TECHNoLOSTeS Print ProForma Invoices

$ - — - BPO: Version 2.4.0.11 - Example Company
@ | rome | Eupment/Locatons  Contract  Finance /MR Inventory JProjects Manufactur Sdes  Service  Reporting  Utiltes
Al " = P M a | [——] 2 2 -
OXE © & © & ®| & &
Add Edit Delete  View Forward Create  Create  AddItems NewDeal | Savelayout Workspaces | PrintSales Print Proforma
Invoice NewDeal toWO Project > Order Invoice
Maintair 4| Navigati... 4 Process “ Forma ‘ Prin
OrderNo CustomerCode | C o Desc OrderDescipton | OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate OrderTme  DeptCode  De
AL ; O o0 [ [ = e = e - — o0 o =
1 ORO0000206 HOPOO1 Hope Works (Pty)Ltd ~ New order Test 984.96 ZAR 03/08/2017  Bianca Du Toit 1.00 14.00 01:06:12
OR0000207  NETO01 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 1.00 1.00 11:48:45
OR0000218  TINOOL Tinas Coffee Shop New order test 24,071.10 ZAR 14/08/2017  Bianca Du Toit 1.00 1.00 11:18:17
‘OR0000220  BET0001 Betties Summer Shop New order 1234 23,029.07 ZAR 21/08/2017  Bianca Du Toit 100 14.00 11:49:29
OR0000221  HOPOO1 Hope Works (Pty)Ltd ~ New order 4,745.59 ZAR 04/09/2017  Bianca Du Toit 100 14.00 14:49:36
'ORD000222  SAMOO1 Samanthas Diner New order test 402.85 USD 04/09/2017  Bianca Du Toit 10.00 0.00 02:50:18
‘OR0000224  JOEQ001 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 100 14.00 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  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  DERO01 Derton / Technologies ~ New order 6,119.52 ZAR 21/05/2018  Bianca Du Toit 1.00 14.00 14:16:30
OR0000279  APPOOO1 Apple Juice Inc New order C copy Test source 8194 ZAR 08/01/2019  Belinda Sharman 1.00 15.00 16:56:08
'OR0000281  TIAOOL Titan Group New order Copy of test 920.00 ZAR 09/01/2019  Bianca Du Toit 1.00 15.00 16:47:51
ORDO00282  HOPOO1 Hope Works (Pty)Ltd  New order 1234 920.00 ZAR 09/01/2015  Bianca Surend... 100 15.00 04:48:13
'OR0000283 HOPOOL 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 09/01/2019  Bianca Surend.. 100 15.00 04:51:52
/OR0000285  BEAOO1 Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:58:22
ORD00D0286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2019  Bianca Surend.. 1.00 15.00 04:59:34
‘OR0000287  APPO0O1 Apple Juice Inc New order 8745 993.60 ZAR 09/01/2019  Bianca Surend... 100 15.00 05:06:46 .
‘« »
Open Windows ~ | User s JdendaK | 02/03/2021 | Version : 24.0.11 | Example Company /|

PRINT PROFORMA INVOICE - NEW

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

|

¢ Print Invoice will open the Invoice in Report Preview
to view, print, export or email.
|

¢ Email Invoice will attach documents, add recipients,

the system will create a .pdf and email the Invoice.

[
° Print and Email Invoice will display both the Report

Preview and Email screens.

PRINT PROFORMA INVOICE

7. Click on the Print Order radio button.
8. Click on Accept.
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== Print ProForma Invoices

