=3
Sales Office Addresses

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

COMPANY

SALES OFFICES - ADDRESS

When configuring Sales Office addresses, it is important to note that a Billing
address type must be set up, as this address will pull through on the Sales

Invoice.

You can also set up Physical, Postal and Shipping addresses.

Ribbon Access: Configurator > Company > Sales Offices
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The Sales Office Listing for Company: [ ] screen will be dis-

played.
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* Click on the row selector in front of the sales office that you wish
to add an address to.
* Click on Edit.
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The Edit Sales Office: [ ] screen will be displayed.
Either

* Right click anywhere in a new row of the Addresses frame.
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* A Maintain menu will pop up.
* Click on Add - Add New Address
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* Click in the Address Type text box in the Addresses frame.
* An ellipsis button will be revealed.
* Click on this button.
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Both methods will bring up the Select an Address Type screen.

e Click on the row selector in front of the address type that you

wish to add to this sales office.

Note: As a billing address has already been set up on this sales

office, a Physical address has been selected in this example.

e Click on Ok.
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* Address Type: This will now be populated with the

address type selected in the previous step.
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Address Contact Name: Type in the address contact

o
name.
e Address 1: Type in the first line of the address.
e Address 2: Type in the second line of the address.
e Address 3: Type in the third line of the address.
@} = Edit Sales Office: Cape Town Sales Office - BPO Configurator : Version 1.1.0.1 - Example Company = (] X
7777;Home-i Accounts  Call Centre  Company  Contract Departments HumanResources Inventory Reporting Sales  Scheduling  Security Services StatcData — & X
] i C
40 E ¢
Save Back | Savelayout WWorkspaces
Process Format
-Sales Office Configuration Details ~Default Commerdial Markups Sites
—— Select... SiteDescription  ContractSalesAccCode | PartsSalesAccCode Am|
Code | CSO Assets 1w, T
—— » M CapeTown 1100 1000 20
Sales Office Name |Cape Town Sales Office Tnventory 0=
Labour 5|
Manager Bianca Du Toit bl Sub Contracts 0 %]
[ Ref Prefin ~Banking
Next Invoice No. |-y 1 Bank Name  FNB
Next Quote No. |CQT 1 Account Name  Company Name
Mext Credit Hote No. | CCR I Account Number 123456739
Next Order No. | C50 1 Branch Name  FIiB ‘ )
Mext Claim No. | CW/C 1 Sort Code | 12345 Mdrtsss
AddressType AddressContactName Addressl Address2  Address3
Sales ¢
Invoice Header Cape Town Sales Quote Validity .14 BILL Mark Sanders PO Box 1233 NewTown  ForestHills
Include Quot: PHYS
C'::ler Pa;e 5 M II
Default Cash | CUS001 - Cash Sales Account L x
Sales Account
‘ »
Open Windows ~ \ISIJEHZIMQ 3- 7
. . . .
* Scroll right if necessary, to view the next columns in the row.
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@} = Edit Sales Office: Cape Town Sales Office - BPO Configurator : Version 1.1.0.1 - Example Company = (] *
iHome | Accounts  Call Centre  Company  Contract Departments HumanResources Inventory Reporting Sales  Scheduling  Security Services StatcData — & X

B X

Ssve Back | Savelayout Workspaces

Format

-Sales Office Configuration Details —————————  Default Commerdial Markups ————————— Sites
—— Select...  SiteDescription | ContractSalesAccCode | PartsSalesAccCode Am|
Code | CSO Assets 1w, T
=i » M CapeTown 1100 1000 20
Sales Office Name |Cape Town Sales Office Tnventory 0~
Labour 5|
Manager Bianca Du Toit bl Sub Contracts 0 %]
[ Referen Prefin ~Banking
Nexct Invoice No. [ cpy 1 Bank Name  FNB
Next Quote No. |CQT 1 Account Name  Company Name
Mext Credit Note No. | CCR 1 Account Humber 123456789
Next Order No. | C50 1 Branch Hame | FNEB 4 »
Next Claim No. | CW/C i 1 Sort Code | 12345 T
AddressType AddressContactName Addressl Address2  Address3
Sales ¢
Invoice Header Cape Town Sales Quote Validity [ 14 BILL Mark Sanders PO Box 1233 New Town  ForestHills
Include Quote M 4 IPH\‘S James Rowe 1New Road NewTown  Hilcrest
Cover Page
. »
Default Cash | CUS001 - Cash Sales Account L
Sales Account
—_—_— -_—
Open Windows ~ | 3lan20t8 S|

* City: Type in the city name.

* Postal Code: Type in the postal code.
* County: Type in the county name.

* Country: Type in the country name.

