Calls - Sales Order

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

SERVICE

CALLS - SALES ORDER

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.

After a quote for additional work on a call has been approved by the client -
this quote will need to be converted to a Sales Order to start the pro-

curement process for the parts or services.

Ribbon Select Service > Calls

» The Call Listing screen will be displayed.

1BPO2 v2.5.1.3 or higher
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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.

e Select the Call you wish to work with.
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e Click on the Edit button.

e The Call maintenance : Call ref. - [call ref number] screen will be
displayed.
* Click on the Orders tile.
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Calls - Sales Order

e - e i : Call ref. - € - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [—J(o]ix]
E immelm/mm Contract  Finance [HR  Inventory i | Projects i Sales  Service  Reporting  Utiities —
& - 7 B

HooOoGalkmMMr B H @5
Save  Back Close Complete Assign Hold Pending Release Reinstatz | Savelayout Workspaces Print Note
Format 4| Print | Info [
rRelates To : =
‘Customer Big Bargains P-RUK Jhd §
e o | ¥ |Serial No
Contact | Tarryn Snow CUSTOMER CONTA! 0 --- *
= 2 Prior Call Reference §
Contact No. 031 1734567 Call Request Reference =y
Address |29 Dune Ave P Contract No =
New Town Location Hillrest H
Durban Project Reference g
Quote Reference B
Call Type | Implementation v |* Invoice Reference 3
Order Reference OR0000336 =
N e
=
Description 56004 d |
G
]
o
3
Call Date Time | 04/04/2022 v |12:25117 3 i
Priority | 2 J* rPrior Cals :
sta [0.00 [= CalDate | CalTime | Description
Date Required | 11/04/2022 A
OrderNo ORD000336
Logged By Julandar
Status -1l
Credit Notes
Optional No
I — | |
Meters
Open Windows ~ | User:JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

SALES ORDER LISTING

* The Sales Quotes for Call [call ref number] screen will be dis-
played.
* Any orders that have already been added for the call, will be listed

on this screen.
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TECHMNOLOGSTES

Calls - Sales Order

i | Home | Ecuipment [Locations  Contract an::n-n Inventory

Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8

Open Windows ~

17/05/2022  Julanda Kessler

100

15.00

L—JloJ.x]
Sales  Service  Reporting  Utiities = %
=
=5 Q & —
O2XE OO Q@ @ —
Add Edit Delets  View Forward | Create Create AddItems NewDeal | Savelayout Woﬂspaces Pnntsdes Print Proforma  Export Refresh
Invoice NewDesl toWO  Project Invoice
Maintain Navigation Process Format o
OrderNo CustomerCode ~CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate |Comments Status
L i e o o0 = "l = ol ol
1 ORO000340  BIGOODL Big Bargains €Qoo2 1,127.00 ZAR

| User:Julandak | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 7

ADD SALES ORDER

e Click on Add.

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

e - Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [—J(ollx]
§ ‘ Hamel [Equipment / Locations Contract Finance /HR Inventory " | Projects Sales Service Reporting Utilities. - & x
4 3P 0w X B & &
[T
Oz X E © © + @ = - -
Add | Edt Delete View | Back Forward | Create Create  Addltems NewDeal | Savelayout wuﬂspaoes Pﬂntsales Print Proforma  Export Refresh
Invoice NewDesl toWO  Project | Invoice
OrderNo CustomerCode ~CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v il s i e o0c e o ol
1 ORO000340  BIGOODL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 1500 A
Open Windows ~ | User : JuandaK | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8
[ ]

"The Add new Customer Order screen will be displayed
page 2

Complete the Sales Order Header and the Financial Header
Information.

Confirm the Billing and Shipping Addresses for the customer, if

these fields were not auto populated when you entered the order
header information.
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#$$xref$$_379
#$$xref$$_379

Calls - Sales Order

$ - WWMWIOMr-mV@mA-WWVHM [=JCalix]
| @ | rome | Equiment[Locatons© Contract  Finance [HRInventory /Projects L Sales  Service  Reporting  Utiities = B %