® - Sales Orders - #P0: V 24 le Company —J(a
7{ Home | Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utilities - F X
@ f@’; x % \ 47 3 L; ﬁq @ I:JLI E Q ﬁ ”Ea Durban - 1@;
Add  Edt Delete View | Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales [PrintProformal Export | |mew order «| Refresh
Invoice NewDeal toWO  Project v Order Invoice
, Maintair .| Navigati... . Process ] Format “ Print \ a Current . ad
[ )
OrderNo CustomerCode G o Desc OrderDescripon |  OrderValue  Currency OrderDate  SalesmanName ExchangeRate TaxRate OrderTme  DeptCode  Dey
o e o0 e o = e = e - - e e -
OR0000206  HOPOOL Hope Works (Pty)Ltd  New order Test 984,96 ZAR 03/08/2017  Bianca Du Toit 100 14.00 01:06:12
ORD000207  NET0O1 Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit 100 1400 01:10:42
ORD000212  HOPOO1 Hope Works (Pty) Ltd ~ New order 1234 628.27 ZAR 07/08/2017 _ Bianca Du Toit 1.00 1.00 11:48:45
OR0000218  TINOOL Tinas Coffee Shop New order] 35 Select the option as desired | =/l B8 || X |fabuToit 1.00 1.00 11:18:17
'OR0000220  BET0001 Betties Summer Shop ... New ordenll ome ‘ fca Du Toit 1.00 14.00 11:49:29
OR0000221  HOPDO1 Hope Works Pty) Ltd  Neworded[  ——| .= fca Du Toit 100 1400 14:48:36
ORD000222  SAMOO1L Samanthas Diner New order “ 0 kca Du Toit 10.00 0.00 02:50:18
OR0000224  JOE0001 Joes Carpentry Shop  New order}| Accept | Cancel Jca DuToit 100 1400 08:57:54
OR00D0243  HOPDOL Hope Works (Pty) Ltd  New ordet \' /fea DuToit 100 1400 11:39:12
ORD000244  HOPOO1 Hope Works (Pty) Ltd  New orde: = 2 e puto 100 1500 10:18:06
ORDOD0251  HOPOO1 Hope Works (Pty) Ltd  New ordes lca Du Toit 100 15.00 02:58:25
OR0000257  DEROO1 Derton / Technologies  New orde: Ica Du Toit 100 14.00 14:16:30
OR0000279  APPOOO1 Apple Juice Inc New orde hda Sharman 1.00 15.00 16:56:08
OR0000281  TIAOD1 Titan Group New order § kca Du Toit 100 1500 16:47:51
ORD000282  HOPOOL Hope Works (Pty) Ltd  New ordes O Email Order \ca Surend... 100 1500 04:43:13
OR0000283  HOPOOL Hope Works (Pty)Ltd  New order © Print and Email Order Ica Surend... 100 1500 04:50:21
OR0000284  HOPOOL Hope Works (Pty)Ltd  New order lca Surend... 100 1500 04:51:52
ORD0D0285 ~ BEAOD1 Bearing and Shoe New order Zfca surend.. 100 1500 04:58:22
ORDOD0286  BEAOD1L Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2019  Bianca Surend.. 100 15.00 04:59:34
OR00D0287  APPODOL Apple Juice Inc New order 8745 993.60 ZAR 09/01/2019  Bianca Surend... 100 1500 05:06:46 .
‘ »
Open Windows ~ | User: JulandaK | 02/03/2021 | Version : 2.4.0.11 | Example Company 4

9. The Report Preview screen will display.

@ The header reads Proforma Invoice. The first time a proforma invoice is

printed, it will state Proforma Invoice. Each time thereafter, it will state Copy -

Proforma Invoice.

10. From the preview screen you can make cosmetic changes to the doc-
ument, as well as Save, Zoom, Add a Watermark, Export or Email the
Proforma Invoice.

11. Close the Report Preview screen when done.
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Print ProForma Invoices

Grevene— @ o el |
File View Background -
Oa i[mA 680 - 5 0aws & - BB - = c-|[o]e

Proforma Invoice
Example Company
StreetNo and Road Name POBox1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asad521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 031123 4567
(U b s
Date = 03/08/2017 00:00:00
Sales Person: BiancaDu Toit Your Ref : Test
P — Contract Person Ship Contact : Contract Person
Billing PO Box 7452 Shipping HOPOO1 - Hope Warks (Pty) Ltd
Address : Forest Hills Address : Plot 91 Leaf Road
New Town LeafHills
1234 Pink Town
1234
Customer : HOPOO1 - Hope Works (Pty) Ltd
Tel No. : 031 123 4567 Tel No. : 031 123 4567
Fax No.: Fax No.:
VAT No. : 987654321 Email =
Item Code Item Description Quantity Unit Price  Discount % Net Price Total
DEL Delivery Fee 1.00 960,00 10,00 864.00 984.96
Page 10f 1 100% (= { } )