Tel No: Type in the telephone number.
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= Edit Sales Office: Cape Town Sales Office - BPO Configurator : Version 1.1.0.1 - Example Company = (] *
| Home i Accounts  Call Centre  Company  Contract Departments HumanResources Inventory Reporting Sales  Scheduling  Security Services StatcData — & X
HO B B
Save Back | Savelayout WWorkspaces
- Format 4
-Sales Office Configuration Details ~Default Commerdial Markups Sites
Select... SiteDescription  ContractSalesAccCode | PartsSalesAccCode Am|
Code | CSO Assets 10 T
» M CapeTown 1100 1000 20
Sales Office Name |Cape Town Sales Office Tnventory 0
Labour 10
Manager Bianca Du Toit bl Sub Contracts 0 %]
[ Referen Prefin ~Banking
Nexct Invoice No. [ cpy 1 Bank Name  FNB
Next Quote No. |CQT 1 Account Name  Company Name
Mext Credit Note No. | CCR 1 Account Humber 123456789
Next Order No. | C50 1 Branch Name  FNE ‘ »
Next Claim No. | CW/C i 1 Sort Code | 12345 T
Address3  City PostalCode | County  Country TelNo
Sales ¢
Invoice Header Cape Town Sales Quote Validity 14 ForestHils Durban 1234 KZM South Africa 031 123 4567
Include Quote 77 T | Hillrest
Cover Page
*
Default Cash | CUS001 - Cash Sales Account L
Sales Account
‘ »
Open Windows ~ | 3lan20t8 S|
. . . o . .
* Scroll right, if necessary, to view the remaining columns in the

row.

Help v2024.5.0.7/1.0 - Pg 12 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHNoLOGTES Sales Office Addresses

@} = Edit Sales Office: Cape Town Sales Office - BPO Configurator : Version 1.1.0.1 - Example Company = (] *
i Home | Accounts  Call Centre  Company  Contract Departments HumanResources Inventory Reporting Sales  Scheduling  Security Services StatcData — & X
Y (=
Ao e
Save Back | Savelayout WWorkspaces
Process a Format a
-Sales Office Configuration Details —————————  Default Commerdial Markups ————————— Sites
—— Select...  SiteDescription | ContractSalesAccCode | PartsSalesAccCode Am|
Code | CSO Assets 1w, T
— » M CapeTown 1100 1000 20
Sales Office Name |Cape Town Sales Office Tnventory 0~
Labour 5|
Manager Bianca Du Toit bl Sub Contracts 0 %]
[ Referen Prefin ~Banking
Nexct Invoice No. [ cpy 1 Bank Name  FNB
Next Quote No. |CQT 1 Account Name  Company Name
Mext Credit Note No. | CCR 1 Account Humber 123456789
Next Order No. | C50 1 Branch Name  FNE ‘ »
Mext Claim No. | CWC 1 Sort Code | 12345 Addresses
Address3  City PostalCode | County  Country TelNo
Sales ¢
Invoice Header Cape Town Sales Quote Validity 14 ForestHils Durban 1234 KZM South Africa 031 123 4567
Include Quote M I Hillcrest IDurhan 1234 KZN South Africa 010 200 3000 I
Cover Page
. »
Default Cash | CUS001 - Cash Sales Account L
Sales Account
‘ —_—— »
Open Windows ~ | 3lan20t8 S|

e Tel Ext: Type in the extension number.
* Fax No: Type in the fax number.
* Email Address: Type in the email address.

Help v2024.5.0.7/1.0 - Pg 13 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Sales Office Addresses

@} = Edit Sales Office: Cape Town Sales Office - BPO Configurator : Version 1.1.0.1 - Example Company = (] *
i Home i Accounts  Call Centre  Company  Contract Departments HumanResources Inventory Reporting Sales  Scheduling  Security Services StatcData — & X
Save Back | Savelayout WWorkspaces
Process Format
-Sales Office Configuration Details ————————  Default Commercial Markups Sites
—— Select...  SiteDescription | ContractSalesAccCode | PartsSalesAccCode Am|
Code | CSO Assets 1w, T
=i » M CapeTown 1100 1000 20
Sales Office Name |Cape Town Sales Office Tnventory 0~
Labour 5|
Manager Bianca Du Toit bl Sub Contracts 0 %]
[ Referen Prefin ~Banking
Nexct Invoice No. [ cpy 1 Bank Name  FNB
Next Quote No. |CQT 1 Account Name  Company Name
Mext Credit Note No. | CCR 1 Account Humber 123456789
Next Order No. | C50 1 Branch Name FNEB 4 »
Mext Claim No. | CWC 1 Sort Code | 12345 Addresses
Address3  City PostalCode | County  Country TelNo
Sales ¢
Invoice Header Cape Town Sales Quote Validity 14 ForestHils Durban 1234 KZM South Africa 031 123 4567
Include Quote 77 T | Hillrest
Cover Page
. »
Default Cash | CUS001 - Cash Sales Account L
Sales Account
‘ —_—— »
Open Windows | [3tlan2018 3|

* The last column is the Default Address column.
* As the Billing address must be the default address and there can

only be one default address, NO has been selected for this new

Physical address.
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@?ﬂ ¥ it Sales Office: Cape Town Sales Office - BPO Configurator: Vession 10112 - Example Company
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* When you have finished adding the new sales office address

details, click on Save.

Help v2024.5.0.7/1.0 - Pg 15 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Sales Office Addresses

@ v Eelit Sales Offce: Cape Towim Sales Office - BRO Configunator: Vesion 10012 - Eample Company
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* The new address details will be saved and you will return to the

Sales Office Listing for Company: [ ] screen.
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