HOX & & &

Save Back Delete | Savelayout | PrintSales PrintProforma
Item Order Invoice

Maintain .| Format . Print . a

CustomerName BigBargans 0 * Reference 50004 Billing address
Contact Name | Tarryn Snow CUSTOMER CONTACT @ * Status N PO Box 1985 s =
Commercial Type Class Commerdal ~ * OrderDate & Time 17/05/2022 v/ 15106 2 New Town
Salesman Julanda Kessier - @ Shipping address
Billing Customer Big Bargains pl= Billing Contact pl= ﬁiﬁ‘g‘;"e s 4]
Order Currency Seuth African Rand - Exchange Rate 12+ Durban
Tax Rate 15.00 Addresses | Related References |

SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription | WarehouseName ~ Quantity  QuantityPerUOP  UnitType  UnitCost  Markup  Discount  UnitSelingPrice  BaseCoyPric

v a = o o o ol = = sQc = = = = =
Intenal 5. CALL Call Out Fee Call Out Fee 1.000 0.000 0.000  0.000 0.000 250.000 250
Labour ITTECH IT Technidan IT Technidan 1.000 0.000 0.000 0.000 0.000 177.000 177

Travel 100 Travelnotexcee... Travel not exceeding 1.000 0.000 0.000 0.000 0.000 350.000 350

m 0O

. .

VAT ‘ 116.55 ‘

o s

Open Windows v | User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

RELATED REFERENCES

¢ Click on the Related References tab to link the reference inform-

ation for the customer Order.

LINE ITEMS AND COMMENTS

e " Add Sales Order Items" on page 11 as required.
* Click in the Comments text box to type a comment related to the
Order.

¢ Click on Saveto save the customer Order.
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Calls - Sales Order

® - Add new Customer Order - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jlojix]
{ f| Home [Equipment / Locations Contract Finance [HR Inventory | Projects i Sales Service Reporting Utilities. - & x

HOX & & &

Save | Back Delete | Savelayout | PrintSales Print Proforma

Item Order Invoice
:N J Format . Print " hacd

Customer Name  Big Bargains p* Reference 50004 - ReferenceType ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT ° * Status N » Serial No -
‘Commercial Type Class Commercial v * OrderDate&Time 17/05/2022  ~ 1451068 o Call Reference CND005305

Salesman Julanda Kessler

<] ContractNo
Location
Billing Customer Big Bargains = Billing Contact Pl i
lemmate—reaa. <l e eS| eSS Proiect Reference

Order Currency South African Rand Exchange Rate 15* LR - »

Tax Rate 15.00 Addr;sées‘}Rdamd References

SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription | WarehouseName ~ Quantity  QuantityPerUOP  UnitType  UnitCost  Markup  Discount  UnitSelingPrice  BaseCoyPric

v a8 = L3 o e o = = o = = = = =
Intenal 5. CALL Call Out Fee Call Out Fee 1.000 0.000 0.000  0.000 0.000 250.000 250
Labour ITTECH IT Technidan IT Technidan 1.000 0.000 0.000 0.000 0.000 177.000 177
O Travel 100 Travelnotexcee... Travel not exceeding 1.000 0.000 0.000 0.000 0.000 350.000 350

U — C —

b

4 »
Comment [Addtond Traveingrequed & Sub Total

VAT ‘ 116.55 ‘

o s

Open Windows v | User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

* The Sales Orders for Customer listing screen will be updated

with the new Order that you have created.

For a detailed handling of this topic refer to Orders - Add Sales Order

EDIT SALES ORDER

A Sales Orders that have already been invoiced will not be available for editing.

* From the Sales Orders for Call [call ref number] screen,
* Click in the row of the Sales Order you wish to edit.
* Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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Calls - Sales Order

® - Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 — JLa Jix)
| e | Home [Equipment / Locations Contract Finance [HR Inventory | Projects i Sales Service Reporting Utilities - & x
[ = » B P @ & R B 2 2 5
7 = C = =
(X E O O & o O & & & @ % . 9
Add Edit |Delete View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project » | Order Invoice
m‘\e 4| Navigatior ‘ Process . Format “ Print ! Current . had
OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v ol ol o o = e = o = = ol o
ORO000340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler .00 15.00 A
E] ORO0D00341  BIGODOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00

15.00 Additional Traveling requir... A

Open Windows ~

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

* The Edit Customer Order - [Order Number] listing screen will dis-
play.
* Make the required changes to the Heading Information,
Addresses or Related References tabs.
* Make the necessary changes to the Order Item frame:
* To " Add Sales Order Items" on page 11, click in the
Item Type column of the next available row.
* To "Delete Item line entry" on page 8, click on the row
of the item you wish to remove, then click on Delete
Item.
* Click on Save to save the changes to the Customer Order and
return to the Sales Orders for Customer screen.

