=3
Orders - Add Sales Order

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

SALES

ORDERS - ADD SALES ORDER

You will encounter a Customer and a Billing Customer on both the Sales

Order and the Sales Invoice.

J Customer (Main Customer) - is the client who is ordering the parts / ser-

vices.

/ Billing Customer - is the client / finance party who will be paying for the

parts / services.

Ribbon Access: Sales > Orders

$ - 8PO: Version 2.4.0.11 - Example Company — LBl
| e Equipment / Locations Contract  Finance /HR Inventory i | Projects Manufacturi Pr Sales Service Reporting Utilities.

B 4 B @ 5 5§l &

‘CLSNIHHS Services Templates Commercials | POSLite Quotes | Orders | Invoices Credit Statement
Notes Run

| Maste! 4 Processing @

1. The Sales Orders listing screen will be displayed.
2. Select the Site where you need to create an order.
* The example has Durban selected.
3. An Order can be Created from any Status.
* The example has New Order selected.
4. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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. - Sales Orders - BPO: Version 2.4.0.11 - Example Company L=llo L
[locations  Contract  Finance /HR  Inventory i [Projects  Man i Sales ice  Reporting  Utiitie ) - &8 x

P O & B £ @ e O

orward | Create Creste AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO  Project - Order Invoice
Navigati... Process 4 Format a Print P Current 4 ad

y— .

Orderho CustomerCode  CustomerName: OrderStatusDesc | OrderDescription Ordervalue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate OrderTime | DeptCode
ML "Qe LG B e = L = e = = "0 e i
I ORD000207 NET001 Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit 1.00 14.00 01:10:42

OR0000212 HOPOO1 Hope Works (Pty) Ltd ~ New order 1234 628.27 ZAR 07/08/2017  Bianca Du Toit 1.00 100 11:48:45

OR0000218  TINOO1 Tinas Coffee Shop New order test 24,071.10 ZAR 14/08/2017  Bianca Du Toit 1.00 100 11:18:17

OR0000220  BETD001 Betties Summer Shop ... New order 1234 23,029.07 ZAR 21/08/2017  Bianca Du Toit 1.00 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

OR0000222  SAMOO1 Samanthas Diner New order test 402.85 USD 04/03/2017  Bianca Du Toit 10.00 0.00 02:50:18

OR0000224  JOE0001 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

OR0000244 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 DER001 Derton / Technologies  New order 6,119.52 ZAR 21/05/2018  Bianca Du Toit 1.00 14.00 14:16:30

OR0000279  APP0001 Apple Juice Inc New order C copy Test source 81.94 ZAR 08/01/2019  Belinda Sharman 1.00 15.00 16:56:08

OR0000281  TIAOD1 Titan Group New order Copy of test 920.00 ZAR 09/01/2019  Bianca Du Toit 1.00 15.00 16:47:51

ORO000282  HOPOO1 Hope Works (Pty) Ltd  New order 1234 920.00 ZAR 09/01/2013  Bianca Surend 1.00 15.00 04:48:13

OR0000283  HOPOO1 Hope Works (Pty) Ltd  New order test 0.00 ZAR 09/01/2019  Bianca Surend... 100 15.00 04:50:21

OR0000284 HOPDO1 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.. 100 15.00 04:58:22

OR0000286  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... 1.00 15.00 05:06:46

OR0000294 HOPOO1 Hope Works (Pty) Ltd ~ New order 1234 864.00 ZAR 25/07/2019  Bianca Du Toit 100 15.00 10:12:42 .
“ »
Open Windows | User:JulandaK | 17/03/2021 | Version: 2.4.0.11 | Example Company

5. The Add new Customer Order screen will be displayed.

SALES ORDER HEADER

6. Customer Name: Click on the search button to select the customer.
i. The Select a customer for this Order screen will display.
ii. Select the row of the customer you are placing the order for.
iii. Click on OK.

