Calls - Invoice a Call

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

SERVICE

CALLS - INVOICE A CALL

Note that there are changes to the Call Centre screens due to the Call Centre Per-
formance Enhancements rolled out in part of the Extended Call Centre - Version Com-
patibilityl. The functionality that is available to you may differ depending on the Call
Centre mode configured and your user rights. For more information related to this, refer
to the Call Centre Mode notes.

When Call Invoices are raised, remember the following:

Parts, Labour, Sub-Contracts and Expenses must be logged against the call

before invoicing. These items cannot be added to the invoice.
Internal Services, Travel and Warranties can be added to the invoice.
The invoice must be printed in order for the transaction to post to Pastel.

The first time an invoice is printed, it will state: Tax Invoice. Each time there-
after, it will state Copy-Tax Invoice.

N/

@ If you need to re-print an original Tax Invoice due to a network con-

nection issue, etc. then you will need to use the Print Queue Reprint func-

tionality.

Ribbon Select Service > Calls

1BPO2 v2.5.1.3 or higher
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#CallCentreModeDetails

Calls - Invoice a Call

* The Call Listing screen will be displayed.
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* The Calls are listed by Site and will display calls for the first Site
listed.
* Click on the relevant Site for the calls you wish to view.

» Select the Call you wish to work with.
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= Calls - Invoice a Call

e Click on the Edit button.

e The Call maintenance : Call ref. - [call number] screen will be dis-
played.
e Click on the Invoices tile.
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Calls - Invoice a Call

e
:

Description BS004

Call Date Time | 04/04/2022 v 122517 3

Priority | 2 0 * Prior Calls :

sta [0.00 E CalDate | CallTime L c

$ - Call mai Call ref. - € - ion 2.5.0.8 - Company v2.5.0.8 Lo o]
\7@7\\ Home | Equipment/locatons  Contract  Finance [HR  Inventory i {Projects i Seles  Service  Reporting  Uiities - @ x
- - N o =
Ho OO0 aMBMM» B B &5
/ =

Save Back | Close Complete Assign Hold Pending Relsase Remststz | Savelayout Workspaces | Print | Note

Maintain | Process P Format a| Print 4| Info ol

[Relates To : =

Customer Big Bargains PERTRE AN ype -E—

Contact | Tarryn Snow CUSTOMER CONTA! O+ * ¥|Eci ) g

Prior Call Reference =

ContactMo. 031 1234557 Call Request Reference s

Address |25 Dune Ave P Contract No &

New Town Location Hillcrest &

Durban Project Reference =

Quote Reference g

Call Type | Impementation <] Invoice Reference By

®

&

&

g

o

E

2

Date Required | 11/04/2022 -

Order No OR0000335

Logged By Julandak
Status -1
Optional No
|
1l | i
Meters
Open Windows

| User : Juiandsk | 18/05/2022 | Version:2.5.0.8 | Example Companyv2.5.08

* The Sales Invoices for Call [call number] screen will be displayed.
* Any invoices that have already been issued against the work

order, will display.

ADD INVOICE

e Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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Calls - Invoice a Call

Open Windows ~

‘ v Sales Invoices for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =8| x
| & | tHome | Equipment/locations  Contract  Finance [HR  Inventory i | Projects i Sales  Service  Reportng  Utiiies N b
a ] = (=) > 151 g N
2 B 8 & £ = &
L — Durban -
Add Edit Commentand View | Savelayout Workspaces Print  Send ces Refresh
Reference - To Pri eue
a
Links r
nter te o
InvoiceNo  CustomerCode  Ci Invi d h Currency ¢ TaxRate InvoiceDate  InvoiceStatus  SalesmanEmplNo  Salesr
v O o W W = o = = - oflc ol o
T INV0000582 BIGDOO1 Big Bargains S0004 893.55 ZAR 1.00 1500 17/05/2022 N KES001 Julang

| User : Juiandsk | 18/05/2022 | Version:2.5.0.8 | Example Company2.5.08

" The Add new Customer Invoice screen will display. " on page 2
Complete the Sales Invoice Header and the Financial Header
information.

Confirm the Billing and Shipping Addresses, of these fields were

not populated when you entered the Header information.