For a detailed handling of this topic refer to Orders - Edit Sales Order
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#$$xref$$_269
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Calls - Sales Order

SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription  WarehouseName  Quantity  QuantityPerUOP | UnitType | UnitCost

Tax Rate 15.00 Addresses | Related References

Markup  Discount  UnitSellingPrice  BaseCcyPri

® - Edit Customer Order - OR0000341 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jlojix]
{ f| Home [Equipment / Locations Contract Finance [HR Inventory | Projects i Sales Service Reporting Utilities. - & x
save | Back Deletz | Savelayout | PrintSales PrintProforma
Item Order Invoice
Maintain P o
Customer Name  Big Bargains p* Reference 50004 b Billing address
Contact Name  Tarryn Snow CUSTOMER CONTACT 2 * Status N PO Box 1985 o =
‘Commercial Type Class Commercial ~ * OrderDate & Time 17/05/2022 ~ [1s5108 3 New Town o
Salesman Julanda Kessler - Shipping address
Billing Customer Big Bargains ol Billing Contact | Tarryn Snow CUSTOMER CONTAC @ * ﬁf‘aﬁ:"e P -
Order Currency South African Rand - Exchange Rate 135* Durban

v a = @ Wl Qe L3 - = Bc = = = = =
» Ll Internal S... CALL Call Out Fee Call Out Fee 1.000 0.000 0.000 0.000 0.000 250.000 250,
Labour TTTECH IT Technidan IT Technician 1.000 0.000 0.000 0.000 0.000 177.000 177]
O Travel 100 Travel notexcee . Travel not exceeding 1.000 0.000 0.000 0.000 0.000 350.000 350
¢ B seam — e o
‘ s
Comment | Additional Traveling requred Sub Total
VAT ‘ 116.55 ‘
rond Tt
Open Windows ~

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

DELETE SALES ORDER

A Orders that have already been invoiced will nOt be available for deletion.

* From the Sales Orders for Call [call ref number

] screen,

e Click on to therowof the Sales Order you wish to remove.

¢ Click on Delete.

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

Click on Delete.

* The Confirm delete Order message will display;

* Are you sure you want to delete this Order?

* Click on Yes.
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Calls - Sales Order

® - Sales Orders for Call CNOOO5305 - 570: Version 2.5.0.8 - Fxampl —JCaJ=x]
e | Home Equipment / Locations Contract Finance /HR Inventory Maintenance /Projects ~ Manufacturing  Procurement  Sales  Service Reporting Utilities - & x
D = ; =) 3 Jarae & ] @ - 2 2 )
Y 4 = - = =]
O «X|IE OO F & & & & @ % . .9
Add Edit | Delets | View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project » | Order Invoice
aint i &
OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v e e e e = 0 = Al = = e 3
ORO000340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler .00 15.00 A
Doﬂmmni BIGO00 1 Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A

“o

Confirm delete Order 4—0

0 re you sure yoltwant to delete this Order?

0——[=1 =

Open Windows ~

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

The Sales Order will be removed from the Sales Orders for Customer listing
screen.

For a detailed handling of this topic refer to Orders - Delete Sales
Order

VIEW SALES ORDER

An Order can be viewed in any status.

* From the Sales Orders for Call [call ref number] screen,
* Click on therow of the Sales Order that you wish to view.
* Click on View.

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

Calls - Sales Order

® -
' $ | Home | Eupment/locatons  Contract  Finance [HR  Inventory | Projects

Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8
Sales Service Reporting Utilities - &8 x

O 2 X|=E

Add  Edt Delete | View

CF Oon ®m H & & % ‘~
le O @ b = Durban - &
Creste  Create  Addltems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice New Deal to WO Project | > Order Invoice

o

- P
Back Forward

1= Nl Process
4|

OrderNo CustomerCode
v e e
OR0000340  BIGOOOL

Tﬁﬂ BIGO00L

OrderDesaiption OrderValue  Currency OrderDate SalesmanName ExchangeRate TaxRate Comments Status

CustomerName
e e = e = e = = e e
Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler L00 1500 A
Big Bargains 50004 393.55 ZAR 17/05/2022  Julanda Kessler 100  15.00 Additional Traveling requir... A

Open Windows ~

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

The View Customer Order - [Order Number] screen will display.