Help v2024.5.0.7/1.0 - Pg 2 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Orders - Add Sales Order

‘ > Add new Customer Order - 5P0: Version 2.4.0.11 - Example Company ) (8 ) (G
[ é Home | Equipment /locations Contract Finance fHR  Inventory i [Projects  Manufa Procurement  Sales  Service  Reporting  Utiliie?) - & X
Save Back Delete | Savelayout | PrintSales PrintProforma
Item Order Invoice
Maintain 4| Format . Print Al
Y o
Customer Name * Reference . Billing address
S 2% selecta for this Order <— ® --i=x »
Commercial ~|*
Home ‘
Salesman Julanda Kessler v|* = idress
Billing Customer P @ @ @ o
Order Currency - Ok Back Save Layout
Tax Rate 0 o o & || Related References |
SuppressOnPrint  ItemType | ItemCode | ItemDescription \. fup  Discount  UnitSellingPrice
¥ =) - L3 e = =
5 a8 Select typ... _ CustomerCode | CustomerType  CustomerName Currency  SiteDescription  CustomerPh -
v o o e ofc o o0
BEAOOL LEG Bearing and Shoe ZAR Durban 031123 |
BET0001 RE Betties Summer Shop att.. ZAR Durban
biancad RE North West Branch ZAR Durban
i [ ] Brcoo01 o 8ig Bargains ZR  Duban 031456
BILO0O1 co Billys Barn ZAR Durban
BITOO1 m Bits and Bvtes ZAR Durban 031123 ~
‘ "
1 »
Commen sa o
VAT | 000
o om)
Open Windows ~ | User:JulandaK | 17/03/2021 | Version: 2.4.0.11 | Example Company

7. When you receive the Billing Customer message to confirm;
* Is the billing customer the same as the main customer?
° The Main Customer refers to where the items
are being shipped.
° The Billing Customer refers to the Account
Holder who will pay for the goods/services.
8. Click Yes if the Billing Customer is the same as the Main Customer or
9. Click No if the Billing Customer is different to the Main Customer.
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3 - Add new Customer Order - | 1 — o x
e | Home | Equipment /Locations  Contract anm[HR Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiitie -
Save  Back De\eti Save Layout | Print Sales Print Proforma
Order Invoice
Aaintain A
Customer Name p* Reference Billing address
Contact Name P+ Status N o
Commercial ~ * Order Date & Time 17/03/2021 ~ 15:16:39 b
Salesman | Julanda Kessler - Shipping address
Billing Customer pl* Billing Contact Pl P
Order Currency ~ Exchange Rate 03"
Tax Rate o Addresses | Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription | WarehouseName  Quantity | QuantityPerUOP  UnitType  UnitCost  Markup  Discount  UnitSellingPrice
¥ =] - ol ol e e = = o = = = =
.f—b Billing Customer
" "3 Isthe billing customer the same as the main customer ?
=
l
»
Commen sa o
VAT | 0.00|
o om)
Open Windows ~ | User: JulandaK | 17/03/2021 | Version: 2.4.0.11 | Example Company 4‘

Contact Name: Click on the search button to select the contact
name using the steps as explained above.

Commercial: This is the default commerciall configured for the
customer. A different commercial can be selected by clicking on
the down arrow, if required.

Salesman: This field will auto populate with the person currently
logged in to the system. Click on the down arrow to select an
alternative salesman from the list, if required.

Billing Customer: This field will already be populated if the Cus-
tomer is the same as and Billing Customer. If not, click on the
search button to select the customer who will be paying for this
invoice.

Reference: Type in a reference for the sales order.

Status: The status field will display [N] for New by default.

1Commercial is the mark up structure for the item. The original price of the
item, including the company profit margin
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* Order Date and Time: The current date and time that the order
has been placed, will display.

* The date can be changed by clicking on the down
arrow to change the date using the Calendar function,
if required.

* Click on the arrow indicators to adjust the time, if
required.

¢ Billing Contact: Click on the search button to select the billing

contact, following the steps for adding a Customer Name.