N/

\ﬁ’
v

before cannot

can
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Calls - Invoice a Call

$ - Add new Customer Invoice - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=l3 ] x
| @ | tome | Equpment/Locatons  Contract  Finance [HR  Inventory i [Projects Sdes  Service  Reportng  Utiities - & x
Save Back Delete | Savelayout
Ttem
Maintain 4| Format ol
Customer Name | Big Bargains pl* Reference 86004 = | Billing address
Contact Name |Tarryn Snow CUSTOMER CONTACT 2 * Status New z‘t’:%;:“ Ll
Commerdial Type Class Commercial v|* Date & Time 18/05/2022 * | 15:06:35
Salesman | Julands Kessler - Shipping address
. . . | [29Dune Ave P -
Billing Customer  Big Bargains Pad Billing Contact  Tarryn Snow CUSTOMER CONTAC' 2 New Town
Invoice Currency |South African Rand - Exchange Rate | 1+|+ | (Duban
Tax Rate | 15.00 - 15 | Suppress Line Detail on Print Addresses ‘ Related References ‘
SuppressOnPrint | TtemType ItemCode ipti icelineDescription Quantity |UnitCost Markup |Discont UnitSelingPrice  BaseCcyPrice  TaxRate
v a - o o0 s o e - — = = = = _
1 O Warranty wsw 1 Year Suppler ... 1 Year Suppler Warra 1000 0000 0000  0.000 15,0000 15,000.000  15.00]
o B sepe. — [ N [T
. ,
Comment Sub Total 15,000.00
VAT 2,250.00
Grand Total 17,250.00
Open Windows | User : Juiandsk | 18/05/2022 | Version:2.5.0.8 | Example Companyv2.5.08

* Click on the Related References tab to enter the reference inform-
ation for the Customer Invoice.

* The Call Reference has been auto populated with the Call Ref
number selected.

¢ Edit the Items to be Invoiced

. * Drag and drop rows to set the order you wish the
items to be displayed on the sales invoice. This order
will directly be pulled into the printed invoice when

generated.
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TEcHNoLosTES Calls - Invoice a Call

g - Edit Customer Invoice - V0000532 - 570: Version 2.5.0.9 - Example Company (==

| @ | tome | Ecupment/Locaons  Contat  Fnance /R Inentory  Mantenance [Projects  Manufictring  Proarement  Sales  Servke  Reporting  Utifies - & x
OxXx X
=

Save Back Delete | Savelayout
Ttem

Vaintain .| Fomat 4 a
Customer Name | Hope Works (Piy) Ltd pl* Reference Nova * | pilling address
ContactMame AccountsCentzct P * Status New POBox 7222 N -
Commercial Default ~|* Date & Time  01/04/2022 - 133434 b
salesman BancabuTor v * Shipping address
Biling Customer Hope Works Pt)Ltd £+ Billing Contact |Accounts Contact 0 * 2
Invoice Currency |South Aficanfand < ExchangeRate 1%
TaxRate 1500 v 15 | [ Suppress Line Detail on Print p—
SuppressCrPrint _ TtemType: TemCode | ttemDescription | invoiceL Quantty |UnitCost |Markup |Discount | UnitSelingPrice | BaseCeyPrice | TaxRate | Department | Stams
v = o o o o o0 = - - = = - - o o
[w] Parts CHAOD1 Chair Chair Main Warehouse 1.000 0.000 0.000 0.000 879.950 879.950 15.000 SalesDepar... A
A a Farts 500-147C  SPS00 BlackTon .. SPS00 Biack Toner Main Warehouse 1000 0000 0000  0.000 540,000 540.000  15.000 SalesDepar.. A
[ Internal Service DEL DeliveryFee  Delivery Fee 1000 0.000  0.000  10.000 960,000 960.000 15,000 Soles Depar... A
3 [u] Warranty 1vsw 1 Year Supplier ... 1 Year Supplier Warra 1000 0000 0.000  0.000 250.000 250000 15000 Sales Depar... A
* Select type.

Comment Sub Total 2,533.95
roao

Open Windows * | User : BiancaD | 25/03/2022 | Version: 2.5.0.9 | Example Company

* Click on the Comments text box to type in a comment related to
the Invoice.

¢ Click on Save to save the Customer Invoice details.