E/T No changes can be made to the information on the Order as this is a

view only screen.

You can "Print Sales Order / Print Proforma Invoice" on page 24

from this screen.
Click Backto return to the Sales Orders for Work Order screen.
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Calls - Sales Order

$ - View Customer Order - OR0000341 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jlo]x]
E \mmelm/mm Contract  Finance [HR  Inventory . /Projects i Sales  Service  Reportng  Utities =
o B | & |
—_—
Back prinksales _Print Proformal | —~
Or( - —

Maint... .| For 4 2
Customer Name Big Ea\:‘\ [soo0s Billing address

Contact Hame |Tarryn'Sn _ . (N PO Box 1985 <
Commercial [Type i PTINE Sales  Print Proforma| sz fwsies 2 Hew Toun .
Salesman uenda| _Order Invoice Shipping address
Billing Customer |Big Bargains 1= Billing Contact | Tarryn Snow CUSTOMER CONTACT  * i 5‘;‘:0:‘“ =
‘Order Currency South African Rand Exchange Rate 1 Durban b
Tax Rate 15.00 Addresses | Reloted References |
SuppressOnPrint | TtemType | ltemCode | TiemDescripion | OrderLineDescription | Werchouschame | Quantty | QuanityPrUOP | UnitType | UnitCost | Markup | Discount | UnitSelingPrice | BaseCeyPr
v o e o I e o = = o = = = = -
» Mo =Y caL call Out Fee call OutFee 1.000 0.000 0000 0000 0000 250,000 250
No CRFT MTECH  MTechnican [T Technican 1.000 0.000 0000 0000  0.000 177,000 177
No TRV 100 Travelnot excee .. Travel not exceeding. 1,000 0.000 0000 0000  0.000 350,000 3%

4 b

Comment | Additional Traveling requied Sub Total

vaT| 11655

o s

Open Windows v | User:Julandak | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 7

NAVIGATION BUTTONS

* The Forward navigation button allows for quick navigation to
related documentation, by navigating to view the Sales Customer
Invoice that has been created from the selected Sales Order.

* The Back navigation button will transport you back to the Work
Order Listing screen.
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Calls - Sales Order

' i Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 |,:,,| o !7
| @ | tome | Eqpment/Locatons  Conwact  Finance [HR  Inventory ’ | Projects Ssles  Service  Reportng  Utities =%
& = [\ ™ - 3
b 3¢ = =
@/xggﬁ ] & B8 — O
Add  Edt Delete View Forward || Create oo o MewDesl | Savelayout Workspaces | PrintSales Refresh
Project | - Order
Maintair i | Format @
|
OrderNo | CustomerCode | Custol || Ordervaue | Currency| OrderDate | SalesmanName | ExchangeRate | TaxRate | Comments Status
| Back Forward |
v oOc o0 e = 0c = e = o0 o
ORO0000340  BIGOOO1 \ TQU. | 1,127.00 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
» OROD00341  BIGOOOL Big Bargains 50004 893.55 ZAR 17052022  JudandaKessler 100 15.00 Addtonal Traveingrequir.. A
Open Windows ~ | User : Juandak | 17/05/2022 | Version: 2.5.0.8 | Example Company v25.0.8

CREATE INVOICE

* From the Sales Orders for Call [call ref number] screen,

* Select the row of the Sales Order you wish to create an invoice
for.

* Click on Create Invoice.

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

Calls - Sales Order

e

$ - Sales Orders for Call CHO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [—J(aJx]
' $ | Home | Equpment/Locatons  Contract  Finance [HR  Inventory | Projects 0 Sales  Service  Reportng  Utities —

s = - m| oo — @ 3 2 )

= €
OXE OO | | O b & & @ m &
Add  Edt Delete View | Back Foward ||Create| Create Additems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice | NewDeal ~ toWO  Project | > Order Invoice
Maintai Navid 2 Process a

OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName ExchangeRate TaxRate Comments Status

v e e W o = e = e = = o o

ORO000340  BIGO0OL Big Bargains cqooz 1,127.00 ZAR  17/05/2022  Julanda Kessler 100 1500 A
[]oroooozar  sicoo0t Big Bargains 50004 89355 ZAR  17/05/2022  JulandaKessler .00

15.00 Additional Traveling requir... A

Open Windows ~

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

You will receive three (3) Invoice Generation messages:

* The first Invoice Generation message will confirm;

* Do you want to convert order no. [order number], for

customer, [customer code], to an invoice?
* Click on Yes.