® - A b b WO Versmn LA 1] naephe ( ooy =8 8
. e Gpdgeert [Lscaters  Cortat Pwaroe (MR Deetry  Martearoe el Mendacery  Peoseset Sl Sees Gpey U - =
e
HOX | & &£
- e Dt - vt et - v R oheee
- row -
Customer Name Big Bargains o= Reference BB00044 [
Contact Name Tarryn Snow CUSTOMER CONTACT 9| * Status N O o 1983
Commercial Type Ciass Commercal | * OrderDate&Time 17032021  + 1516:38 & ——
TheoPeterson i Ny et an
Billing Customer Big Bargains P = Billing Contact Tarryn Snow CUSTOMER CONTAC @ * :_"" _r“
Owdes (wrvemcy o ® ASow bard 1§ o hamge fate o A
Tas Rate 1300 ALY evaey  Seswes Lot eews
Sgpemrted  NeeTge  DeeCode  DesOesceter riwlrelesoplior  Nashasese Qurdty  QuethPeUlP  UTge  UWCest  Meke Dot UeESelngror
- 3] < ° 9 °
. ] B e e
et b |t ad (Y]
wAT wm
Cramd 1 otad (]
O Ao e el DBNIIL vewes  1A0 11 Esaegie Compary

FINANCIAL HEADER

* Order Currency: This field will populate based on the currency
set up for the customer. Use the drop-down arrow to select an
alternative currency from the drop-down menu, if required.

* Tax Rate: This field will populate based on the currency set up for

the customer and can not be changed on this screen.
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* Exchange Rate: This field will populate based on the exchange
rate set up in the system. Type in or use the arrow indicators to

adjust the exchange rate, if required.

® - A s (w0 Versann L AB 1] U nsengle ( conpamy =8 B
e ("R ety v A S Seve ey e - @ =

® - Cormact
MOX | & &

v .

Ol  wntms o Sy Comtact T yn S CLETOMER CONTAC © *
Order Currency South African Rand - Exchange Rate 13 At

Tax Rate 15.00 A3S evaen  Seeted fete e

SpemOtwd  Dewluge  DeeCode  DeeOesophon piwlrelesophon  Wasesase Qutly  QuhPwUDP  UnTwpe UGt Mep  Deosedt  Unielngives
- - -l ° < °

. bt v | — Emmm e e e ul

|t ‘b loted s
AT (Y]

o omd | otad L

O Ao U Mdende MBI vewen 14011 Dnasgle Compary

ADDRESSES TAB

« Billing Address1: The billing address need to be added to the cus-
tomer before linking the order. Click on the search button to
select the billing address.

* Shipping Address2: This field needs to be completed. If the Ship-
ping Address field has not populated, click on the search button

to select the address where the goods can be shipped to.

1A Billing address is where the invoice for an order will be sent, whether it is
a business-to-business (commercial) order or consumer order. You must
define a billing address for any order.

2 shipping address is the address where an order will be sent.
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® - L s Sy Ty Ty pu— -
[ e T T L g S S e————— - ® x
.
MOX | &£
Seve  Bah Dwew  Seveilavedt e Sales et ealeee
T— Ovtew -
wntom—r Moo L »* Retereme w0 Billing address
Comtact Rame "ar e Sros OSTOMER CONTACT B * ates PO Box 1985 P o
Cmmmemewcnsl e o——— = ¢ Gedew Date & Teme (V0L 001 . - New Town .
ahremon e bww Shipping address
Bl ot e e Slng Contact Tar e Srew OUSTOMER CONTAC P * i:v??;mﬂve P«
Owder (wrvemcy o T ASow e - 1 e hamgr Rate s e -
Tas Rate iy

Addresses | Related References

gy e " g Th— T——p— ey o - Doy Py e e g . . B A B et At

. L] ° ° ° ° °
. e | Y T g
et Sttt o
war o
ramd ot o
Cpan Wrdoes * ner | dardes. 0N vewen 14011 Exeegle Company

RELATED REFERENCES TAB

10. Click on the Related References tab.

° The sales order that you are creating, may be linked to one or
more of the following reference types:
* Serial No
* Call Reference
* Contract No
* Location
* Project Reference
¢ Quote Reference

¢ Work Order Reference
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® - Add new Customer Order - BPO: Version 2.4.0.11 - Example Company — (o ][x]
\7ﬂnm\wum Contract  Finance [HR  Inventory i Projects  Mar : sales  Service Reporting  Utiities - & x