For a detailed handling of this topic refer to Invoices - Create Sales
Invoice (OTC)
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TECHMNOL OGTES Ca”s - InVOice a Ca”

$ - Add new Customer Invoice - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=] ](x
| @ | tome | Equpment/Locatons  Contract  Finance [HR  Inventory i [Projects Sdes  Service  Reportng  Utiities - & x
_s] 1
OxX =
Save Back Delete | Savelayout
Ttem
Maintain 4 Format 4 23
r ReferenceT: Referencen
Customer Name | Big Bargains pl* Reference 86004 * cieiilncl] a3 B
| o Sy ——y————— | e | » Order No -
Contact Name |Tarryn Snow CUSTOMER CONTACT P * Status [New e
Work Order Reference
Commerdial | Type Class Commercial - - Date & Time | 18/05/2022 v | | 15:06:35 T
lesma -]+ =
Selesman[Mends kesser Call Reference CNO00S305
Billing Customer  Big Bargains P Billing Contact Tarryn Snow CUSTOMER CONTAC' O * ContractNo
Invoice Currency |South African Rand - Exchange Rate | 15 Project Reference .
Tax Rate | 15.00 - 15 || Suppress Line Detail on Print | Addresses ‘ Related References {
SuppressOnPrint | ItemType ItemCode  ItemDesaription  InvoiceLineDescription  WarehouseName  BatchSeriaNo  Quantity | UnitCost Markup  Discount  UnitSelinPrice  BaseCoyPrice | TaxRate
v ] - o o o I I = = = = = . .
3 [w] Warranty 1vsw 1Year Suppler .. 1Year Suppler Warra 1000 0000 0000  0.000 15,000.000 | 15,000.000

. seecttype... | | [E— I

»

Commen | s T
Grand Total 17,250.00 |

| User : Juiandsk | 18/05/2022 | Version:2.5.0.8 | Example Companyv2.5.08

INVOICE LISTING

* The Sales Invoices for Call screen will be updated with the new

invoice you have created.

- Sales Invoices for Call ¢ - ion 2.5.0.8 - v2.5.08 [—1la ] x
E Home | Equipment/Locaions  Contract  Finance [HR  Inventory i | Projects Sales  Service  Reporting  Utities -8 x
A = = = -

= @ E .
O R H = 29
Add Edit Commentand View Save Layout Workspaces Print = Refresh
Reference x T
Maintain Format 4 print y Current 4| A
InvoiceNo | CustomerCode  Cu it Currency  ExchangeRate  TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmpiNo | Salesr)
v e o o o - e = = - o o o
INVOD00582 BIGODO1 Big Bargains 50004 893.55 ZAR 1.00 1500 17/05/2022 N KES0O1 1&.{
» INVOD00S83 BIGODO1 Big Bargains B6004 17,250.00 ZAR 1.00 1500 18/05/2022 N KES001 Juland

»

| User : JuandaK | 18/05/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

Open Windows ~
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Calls - Invoice a Call

EDIT INVOICE

* From the Sales Invoices for Call [call number] screen,
e Click on the row of the invoice you wish to edit.
e Click on Edit.

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

$ - Sales Invoices for Call C - ion 2.5.0.8 - Company v25.0.8 3
| e Home | Equipmentflocations  Contract  Finance /[HR  Inventory i [Projects N i Sales  Service  Reportng  Utiities SN B
p a =1 = @ N @ =N ,
= =
O B § s M
‘Add Edit Commentand View Save Layout Workspaces Print end Invoices  Export Refresh
Reference - To Print Queue
a
Links a |
er b 2
InvoiceNo | CustomerCode  Cu I Description I Currency  ExchangeRate  TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmpiNo | Salesr|
Functions v A0 o o s = #Qe = = = e o o
INVO000S82 BIGO0O1 Big Bargains 50004 893.55 ZAR 1.00 15.00 17/05/2022 N KES001 Juland
» INVOD0O583 BIGDOO1 Big Bargains B6004 17,250.00 ZAR 1.00 15.00 18/05/2022 N KES001 Julang
Open Windows ~ | User: Julandak | 18/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 o

* The Edit Customer Invoice - [invoice number] screen will display

* Make the required changes to the Heading Information,
Addresses or Related Referencestabs.
* Make the required changes to the Invoice Item frame.
* To Add a new Invoice item, click on the Select type
text box of the first available item line.
* Toremove an item, click on the row of the item you

wish to remove and click on Delete Item.
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TECHMNOLOGSTES

Calls - Invoice a Call

. * Drag and drop rows to set the order you

wish the items to be displayed on the sales

invoice. This order will directly be pulled

into the printed invoice when generated.