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

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Calls - Sales Order

Open Windows ~

15.00 Additional Traveling requir... A

Invoice Generation <—°

Do you want to convert order no. OR0000341, for customer, Big
Bargains, to an invoice?

00—~ |

9 - Sales Orders for Call CNO005305 - 170 —JelE
( e Home Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects ~ Manufacturing  Procurement  Sales  Service Reporting Utilities - & x
i A ) — e & [O4 ¢ ™~ @ 2 2 é )
OQOXE Q0O 8 o @ @ & & @ m &
Add Edt Delete View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | Print Sales  Print Proforma  Export Refresh |
| Invoice NewDeal toWO  Project | > | Order Invoice
Navigatio &
OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v e e e e e = "l = ol o
ORO000340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 15.00 A
» OROD0D341  BIGOOOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

* The second Invoice Generation message will confirm;

* Do you wish to close the Order off? No further

Invoices will be possible from this Order if it is
closed.

e Click on Yes.
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TECHMNOLOGSTES

Calls - Sales Order

- Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=t
| @ | rome | Equpment/iocatons  Contact  Fnance/MR  Inventory JProjects g Seles  Serve  Reportng  Utities - & x
OUXE OO i’ O B H & @ m &
— w d ’ - Durban -
Add Edit Delets  View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal WO  Project | > Order Invoice
Maintai Navigatio Process 4 Format 4| o
OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName ExchangeRate TaxRate Comments Status
v e e e e = o0 = "l = = ol o
ORO000340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler .00 15.00 A
» OROD0D341  BIGOOOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A
Invoice Generation <__°
Do you wish to close the Order off? No further Invoices will be possible
from this Order if it is closed.
o—— Mo
Open Windows v | User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

* When you receive the third Invoice Generation message to con-

firm;

* Do you wish to view the Invoice created, no [invoice

number]?

¢ Click on Yesto view the Invoice.

e Click on No to return to the Sales Orders for Cus-

tomer screen.
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TECHMNOLOGSTES

Calls - Sales Order

- Sales Orders for Call CNOOOS305 - 570: Version 2.5.0.8 - Fxample Company v2.5.0.8 [(=JalEe
| @ | rome | Equpment/iocatons  Contact  Fnance/MR  Inventory JProjects Seles  Serve  Reportng  Utities - & x
5 'S = ; m [ ; =S @ - g =
= P 2 =
OXE O © o @ & & ¢ e et < 4
Add  Edt Delets View | Back oo | Creste  Create  Addltems NewDesl | Savelsyout Workspaces | PrintSales PrintProforma  Expert Refresh
Invoice  New Deal to WO Project | - Order Invoice
Maintai .| Navigation Process Format &
OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName ExchangeRate TaxRate Comments Status
v e o e o = o = s = = o o
ORO0000340  BIGOOO1 Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
» ORO000341 BIGOOO1 Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A
Invoice Generation <_v°
0 Do you wish to viow the Invoice created, no. INVO0005E2?
o—— e
Open Windows | User : Juandak | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

* The Edit Customer Invoice screen will display where you can
view or make changes to the Invoice, if required.

* After making the necessary changes, click on Save.

For a detailed handling of this topic refer to Orders - Convert to Sales
Invoice
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#$$xref$$_265
#$$xref$$_265