HOoXx @ @ &

Save Back Delete | Savelayout | PrintSales PrintProforma
Item Ord

Invoice
Maintain 4| Format . Print &
Customer Name Big Bargains p* Reference BB00044 = ReferenceType « ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT 0 * Status N Call Reference -
Commercial Type Class Commercial ~ * OrderDate & Time 17/03/2021 = | 15:16:3% & Conkract No
Salesman Theo Peterson -|* _ . 7] _|tocation
’ 5 - . e Project Reference
Billing Customer Big Bargains bl Billing Contact Tarryn Snow CUSTOMER CONTAC O * -
|y E——— e =g Ouote Reference o
Order Currency South African Rand - Exchange Rate 13]* .\ « »
Tax Rate 15.00 | Addresza®| Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription | WarehouseName | Quantity  QuantityPerUOP  UnitType  UnitCost  Markup  Discount  UnitSelingPrice B

3 =) = L3 s 3 L3 L3 =

= o0 = = =
» B seeaw — AN I I

: :
commen s om|

VAT | 0.00

oot ||

Open Windows ~ | User: JulandaK | 17/03/2021 | Version: 2.4.0.11 | Example Company

11. Click in the Reference No field of the Reference Type you wish to link
to this order.
* The example has Serial No selected.
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$ - Add new Customer Order - BPO: Version 2.4.0.11 - Example Company =S ES
[ @ [ Home | Equoment/locatons  Contract France /R Inventory JProjects ;i Sdes  Service  Reportng  Utiities _ & x
HOX {§ & &
Save Back Delete | Savelayout | PrintSales PrintProforma \
Item Order Invoice
Maintain o
Customer Name BgBargans P * Reference BB00044 + ReferenceType  +\ ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT £ * Status N Location -
Commercial Type Class Commercal  + * OrderDate & Time 17032021  ~ 151639 3 Project Reference
Salesman Theo Peterson . Qo R N N
Billing Customer Big Bargains p* Billing Contact Tarryn Snow CUSTOMER CONTAC 2 * -
Order Currency South African Rand - ExchangeRate 14 e I
Tax Rate 15.00 Addresses | Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescripon  OrderlineDescription Quantity | QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPrice  TaxRal
¥ a = L3 W L3 e = = e = = = = = =
TR I O —— —
5
Comment Sub Total 0.00
VAT | 0.00|
e

Open Windows ~

| User : JulandaK | 17/03/2021 | Version: 2.4.0.11 | Example Company

|

12. An ellipsis button will be available at the end of the field.
e Use the scroll bar to scroll to the left or right of the screen

to display information that may be hidden.

13. Click on the ellipsis button to display the Select the related equipment

for this order screen.

@ The 'Select...[ ]' screen that displays will directly correspond to the Refer-

ence Type that has been selected. For example, if the Contract No Type is selec-

ted, then the 'Select the related contract for this order' screen will display.

14. Click on the row of the item that you wish to link to this sales order.

15. Click on OK.
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‘ . Add new Customer Order - BP0: Version 2.4.0.11 - £ ple Company N EES
7; ﬁ Equipment /Locations  Contract  Finance /HR  Inventory [Projects  Mar Procurement  Sales  Service  Reporting.’) - & X
HOX B & &
Save Back Delete | Savelayout | PrintSales PrintProforma .
Ttem Order Invoice N
Maintain .| Format . Print “ \ ad
Customer Name | Big Bargains o= Reference 80004 . eType Referencelo * 'Y
Contact Name Tarryn Snow CUSTOMER CONTACT 0 * Status N \‘ B P
Commercial Type Class Commercial ~ * OrderDate & Time 18/03/2021 v 11:29:30 :/. rence "
Salesman Julanda Kessler - * fNo '
Billing Customer Big Bargains © | 52 Select the related equipment for this order & (= J(eJlx]| * .
Order Currency South African Rand =] || Home | S

ount | Unitselingd

Tax Rate 15.00 @ @ @
Back

SuppressOnPrint  ItemType | ItemCode  ItemDescriptiof
| Savelayout
¥ (=) = sl e

» a Select typ... _ Process

AssetRegho  SerialNo PartCode Description CategoryDesc ModelNo Asset
1| 0 0 0 #0e A0 0c
AREG000296 &[] SP1818 Sprint copier Hardware No
AREGO00249 1818-0890 SP1818 Sprint copier Hardware No
._ - | » | AREGO00250 1818-0957 SP1818 Sprint copier Hardware No
AREG0D00252 1818-5589 SP1818 Sprint copier Hardware No
AREGO00411 AKM001002 SP500 Sprint Colour Co... Hardware No

Comment 0.00

‘ » n.m‘
Grand Total 0.00]
‘ Open Windows v User : JulandaK = 18/03/2021 = Version : 2.4.0.11 = Example Company /A‘

16. The selected Serial No will populate the Related References frame.
17. The example also has a Call Reference linked to the selected serialised

item as the Customer request was made from a Call.