12. You will return to the Sales Orders listing screen.

VIEW PRINTED PROFORMA

13. The sales order that you have printed will no longer be available in the
New order Status. Change the Status to Pro-forma.
14. The printed proforma sales order (invoice) is now listed in the Sales

Orders listing screen where the status is set to Pro-forma.
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TECHMNOLOGSTES

Print ProForma Invoices

$ - Sales Orders - BPO: Version 2.4.0.11 - Example Company [=Jla(x
Lﬁjm\ [locations  Contract  Finance /HR  Inventory /Projects  Mar sales  Service Reporting  Utiities - & x
© 2 X ¢ 7 @ & [ @ @ Be= Q9
Add  Edit Delete View | Fornard | Create Create  AddlItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export | [pro-forma Ehesh | '
Invoice NewDeal toWO  Project 7 Order woice
Maintair Navigati_.. 4 Process Format Print Soho B e &
= C Cancelled ¥
F Pro-forma
1 Invoiced order
OrderNo CustomerCode | Ct Order OrderDescription Ordervalue  Currency OrderDate  SalesmanName  Exchange N New order Dej
v | o o o ol = o = o = 0
» ORD0D0020  YESO01 Young Electric Pro-forma QT12345 1,769.85 ZAR 13/05/2014  Karlien Jessica
OR0000022  HOPDO1 Hope Works (Pty) Ltd  Pro-forma test 285.00 ZAR 30/05/2014  Belinda Sharman =
OR0000146  DER0O1 Derton / Technologies  Pro-forma CUSTPO123 927.85 ZAR 29/09/2015  Bianca Du Toit 1.00 14.00 12:34:56
OR0000164  HOPOOL Hope Works (Pty) Ltd  Pro-forma prilze 7,208.47 ZAR 16/02/2017  Juith Mudzengi L00  14.00 16:46:35
OR0000169  HOPOOL Hope Works (Pty) Ltd  Pro-forma testo3 5,700.00 ZAR 02/03/2017  Judith Mudzengi L00 1400 10:41:14
OR0000170  HOPOO1 Hope Works (Pty) Ltd  Pro-forma test 342.00 ZAR 16/03/2017  Bianca Du Toit 100 1400 16:36:59
ORD000172  HOPOO1 Hope Works (Pty) Ltd ~ Pro-forma 1234 3,534.00 USD 12/04/2017  Bianca Du Toit 500 1400 11:55:43
OR0000173  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Project Order 20,745.72 ZAR 13/04/2017  Judith Mudzengi 1.00 14.00 01:13:12
OR0000183  HOPOOL Hope Works (Pty) Ltd  Pro-forma Orders - Call 6,156.00 ZAR 25/05/2017  Bianca Du Toit L00 1400 14:28:30
OR0000185  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Orders -PR] 114.00 ZAR 25/05/2017  Bianca Du Toit L00  14.00 14:51:43
OR0000206  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Test 984.96 ZAR 03/08/2017  Bianca Du Toit 1L00  14.00 0L:06:12
OR0000210  BOTD001 Bothas Networkinginc  Pro-forma test 71.25 USD 07/08/2017  Bianca Du Toit 10.00 0.00 11:41:28
| OR0000211  HOPOOL Hope Works (Pty) Ltd  Pro-forma 2,210.59 ZAR 07/08/2017  Bianca Du Toit LOD  14.00 11:43:06
4 »
Open Windows ~ | User: JulandaK | 02/03/2021 | Version : 2.4.0.11 | Example Company

PRINT PROFORMA INVOICE - COPY

1. From the Sales Orders listing screen,

2. Select the Site where the invoice was created.

* The example has Durban selected.