Calls - Sales Order

4

e - Edit Customer Invoice - - ion 2.5.0.8 - Example v25.0.8 [=J(o]lx]
Eﬁ Home | Equipment/Locations  Contract  Finance /[HR  Inventory i /Projects L Sales  Service  Reporting  Utiities - 8 x
Save | Back Delete | Savelayout
Ttem
Maintain Format i
Customer Name Big Bargains P Reference SO004 = Billing address.
Contact Name | Tarryn Snow CUSTOMER CONTACT £ * Status New ;‘::%;:55 £ =
Commercial | Type Class Commerdial v * Date & Time  17/05/2022 v | | 15:37:06 b
Salesman | Julanda Kessier .- Shipping address
. o . 25 Dune Ave P «
Billing Customer | Big Bargains P Billing Contact | Tarryn Snow CUSTOMER CONTAC' 2 * | Nayw Tonn
Invoice Currency |South African Rand - Exchange Rate 12|+ | [Duban
Tax Rate | 15.00 - 15 | Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescription | WarehouseName  BatchSerialNo  Quantity | UnitCost Markup | Discount  UnitSelingPrice  BaseCcyPrice | TaxRa
¥ =) - 3 =3 a0 13 afc = = = = = = =
» O Intemal Service CALL Call OutFee Call QutFee 1.000 0000  0.000 0.000 250.000 250,000 li
] Labour TITECH T Technican IT Technican 1.000 0.000  0.000 0.000 177,000 172.000 19
J Travel 100 Travelnotexce... Travel not exceeding 1... 1.000 0.000 0.000 0.000 350.000 350.000 19
sE e — [ T

Commeent | Additional Traveling required

Open Windows ~

3

Sub Total 777.00
VAT 116.55
Grand Total | 89355

| User:Julandak | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 7

CREATE NEW DEAL

* From the Sales Orders for Call [call ref number] screen,
* Select the row of the Sales Order you wish to create a New Deal
for.

* Click on Create New Deal.

@Short cut key:Right click to display the All groups menu list. Click on New Deal.
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Calls - Sales Order

' i Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 |,:,,| o | !7
| @ | rome | Equoment/Locatons  Conwact  Finence [HR  Inventory ’ JProjects i Sdes  Service  Reportng  Utiibes - & x
; 'S - ; m [o . 5] @ 3 g =
= [ = =]
OZXE OO LN & & < B O
Add  Edt Delete View | Back Forward | Create | Create | Addltems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice |New Deal to WO Project | - Order Invoice
Maintai .| Navigation . Pr Y\ﬂ 4 a
OrderNo CustomerCode ~CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
o e W o = e = e = = ol s
DORDGDGMD BIG00O1 Big Bargains €Qo02 1,127.00 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
ORO000341  BIGODO1 Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A
Open Windows ~ | User : Juandak | 17/05/2022 | Version: 2.5.0.8 | Example Company v25.0.8

* "The New Deal screen will be displayed." on page 3
e Complete the New Deal information as required.
* The Call Type field enables you to distinguish if this order is a

New Deal Sale or New Deal Rental.

* When you have completed the new deal information, click on OK.
* When you receive the New Deal message to confirm that;
* The new deal call has been created, reference no.
[reference number]
* Click on OK.
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#$$xref$$_264

Calls - Sales Order

$ - New Deal - ©f 25 —JaJx
e Home Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - & x
<
Client Contact  Tarryn Snow CUSTOMER CONTACT v
Rental Deal [ ‘/e
Call Type Implementation IR
Description | CQ002 .
Call Date & Time | 17/05/2022 = 15:40:14 3
Scheduled Start  17/05/2022 -
Scheduled End  23/05/2022  ~
Hew Deal Location  Durban North Pl New Deal <—° X
Assigned to Wesley Haynes - = o
0 The new deaﬁall has been created, reference no. CNO003306,
Open Windows ~ | User:JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

* You will return to the Sales Orders screen.

For a detailed handling of this topic refer to Orders - Convert to New
Deal Sale / Rental

ADD ITEMS TO WORK ORDER

The Add Items to WOfunction is only valid where the Customer Order has been linked

to an existing Work Order.

* From the Sales Orders for Call [call ref number] screen,
* Select the row of the Sales Order you wish to add items to.
* Click on Add Items to WO.

@Short cut key:Right click to display the All groups menu list. Click on Add Items.
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Calls - Sales Order

* When you receive the Add Items to WO message to confirm;
* Are you sure you wish to add these order items to
associated work order no [work order number]?
* Click on Yes.