EJ/ There can be different variations of this e.g. a selected Order No can have a
Work Order or Project Reference linked to it.
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$ - Add new Customer Order - BPO: Version 2.4.0.11 - Example Company =l 0. [|
| @ | rome [Locations  Contract  Finance /MR Inventory [Projects  Mar o _Sdes  Service Reportng)) - & X
= _
HOoXx B & <@
Save ﬁa@ck Delete | Savelayout | PrintSales PrintProforma
Item Order Invoice
Format \ a
Customer Name Big Bargains p* Reference BE0004 * \ ReferenceType ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT 0 * Status N A [seralro i I
Commercial Type Class Commerdal ~* OrderDate & Time 18/03/2021  + 1L:2%:30 = .——Plca"w“m CNOoo0744 ]
Salesman Julanda Kessler v|® S
Billing Customer  Big Bargains pl= Billing Contact Tarryn Snow CUSTOMER CONTAC £ * e
Order Currency [South African Rand = Exchange Rate 12]* —r
Tax Rate 15.00 Addresses ‘ Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescripton | OrderlineDesaiption  WarehouseName  Quantity  QuantityPerUOP  UnifType  UnitCost  Markup  Discount | UnitSelingf
* ] = 0 W e e = = I = - = =
S = s S S )
. 3
Comment Sub Total | 0.00]
VAT | 000
Grand Total 0.00]
Open Windows ~ User : JulandaK | 18/03/2021 | Version:2.4.0.11 | Example Company .

ADD SALES ORDER ITEMS

down arrow.

From the list, select one of the following:

Clicking on the arrow will display the Item Type drop-down list.

e CRFT Labour craft, i.e. Technician

e CTRT Sub Contracts / Third Party Labour/Service
* EXPS Expenses

* INVN Parts

e SERV Internal Labour/Service

* TRVL Travel

WARR Warranty
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$ - Add new Customer Order - BPO: Version 2.4.0.11 - Example Company =L B |l
| e | Home i /locations  Contract  Finance /HR  Inventory i /Projects  Mar Pr Sales  Service  Reporting *) - & X
Save Back Delete | Savelayout | PrintSales PrintProforma
Ttem Order Invoice
Maintain .| Format Print - '~y
Customer Name  Big Bargains p|* Reference BB0004 * ReferenceType ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT 2 * Status N Serial No il
Commercial Type Class Commercial v * OrderDate & Time 13/03/2021 = 11:23:30 = Call Reference CHD00O44
Salesman Julanda Kessler - |* P
. ; Locatio
Billing Customer Big Bargains £ Billing Contact  Tarryn Snow CUSTOMER CONTAC £ * oeaten
~ Proiect Reference
Order Currency South African Rand - Exchange Rate 13+ q
Tax Rate 15.00 Addresses ‘ Related References
SuppressOnPrint  ItemType ItemCode et OrderLineD Quantity  QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitS
L3 a =] M . 13 wlc = = e = = = =
¢ B gl I
Type # Description
CRFT Labour
CTRT Sub Contracts
EXPS Expenses
INVN Parts
SERV Internal Service
TRV Travel
WARR Warranty
x
. »
Comment Sub Total | 0.00]
VAT | 000
Grand Total | 0.00]
‘Open\!mdum' | User; JulandsK | 18/03/2021  Version:2.4.0.11 | Example Company

1. The example has Parts as the Item Type selected.
Click in the Item Code text box to display the ellipsis button.
3. Clicking on this button will display the Select a[] screen.

C/J? The Select a [ ] screen will always correspond with the Item Type initially
selected e.g. if Labour was initially selected then the Select a craft screen will dis-

play.