3. Ensure that the Status is set to Pro-forma.
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== Print ProForma Invoices

‘ > Sales Orders - BPO: Version 2.4.0.11 - Example Company =2l
| @ | rome | Equpment/ocatons Conract Fmance/HR Inventory /Projects  Manufacturing  Pr Sales  Service Reporting  Utities - & x
p 5 . v ™ =)
Oz X E e 87 @ & R &£ @ | IO
Add Edit Delete  View For Create  Create  AddItems NewDeal | Savelayout Workspace: Print Sales  Print Proforma  Expor
Invoice NewDeal toWO Project bt Order Invoice
Maintain 4| Navigat P Format a Print 3 (2
OrderNo CustomerCode | Ct Order OrderDescription Ordervalue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate  OrderTime DeptCode Dy
ME:; Qe 0 L3 L5 = Qe = Qe = = Ld Qe 0
» ORD0D0020  YESO01 Young Electric Pro-forma QT12345 1,769.85 ZAR 13/05/2014  Karlien Jessica 1.00 14.00 14:50:08
OR0000022  HOPDO1 Hope Works (Pty) Ltd  Pro-forma test 285.00 ZAR 30/05/2014  Belinda Sharman 100  14.00 10:4%19
OR0000146  DEROO1 Derton / Technologies  Pro-forma CUSTPO123 927.85 ZAR 29/09/2015  Bianca Du Toit 1.00 14.00 12:34:56
ORD000164  HOPOOL Hope Works (Pty) Ltd  Pro-forma prilze 7,208.47 ZAR 16/02/2017  Judith Mudzengi .00 14.00 16:46:35
OR0000169  HOPOOL Hope Works (Pty) Ltd  Pro-forma testo3 5,700.00 ZAR 02/03/2017  Judith Mudzengi L00 1400 10:41:14
OR0O000170  HOPOO1 Hope Works (Pty) Ltd  Pro-forma test 342.00 ZAR 16/03/2017  Bianca Du Toit 1.00 14.00 16:36:59
ORD0O00172  HOPOOL Hope Works (Pty) Ltd  Pro-forma 1234 3,534.00 USD 12/04/2017  Bianca Du Toit 5.00 14.00 11:55:49
OR0000173  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Project Order 20,745.72 ZAR 13/04/2017  Judith Mudzengi 1.00 14.00 01:13:12
OR0000183  HOPOOL Hope Works (Pty) Ltd  Pro-forma Orders - Call 6,156.00 ZAR 25/05/2017  Bianca Du Toit L00 1400 14:28:30
OR0000185  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Orders -PR] 114.00 ZAR 25/05/2017  Bianca Du Toit 100 14.00 14:51:43
OR0000206  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Test 984.96 ZAR 03/08/2017  Bianca Du Toit 1.00 14.00 01:06:12
OR0000210  BOTD001 Bothas Networkinginc ~ Pro-forma test 71.25 USD 07/08/2017  Bianca Du Toit 10.00 0.00 11:41:28
OR0000211  HOPOOL Hope Works (Pty) Ltd  Pro-forma 2,210.59 ZAR 07/08/2017  Bianca Du Toit LOD  14.00 11:43:06
4 -_ »
Open Windows ~ | User : JulandaK | 02/03/2021 | Version: 2.4.0.11 | Example Company /.