$ - Sales Orders for Call CNOO05305 - BP0 Version 2.5.0.6 ampl pa 5.0.8 —JajEc
e | Home Equipment / Locations Contract Finance [HR. Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
- g 5 (= z m 0O | ¢ 7o @ == g LQ é =
» =2 ! - =
O XE OO 0| == s e i 2
Add Edit Delete View Back Forward | Create Create |AddItems| NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal | toWO roject > Order Invoice
Maintair ‘ Navigatior ‘ 3
OrderNo CustomerCode  CustomerName OrderDesaription  OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate  Comments Status
v o e A e = 0 = e - = wfc wfc
OR00D0340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 1500 A
OR0000341  BIGODOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 100 15.00 Additional Travelingrequir... A
m OR0000342  BIGOOO1 Big Bargains S0005 28,750.00 ZAR 17/05/2022  Julanda Kessler 100 1500 A
Add ttems to o 4———————J)
Are you sure youSiish to add these order items to associsted work
order no. WO00062617
00— = ][ ™
Open Windows ~ | User: JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 4

* You will return to the Sales Orders for Work Order screen.
e The Work Order items will have been added to the Sales Order.

For a detailed handling of this topic refer to Orders - Add Items to
Work Order

NEW DEAL PROJECT
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Calls - Sales Order

* From the Sales Orders for Customer [Customer Code] screen,
* Click on the row of the Sales Order you wish to convert to a New
Deal Project.

* Click on New Deal Project.

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

on New Deal Project.

$ - Sales Orders for Call CN0005305 - BPO: Version 2.5.0. - Example Company v2.5.0.8 [—J(o]ix]
‘7 7§7 \ Home | Equipment [Locations ~ Contract  Finance /[HR  Inventory |/ Projects i Sales  Service  Reportng  Utiities - &8 x
O 2 X 5 ¢ L HF Q@ |&f & @ @ 5
= & =]
O2XE OO & I O|& - B O
Add Edt Delete View Back Forward | Create Create  AddItems |MNew Deall | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal WO | Project > Order Invoice
Maintai 4| Navigatior Process 4 nat 4| had
OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName ExchangeRate TaxRate Comments Status
v e e e e = o0 = "l = = ol o
ORO000340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 15.00 A
ORO00D341  BIGOOOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 100  15.00 Additional Travelingrequir... A
OR0000342  BIGOOOL Big Bargains 50005 28,750.00 ZAR 17/05/2022  Julanda Kessler 1.00 15,00 A
m OR0000343  BIGOOOL Big Bargains S00006 287.50 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
Open Windows v | User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7
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Calls - Sales Order

"The New Deal Project screen will be displayed. " on page 3

Complete the New Deal Project Details as required,

Click on OK to save the new deal details.

When you receive the New Deal message to confirm;
* The new deal project has been created, reference

no. [reference number]

¢ Click on OK.
$ - New Deal Project - BP0: Ve 2.5.0.8 - Exa > va —El==
e Home | Equipment/Locations  Contract  Finance /[HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporting  Utiliies - &
-
P -‘\e had
Client Contact | Tarryn Snow CUSTOMER CONTACT v|*
Contact Type Project Manager
Rental Deal [
Work Order Type Implementation v *

Description | 500006

Scheduled Start  17/05/2022

Scheduled End [245/2022  + New Deal ¢————————) x

MNew Deals Location Hilcrest Pl

Assigned to  Steven Cooper £
n The new deal project has been created, reference no. PRICD00422,

O—[x ]

Open Windows + | User : Julandak | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

* You will return to the Sales Order screen.

For a detailed handling of this topic refer to Orders - Convert to New Deal

Project

PRINT SALES ORDER [/ PRINT PROFORMA INVOICE
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Calls - Sales Order

* From the View Customer Order - [Order Number] screen,

* Click the print option that you require.

[ |
Print Sales Order

| |
Print Proforma Invoice

* The example has Print Sales Order selected.