Click on the row of the Part you wish to select.
5. Click on OK.
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® - Add new Customer Order - 5P0: Version 2.4.0.11 - | e Company —JtadEa)

‘7%7‘;1&»;\ Equipment /Locations  Contract  Finance /HR  Inventory | Projects L Procurement  Sales  Service  Reporting.*) - & X

Save Back Delete Save Layout | PrintSales Print Proforma

Item Order Inveice:

Maintain 4| Format Print A A
Customer Name | Big Bargains p* Reference BB0004 . ReferenceType Referencelo
Contact Name | Tarryn Snow CUSTOMER CONTACT 2 * Status N Serial No 1818-0957
Commerdal Type Class Commercial v * Order Date & Time 18/03/2021 v 11:20:30 5 Call Reference CND000744
Salesman Julanda Kessler v|* Contract No
Billing Customer  Big Bargains Al Billing Contact Tarryn Snow CUSTOMER CONTAC 2 * 0
Order Currency South African Rand - Exchange Rate 13]* ) Proiect Reference
Tax Rate 15.00 i Addresses ‘ Related References
SuppressOnPrint  ItemType ItemCode ItemDescription  OrderLineDescription  WarehouseName  Quantity ~ QuantityPerUOP  UnitType  UnitCost  Markup  Discount  Urj

(] a = Wl oc e ol = = Wl = = = .

o Selectapart <~~~ [

Hnme‘

@O0 =

Save Layout |

Process ad
PartCode  Desaiption Rate Status PartType
| Qe e = e e -
CL-100-965  Cleaner 15.00 A &
‘ \ SP1813 Sprint copier 15.00 A A »
P \ 1458-96523 K147 Kyocera Colour Copier 15.00 A A q jl
m 147-888544 K147 Black toner 1500 A © n.w‘
KZN-12ZTFB  Kruger ZN Fax Machine 15.00 A A
1 1234520 ZNPaper 15.00 A cl 0.00
Open Windows ~ . ) »  |prsion:2.4.0.11 | Example Company

Edit the Quantity, Discount and Unit Selling Price

6. To adjust the Quantity, Discount and Unit Selling Price, click in the
required field and type in or use the directional arrows to select the
required value.

7. Suppress on Print check box: The check box must only be selected for

the line items that you do not want printed on the Sales Invoice.

A The Sub/Grand Total will not be affected, but the visible selling prices will

not match up with the invoice totals.
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$ = Add new Ci Order ion 2.4.0.11 le Company =B | 2]
§ Hum:\l i /locations  Contract  Finance /HR  Inventory i /Projects  Man i Sales  Service  Reporting  Utiiies - & Xx

HOX B & &

Save Back Delete | Savelayout | PrintSales PrintProforma
Item Order woice:

Maintain 4| Format 4 Print a A
Customer Name Big Bargains p* Reference 550004 . ReferenceType ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT @ * Status N Serial No 1818-0957 -
Commerdial Type Class Commercial + * OrderDate & Time 15/03/2021  ~ 1337:10 & » CallReference €N0000744
Salesman Juianda Kessier .|* i
e | Location
Billing Customer Big Bargains £ *  Billing Contact Tarryn Snow CUSTOMER CONTAC P * =
—_— _—_— Proiect Reference M
Order Currency South African Rand - Exchange Rate 15" P — »
Tax Rate 15.00 { Addresses ‘ Related References
SuppressOnPrint  ItemType ItemCode ItemDesaiption OrderLineDescription ~ WarehouseName [ Quantity |QuantityPerUOP  UnitType  UnitCost  Markup |Discount  UnitSelingPrice
v -] = A 3 e Al = = s 3 = = = =
a Parts 147-838544  K147Black toner K147 Black toner Main Warehouse 3.000 0.000 0.000  0.000 0.000 360.000
» =] Select type...

— T

VAT | 32400

Gamdtont e

Open Windows ~ | User:JulandakK = 18/03/2021 | Version: 2.4.0.11 | Example Company A

8. Use the scroll bar to scroll across the screen to view the Department
column.

9. If the department was not populated then add a Department by clicking
on the ellipsis button to select the Department for this item.