® - Edit Customer Tnvoice - INV0000532 - 570 Version 2.5.0.5 - Example Company C
| @ | tome | Ecupment/Locaons  Contat  Fnance /R Inentory  Mantenance [Projects  Manufictring  Proarement  Sales  Servke  Reporting  Utifies
OX ®|
=
Sove  Back Dekte | Savelayout
Ttem
Vaintain Format
Customer Name | Hope Works (Piy) Ltd pl* Reference [Nova * | pilling address
ContactMame AccountsCentzct P * Status New POBox 7222 N -
Commercial | Default RN Date&Time (01042022 - | 133434 & e =
salesman BancabuTor v *
Biling Customer Hope Works Pt)Ltd £+ Billing Contact |Accounts Contact 0 * 2
Invoice Currency |South Aficanfand < ExchangeRate 1%
TaxRate 1500 v 15 | [ Suppress Line Detail on Print p—
SuppressCrPrint _ TtemType: TemCode | ttemDescription | invoiceL Quantty |UnitCost |Markup |Discount | UnitSelingPrice | BaseCeyPrice | TaxRate | Department | Stams
- = s s s e s = = = = = = = o0 o0
[w] Parts CHAOD1 Chair Chair Main Warehouse 1.000 0.000 0.000 0.000 879.950 879.950 15.000 SalesDepar... A
A a Farts 500-147C  SPS00 BlackTon .. SPS00 Biack Toner Main Warehouse 1000 0000 0000  0.000 540,000 540.000  15.000 SalesDepar.. A
[ Internal Service DEL DeliveryFee  Delivery Fee 1000 0.000  0.000  10.000 960,000 960.000 15,000 Soles Depar... A
3 0 Warranty 1vsw 1 Year Suppler .. 1 Year Sugplier Warra. 1000 0000 0.000  0.000 250.000 250000 15000 Sales Depar... A
* Select type.
Comment SubTotal
Grand Total
Open Windows | User : BiancaD | 25/03/2022 | Version: 2.5.0.9 | Examp

* Click on Save.

For a detailed handling of this topic refer to Invoices - Edit Sales Invoice
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Calls - Invoice a Call

Tax Rate 15.00 - 15

- Edit Customer Tnvoice - TNV0000583 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=l(BJix
| @ | Home | Equpment/locatons  Contact  Finance /MR Inventory i [Projects s Ssles  Service  Reportng  Utiities N
Save Back Delete | Savelayout
Ttem
Maintain a Format 4 hid
Customer Name |ig Bargains pl* Reference 5600+ * | Billing address
Contact Name |Tarryn Snow CUSTOMER CONTACT £ * Status New POBox 1565 5
Commerdial | Type Class Commerdial v = Date & Time 15/05/2022 v  15:06:35
Salesman  Julanda Kessier - Shipping address
Billing Customer | Big Bargains L Billing Contact | Tarryn Snow CUSTOMER CONTAC 0 * ﬁzwD“T';m"“ L -
Invoice Currency |South African Rand - Exchange Rate 1+|+ | (Duban

Suppress Line Detail on Print Addresses ‘ Related References ‘

SuppressOnPrint  ItemType

| User: Julandak | 18/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

ItemCode  ItemDescription  InvoicelineDescription  WarehouseName  BatchSerialNo  Quantity  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPrice  TaxRate

v =) - -3 o -3 L3 L5 = = = = =

» O Warranty 5w 1Year Supplier .. 1 Year Suppler Warra 1.000 0.000  0.000 0.000 15,000.000  15,000.000  15.004

o B s [ [ N I

4

Comment Sub Total 15,000.00

VAT 2,250.00

Grand Total 17,250.00

Open Windows ~

4

You will return to the updated Sales Invoices for Call listing screen.

COMMENT AND REFERENCE

You will be able to add or view the Comment and Reference information for the Cus-
tomer Invoice from the Work Order Listing Screen.

* From the Sales Invoices for Customer [customer code] screen,

* Select the row of the Invoice you wish to add or view the Com-
ment and Reference information for.

 Click on Comment and Reference.