® - View Customer Order - OR0000342 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=JCalix]
| @ | rome | Equoment/Locatons  Conwact  Finence [HR  Inventory i /Projects Seles  Service  Reportng  Utiities - 8 x
© B [&@ &| -
—
Back | Savelayout | [PrintSales PrintProformal | =
orl — =
Maint.. 4| Format 4 Q lﬁ
Customer Name [5ig Bagai |/so00s . Billing address
Contact Name TarrynSn| _ IR PO Box 1985
Commercial TYDeCéél rint Sales  Print Proforma| ;5 (5w HewTonn
Salesman [xinda|__ Order Invoice Shipping address
Billing Customer Big Bargains Billing Contact | Tarryn Snow CUSTOMER CONTACT  * ﬁf‘;‘mw
‘Order Currency South African Rand Exchange Rate 1 Durban
Tax Rate 15.00 Addresses | Related References |
SuppressOnPrint TtemType | ItemCode | ltemDescripion  OrderLineDescription | Warehousel Quantity | QuantityPerUOP  UnitType  UnitCost | Markup  Discount  UnitSelingPrice | BaseCoyPri
v e o o o o3 o0 = = Qe = = = = =
» INo WARR  1Ysw 1Year Suppier . 1Year Suppler Warr... 1.000 0.000 0000 0000  0.000 25000000 25000
Comment Sub Total 25,000.00
vaT| 3,750.00]
Grand Total 28,750.00
Open Windows ~ | User:JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8
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Calls - Sales Order

* The Select the option as desired message will display.
e Click on the radio button to select either Print Order, Email
Order or Print and Email Order.

E/J? When selecting to Email the Quote, the quote will be emailed via the

BPO Email Service on the server and not from MS Outlook.

e The example has Print Order selected.
* Click on Accept to proceed.

$ - View Customer Order - DR0000342 el
@ | tome | Equpment/Locaons  Conbact  Finence /MR  Inventory  Mantenence/Projects  Manufactring  Froarement Seles  Service  Reportng  Ubies - & x
> >
O 8 & <&
Back Save Layout | PrintSales Print Proforma
Order Invoice
&
Customer Name Big Bargains N Reference 50005 * Billing address
Contact Name | Tarryn Snow CUSTOMER CONTACT | * Status T PO Box 1985
Commercial [Type Class Commercal * OrderDate&Time | 17/05/2022  ~ | |15:41:53 [
Salesman Julanda Kessler - Shipping address
Billing Customer  Big Bargains * Billing Contact Tarryn Snow CUSTOMER CONTACT | * ﬁﬁ‘aﬁ:"‘
Order Currency South African Rand Exchange Rate 1+ Durban
Tax Rate 15.00 S Select the option as desired ‘—e —Jlaj x Addresses | Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescription gl Home ||UnitType  UnitCost | Markup | Discount  UnitSelingPrice  BaseCcyPri
v o o o 0 il = 0 - = E = =
» No WARR 15w 1Year Supplier ... 1| ﬁ o | 0000 0.000  0.000 25,000.000 25,000
| Accept | cancel |
| - ey
@ Frint Order]
- ©) Email Order
| *) Print and Emai Order
. ,
PR Sub Total 25,000.00
VAT | 3,750.00|
Grand Total 28,750.00
Open Windows + | User : Julandak | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.08

e The Sales Order or the Proforma Invoice (this will depend on the
print option you made earlier) will display in the Preview screen.

* You can make cosmetic changes to the document, as well as Save,
Print, Export, Add a Watermark or Email the Sales Order or Pro-
forma Invoice.

e Click on Close to return to the Sales Quotes for Customer

screen.
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TECHMNOLOGSTES

Calls - Sales Order

For a detailed handling of this topic refer to Orders - Print Sales

Order or Orders - Print Proforma Invoice

(2 Preview

File View Background

Oa i [mA 6eao - o e a e - a o 0-al[e]
v\\o/x
Sales Order
Example Company v2.5.0.8
StreetNo and Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 031 123 4567
LU (T TR o
Date : 17/05/2022 00:00:00
Sales Person: JulandaKessler Your Ref : 50005
Attention : Tarryn Snow CUSTOMER CONTACT Ship Contact : Tarryn Snow CUSTOMER CONTACT
Billing PO Box 1985 Shipping EIG0001 - Big Bargains
Address : New Tomwn Address ; 29 Dune Ave
Durban New Town
1234 Durban
1234
Customer : BIG0001 - Big Bargains
Tel No. : 031 123 4567 Tel No. : 031 123 4567
Fax No. ¢ Fax No.:
VAT No.: 123436789 Email : kameshni.pillay@co3.coza
Item Code Item Description Quantity  UnitPrice  Discount % Net Price Total
WsW 1¥earSupplier Warranty .00 25,000.00 0.00 25,000.00 28,750.00
Page 10f 1 100% (=)

&

MNU.122.027
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