$ - Add new Customer Order - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [= 3] x]
@ma\m/m Contract  Finance /HR  Inventory i [Projects Man i Ssles  Service  Reportng  Utiities - & x

HOX @ & @

Save Back Delete | Savelayout | PrintSales PrintProforma
Item Order woice:

Maintain .| Fomat . Print ’ @
Customer Name BigBargans P * Reference BBO004 | * ReferenceType ReferenceNo
Contact Name ol Status N » SerialNo 2
Commercial Type Class Commercal _ + * OrderDate & Time 29/09/2021  + 142252 3| CallReference |
Salesman | Julanda Kessler v il
Billing Customer Big Bargains o= Billing Contact Tarryn Sow CUSTOMER CONTAC © * LocAtin
Order Currency South African Rand - ExchangeRate 14+ e .
Tax Rate 15.00 ‘ Addresses | Related References

ItemCode | ItemDescripton | OrderlineDescription | WarehouseName | Quantity | QuantityPerUOP | UnitType | UnitCost | Markup  Discount | UnitSelingPrice | BaseCoyPrice | TaxRate | Department  Status

o = = = = = - - - - - - - - -

i 147888544 Ki47Blacktoner K147 Black toner Main Warehouse 3.000 0000 0.000 0.000 360.000 360,000 15,000

0.000
* — [ I

comment et umm
VAT 162.00

Grand Total 1,242.00

Open Windows v | User: Julandak = 29/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 4
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View Stock

When creating an Order, the salesman is able to check the stock quantities of items that
he wishes to include in the Order. This enables him to manage the customer's expect-
ations. For example, if there is short stock of a particular item, the customer can be
informed that there may be a delay in delivery or that there is an alternative substitute

item available, which the customer may prefer to ensure that an order is received
timeously.

1. @ Right click anywhere in the row of the item that you wish to view
the stock quantity of.

2. The All groups drop-down menu will display.
3. Select View - View Stock

$ - Add new Customer Order - BPO: Version 2.4.0.11 - Example Company =l Dl
% | Home | Equipment/Locatons  Contract  Finance /HR  Inventory [Projects  Mar i Sales  Service  Reporting  Utiities - & X
HOX ] & @
save Back Delete | Savelayout | PrintSales PrintProforma
Item Order Invoice:
F P a
Customer Name Big Bargains p* Reference 850004 ReferenceType ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT R * Status N Serial No 18100954
Commerdal Type Class Commerdial «|* OrderDate & Time 18/03/2021  ~ 13:37:10 = ¥ CallReference CNO0000744
Salesman Juianda Kessier - LONPRcEv
» e . ; Location
Billing Customer Big Bargains P Billing Contact Tarryn Snow CUSTOMER CONTAC 02 *
— Proiect Reference
Order Currency South African Rand - Exchange Rate 13" 4
Tax Rate 15.00 Addresses ‘ Related References
SuppressOnPrint  ItemType ItemCode ItemDescription OrderLineDescription ~ WarehouseName ~ Quantity — QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice
v = = = = = = = = = =
b 147888544  Ki47Blacktoner K147 Black toner Main Warehouse | . 0.000 0.000 0.000 0.000 360,000
All groups .
% Delete Item
Delete line item
157 Select Department
SetLine Department
o View
I iew stock R ®
‘ v
Comment Sub Total 1,080.00
VAT | 162.00
Grand Total 1,242.00
|
Open Windows + User : Julandak | 18/03/2021 | Version: 2.4.0.11 | Example Company |

4. The Current Stock data grid will be displayed.

5. Each row represents a warehouse that contains stock of the item.
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6. Scroll across the data grid, if necessary, until you can view the stock
quantities e.g. Current Stock or Net Stock, in each warehouse.