4. Click on the row of the invoice you wish to print.

5. Click on Print Proforma Invoice.

6. When the Select the option as desired screen display,
7. Click on the Print Order radio button.

8. Click on Accept.
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Print ProForma Invoices

$ - Sales Ordders - BAO: Version 24411 - Example Company — (o (%
| @ | rome | Equpment/locatons Conract Fimance /MR Inventory JProjects  Manufacturi Pr sales  Service Reporting  Utlities - & x
[ e = — = - =
O XE © 2 8 & | @ (R :
= "> Durban -
O X 5 € o @ & uE) <
Add  Edt Delete View | Forvard | Create  Create  AddItems NewDeal | Savelayout Workspaces | PrintSales |PrintProformal Export | |pro-forma +  Refresh
Invoice NewDeal toWO Project bt Order voice
Maintair 4| Navigati... 4 Process d Format d Print Current Al L
OrderNo CustomerCode = CustomerName OrderStatusDesc | OrderDescription Ordervalue  Currency OrderDate | SalesmanName | ExchangeRate TaxRate  OrderTime DeptCode  Dey
- o o o o = o = o = = o o o
ORD000020  YES001 Young Electric Pro-forma QT12345 1,769.85 ZAR 13/05/20 14y Karlien Jessica L00  14.00 14:50:08
OR0000022  HOPDO1 Hope Works (Pty) Ltd  Pro-forma test R DT R —lolix L00  14.00 10:44:19
OR0000146  DEROO1 Derton / Technologies  Pro-forma CUsTPO 124 N ‘ 1.00 14.00 12:34:56
iome
ORO000164  HOPOOL Hope Works (Pty) Ltd  Pro-forma pri17s - .00 14.00 16:46:35
OR0000169  HOPOOL Hope Works (Pty) Ltd  Pro-forma testo3 @ 0 L00 1400 10:41:14
OR0000170  HOPOO1 Hope Works (Pty) Ltd  Pro-forma test Acrent | -Cancel 100 14.00 16:36:53
ORD0O00172  HOPOOL Hope Works (Pty) Ltd  Pro-forma 1234 5.00 14.00 11:55:49
OR0000173  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Project Ore P g ad 1.00 14.00 01:13:12
OR0000183  HOPOOL Hope Works (Pty) Ltd  Pro-forma Orders - C L00 1400 14:28:30
OR0000185 HOPOO1 Hope Works (Pty) Ltd  Pro-forma Orders - Pf 100 14.00 14:51:43
ORD000206  HOPOO1 Hope Works (Pty) Ltd  Pro-forma Test 1.00 14.00 01:06:12
OR0000210  BOTD001 Bothas Networkinginc ~ Pro-forma test 10.00 0.00 11:41:28
OR0000211  HOPOO1 Hope Works (Pty) Ltd  Pro-forma ) Email Order LOD  14.00 11:43:06
© Print and Email Order
4 = »
Open Windows ~ | User : JulandaK | 02/03/2021 | Version: 2.4.0.11 | Example Company

9. The Report Preview screen will be displayed.

@ Note the header details 'Copy - Proforma Invoice'. The first time a pro-

forma invoice is printed, it will state: Proforma Invoice. Each time thereafter, it
will state Copy - Proforma Invoice.

10. From the preview screen you can make cosmetic changes to the doc-
ument, as well as Save, Zoom, Add a Watermark, Export or Email the
Proforma Invoice.

11. Close the Report Preview screen when done.
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TECHNoLOSTeS Print ProForma Invoices

(B Preview 4—‘ —Jio |Zm
File View Background -
80 IIH 6 a0 B @ w% v & - B a-a-lo

Copy - Proforma Invoice
Example Company
StreetNoandRoad Name POBox1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VAT No.: 0000000 TelNo.: 031 123 4567
Document Ref.: OR0000211
Date : 07/08/2017 00:00:00
Sales Person : Bianca Du Toit Your Ref :
Attaation 1 Accounts Contact Shtp Contact s Accounts Contact
Billing PO Box 7452 Shipping HOPOO1 - Hope Works (Pty) Ltd
Address : Forest Hills Address :
Hew Tonn
1234
Customer : HOPOO1 - Hope Works (Pty) Led
Tel No. 031 123 4567 Tel No. : 031123 4567
Fax No.: Fax No.
VAT No. : 987654321 Email :
Ttem Code TItem Description Quantity Unit Price  Discount % Net Price Total
2020-147K Black toner 5P2020 1.00 551.11 0.00 551.11 628.27
TECH Technician 1.00 433.00 0.00 433.00 493.62
TOLL Toll 1.00 0.00 0.00 0.00 0.00
55 Travel not exceeding 50 km 1.00 175.00 0.00 175.00 199.50
Call Out Fee 1.00 180.00 0.00 180.00 205.20
Installation Fee 1.00 600.00 0.00 600.00 684.00
24M5W 24 Month Suoolier Warranty 1.00 0.00 0.00 0.00 0.00 A
Pagelof1 | 100% (=) {} C)

Related Topics

e Print Invoice
* View Invoice
* Send Invoices To Print Queue

MNU.063.009
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