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

and Reference.
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Calls - Invoice

a Call

ADDITIONAL INVOICE ITEMS

SAVE INVOICE
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Calls - Invoice a Call

You will return to the Sales Invoices for Call [invoice number] screen where

you can view the newly raised invoice.

PRINT INVOICE

* Click on the row selector in front of the new invoice that you
wish to print.
e Click on Print.
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Calls - Invoice a Call

¥

v/
K Bt Comentind
Hplmrerce

i L]
B

Tunctions )

o i *

fupeeiadionion  (obkt  PenerdiR ey

[ vesmr vesedorwe Mtsraimtp e 420 28

St brvcuce for Call CHODCOSDS - B9k Ve 21,043 - Examighe Comguny

WlrwendEs  Madcbng  Pamet e e Faorg Ulie -
=& )
4 | R
'L‘l'h ﬂ ﬁ J furbars 1
s + HRefrh

Vew | Swelayul Worpices | Pl

Pkt Dabmwlode Oubmstme | Fvikeleophn IviceVie Cutmcy Erhargile Tofale bvicelele omellibd Séemidlime Sk

18 W0 Dbl N Gk A

e 317

£

* A Select the option as desired screen will pop up.
* Click on Print Invoice.
* Click on Accept.
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5.
O/

Ay B Commind

Earmintandlocatod Corrid)
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DACONITY WESIOL  WeshodDpume Addaonalliesi e AT 19 10 M0 A0e 0 N LM A
Y - B x
i
o
kaoent | Caveel
E’m:hmr
fmil Ivicice
) P and Emal I
10 e 2017

P X

SUPPRESS THE DISCOUNT COLUMN ON THE REPORT

* A Report Generation message box will pop up, asking;

* Do you want to suppress the discount column on the

report?
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Calls - Invoice a Call

° Select Yes to hide the discount on the prin-
ted invoice.
© Select No to show the discount on the prin-

ted invoice.
v Sales Imvescs for Call CHODOR0S - BRO: Mersion 21041 - Exampde Compuny
b | Epgemiwdicabs  Comel Frowdtf bk esacondbons  Wndeurg  hemenl el lgwng i - @ X
N = == g
il : w
O 0 i Qg @@ B >~ -9
A B8 Comriand Ve | Sneligod Wolsem | PRl New « Rhiesh
Reference '
| ek i
Ivocehn  Customer(ode Cshomerime  Invioelescrpion Tvoesie Comency Puanpefale Tofsle Drocelale IrsceShis Seemarlame  Sabs
L
¢ OMONIT VEN!  WetendOpanc Mfwndlemiiea 480 IR 1 0 A0 N e A
D o wand s supgeess the disccant cokuma on the iepor!
o Mo
o it ¢ 1 bec 017
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Calls - Invoice a Call

* The Report Preview screen will be displayed.
* From here you can View, Print, Export or Email the Invoice.

* Close the Report Preview screen when done.
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EMAIL INVOICE

* |n the Select the option as desired screen,
e Click on Email Invoice.
* Click on Accept.
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Calls - Invoice a Call
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SUPPRESS THE DISCOUNT COLUMN ON THE REPORT

* A Report Generation message box will pop up, asking;

* Do you want to suppress the discount column on the

report?
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Calls - Invoice a Call

° Select Yes to hide the discount on the prin-
ted invoice.
© Select No to show the discount on the prin-

ted invoice.
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Calls - Invoice a Call

The Email Sales Invoice [invoice number] screen will be displayed.

* Employee: Will be populated by the employee linked to the asso-
ciated login. Click on the drop-down arrow and select an altern-
ative employee from the menu if required.

* From: The selected employee's email address will pull through
here. If not populated, you can manually type in the email address.

* To: This will automatically populate with the sales invoice contact
person's email address. Click on the search button to link more
contacts from this customer. You also have the ability to manually
type in an email address. This message will be sent from the
server, so if you want to have email history for this, then add your
email address here.

* Attachments: The sales invoice PDF will be attached to the email.
If there are outstanding parts that have not been issued, a Back
Order report will also be attached. You can link additional attach-
ments by clicking on the search button and using the Select File
screen to select a file to attach.

* Subject: Type in an email subject.

* Message: Type in an email message.
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* When you have finished adding details to the Email Sales Invoice

page, click on Save.
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* Your email will be sent from the server and you will return to the

Call Listing screen.
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