7. This list now also returns alternate parts in stock : Version Com-
patibilityl

8. Click on Close or anywhere outside the Current Stock data grid to close

$ - Add new C ion 2.4.0.11 - Company (===
| @ | Home | Equipment /Locations _ Contract  Finance /HR Tnventory i JProjects  Mar Saes  Service  Reporting  Utiliies - & x
Save Back Delete | Savelayout | PrintSales PrintProforma
Ttem Order oice.
Maintain 4| Format . Print Lad
Customer Name Big Bargains p* Reference BB0004 = ReferenceType ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT £ * Status N Serial No ASIRN0SK
Commercial Type Class Commercial v * OrderDate &Time 18/03/2021  ~ 1%37:10 4 » CallReference CNONOD744
Salesman Julanda Kessler - Eoriaciio
B | Location
Billing Customer Big Bargains P Billing Contact  Tarryn Snow CUSTOMER CONTAC' 2| * =2
— e ai Proiect Reference
Order Currency South African Rand - Exchange Rate 13 P »
Tax Rate 15.00 Addresses ‘ Related References
SuppressOnPrint  ItemType TtemCode TtemDescripton | OrderlineDescription  Warg ame | Quantity | QuantityerUOP  UnifType | UnitCost | Markup Discount  UnitSelingPrice
ol _ = - - = =
» No NN 147-838544  Ki47Black toner K147 BlaekToner Main Warehouse | 3.00: 0.000 360.000
L
Current Stock
Par! Parthame | WarehouseName | CurrentStock | ReservedStock | RequisitionedStock | StockOnOrder N
o/ e o = = = = = i
» 147-885... |K147Black to... Man 21000 6,000/ 0000/ 1.000 1. . |
147-888... |K147 Black to...| George_Whse 1.000 0.000] 0.000 0.000 1,00 N
‘ 5
« »
Comment Sub Total 1,080.00
VAT | 162.00|
B
Open Windows ~

| User ; JulandaK | 18/03/2021 @ Version : 2.4.0.11 | Example Company 7

Add additional line items

8. On the next available line, click in the text box of the Item Type column
below the item you have just added. Refer to" Add Sales Order Items"

on page 11 for details on how to complete the line item.

1BPO2 v2.4.0.11 or higher
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E/j Click only on the Suppress on Print column check boxes of the items that

you do not want visible on the printed Sales Invoice. This will not affect the
Sub/Grand Total but the selling prices that are visible will not match up with the

invoice totals.

ADD COMMENTS

9. Click inside the Comments text box to type a comment relating to this

order.

SAVE THE SALES ORDER

10. When you have finished editing the new customer sales order, click on

Save.

i Add new Customer Order - BPO: Version 2.4.0.11 - Example Company =l I
@ | Fome | Equipment/locatons  Contract  Finance /MR Inventory  Mai [Projects Marufachri Sdes  Sevie  Reportng  Utities )
Hox @ & &£
Save | Back Delete | Savelayout | PrintSales PrintProforma
< Ttem Order Invoice
Ma F P a
‘Customer Name Big Bargains p* Reference BB0004 g Billing address
Contact Name Tarryn Snow CUSTOMER CONTACT 0 * Status N PO Box 1985 P =
Commercial Type Class Commercial ~ * OrderDate & Time 18/03/2021  ~ 133710 = (= -
Salesman Julanda Kessler - Shipping address
Billing Customer Big Bargains pl|= Billing Contact | Tarryn Snow CUSTOMER CONTAC 2| * ﬁig‘%‘i‘:"‘ p =
Order Currency South African Rand - Exchange Rate 14+ Durban v
Tax Rate 15.00 Addresses | Related References
SuppressOnPrint  ItemType ItemCode ItemDescripion | OrderlineDescription | WarehouseName | Quantity | QuantityPerUOP  UnitType | UnitCost  Markup | Discount  UnitSelingPrice
¥ =] = Al e 3 olc = = ol = = = =
: Parts 147-888544 K147 Black toner K147 Black toner Main Warehouse 3.000 0.000 0.000 0.000 0.000 360.000
Internal Service  DEL Delivery Fee Delivery Fee 1.000 0.000 0.000 0.000  0.000 960.000
» ] Parts CL-100965  Cleaner Cleaner Main Warehouse 1000 0.000 15000 0,000  0.000 3.600
x @ smwpe...i I [ | — | —|
. »
Comment | Call to confirm order as well as the P.O. number for the Customer]| Sub Total 2,043.60
VAT | 306.54|
Grand Total 2,350.14
Open Windows | User : JulandaK | 18/03/2021 | Version: 2.4.0.11 | Example Company

11. The Sales Orders listing screen will be updated with the new sales

order you have created.
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Related Topics

e Edit / Delete / View a Sales Order
e Print / Email a Sales Order

¢ Print Pro-Forma Invoice

o Create Sales Invoice from Sales Order

¢ Create New Deal Sale / Rental (creates a call)

Create New Deal Project Sale / Rental

MNU.126.001
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