Orders - Print Proforma Invoice

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

SALES

ORDERS - PRINT / EMAIL A PROFORMA
INVOICE

Where payment is required before a new deal installation begins, print a Pro-

forma Invoice for client payment.

See also Sales Invoices: Print Proforma Invoice.

Ribbon Access: Sales > Orders
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[ERN

. The Sales Orders listing screen will be displayed.
2. Select the Site where the Sales Order is located.
* The example has Durban selected.
3. Select the Status.
* The image has New Order selected.
4. Select the row of the Sales Order that you wish to print a ProForma
Invoice for.
5. Click on Print Proforma Invoice.
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TEcHNoLosTes Orders - Print Proforma Invoice

$ - — BPO: Version 2.4.0.11 - Example Company =l o J[x
} | Home Equipment / Locations Contract Finance / HR Inventory i | Projects Sales Service Reporting Utilities. - & X
A = (mE| 2 ] (=] [© > -
OXE © L O & B B & & B~ 18
Add  Edit Delete View | Fornard | Create Create  AddItems NewDeal | Savelayout Workspaces | PrintSales [PrintProforma | Export - Refresh
Invoice NewDeal toWO Project i Order Invoice
Maintai 4| Navigati... 4 Process - Format A / Print a Current . ad
OrderNo CustomerCode  CustomeriName OrderStatusDesc | OrderDescription OrderValue  Currency OrderDate  SalesmanName ExchangeRate TaxRate  OrderTime DeptCode  DeptiName
"D D 0 Qe Qe = Qe = Qe = = 0 0 e -
OR0000207  NETOO1 Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit 1.00 14.00 01:10:42
ORO000213  TINOOL Tinas Coffee Shop New order test 24,071.10 ZAR 14/08/2017  Bianca Du Toit 1.00 100 11:18:17
OR0000220  BET0001 Betties Summer Shop ... New order 1234 23,029.07 ZAR 21/08/2017  Bianca Du Toit 100 14.00 11:49:29
OR0000221  HOPOO1 Hope Works (Pty) Ltd ~ New order 4,745.59 ZAR 04/09/2017  Bianca Du Toit 1.00 14.00 1%49:36
SAMO01 Diner New order test 402.85 USD 04/09/2017  Bianca Du Toit 10.00 0.00 02:50:18
Dmmmz« 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 DERDO1 Derton / Technologies  New order 6,119.52 ZAR 21/05/2018  Bianca Du Toit 1.00 14.00 14:16:30
ORO000281  TIAOO1 Titan Group New order Copy of test 920.00 ZAR 09/01/2019  Bianca Du Toit 1.00 15.00 16:47:51
ORD000282  HOPOO1 Hope Works (Pty) Ltd  New order 1234 920.00 ZAR 09/01/2019  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... 1.00 15.00 04:50:21
OR0000284  HOPOO1 Hope Works (Pty) Ltd  New order 1234 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:51:52
OR0000285  BEAOO1 Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/2019  Bianca Surend 1.00 15.00 04:58:22
ORO000286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2015  Bianca Surend 1.00 15.00 04:55:34
ORO000287  APPOOD1 Apple Juice Inc New order 8745 993.60 ZAR 09/01/2019  Bianca Surend. 1.00 15.00 05:06:46
ORD000297 NEW101 New Customer Test New order test 150.00 ZAR 17/09/2018  Bianca Du Toit 1.00 15.00 10:46:59
ORD000300  HOPOO1 Hope Works (Pty) Ltd  New order test 241,500.00 ZAR 07/04/2020  Kame Pilay 1.00 15.00 12:31:21
ORO000303  PINOOOL Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pilay 1.00 15.00 16:35:25
OR0000304  OFFO00L Office Supplies Unlimit... New order test 1 12,333.75 ZAR 14/04/2020  Sne Ndwalane 1.00 15.00 10:27:06
OR0000305  PANOOL Panda Copiers New order Test 854.00 USD 14/04/2020  Kame Pilay 10.00 0.00 11:59:51
OR0000308  TIA001 Titan Group New order MRTEst 885.50 ZAR 22/04/2020  Marc Repsold 1.00 15.00 12:38:44 -
Open Windows | User : JulandaK | 25/03/2021 | Version: 2.4.0.11 | Example Company

6. The Select the option as desired screen will display with the following
options;

7. Click on the radio button to select the option you require;

[ ]
° Print Order (will open the Order in Report Preview to

view, print, export or email)

[ |
° Email Order (can attach documents, add recipients, the

system will create a .pdf and email the Order)

° Print and Email Order (both the Report Preview and

Email screens will pop up)

PRINT SALES ORDER

8. Click on the Print Order radio button.
9. Click on Accept.
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TECHNoLOGTES Orders - Print Proforma Invoice

$ - Sales Orders - BPO: Version 2.4.0.11 - Example Company = e llx
| @ | Home | Equpment/locations  Contract  Finance /FR  Inventory M [Projects } Procrement Sakes  Service  Reporting  Utities - & x
O XE € H 0 & B/ @ & | TG
Add  Edit Delete View Create  Create Addltems NewDeal | Savelayout Workspaces | PrintSales PrintProforma EXport | |New order +| Refresh
Invoice NewDeal  toWO Project ~ Order Invoice ‘
Maintzin 4| Navigati... Process s Format 4 Print | Current 2 &

OrderNo CustomerCode = CustomerName OrderStatusDesc | OrderDescription OrderDate  SalesmanName  ExchangeRate TaxRate  OrderTime DeptCode  De
v ol e s o ol = o = = o0 o0 -

ORDD00207  NETOOL Networking and Lapto... New order test 03/08/2017  Bianca Du Toit 100 14.00 01:10:42

ORDD00218  TINODL Tinas Coffee Shop New order test 14/08/2017  Bianca Du Toit 1.00 100 11:18:17

ORD000220  BETOO01 Betties Summer Shop ... New order 1234 23.029.07 78R 2182017 Fianca Du T 100  14.00

OR0000221  HOPOO1 Hope Works (Pty) Ltd  New order o Select the option as desired =2 ][x ] 100 14.00

OROD00222  SAMODL Samanthas Diner New order it 10.00 0.00
» OROD00244  HOPOO1 Hope Works (Pty) Ltd  New order it 1.00 15.00

ORD000251  HOPOO1 Hope Works (Pty) Ltd  New order it 100 1500

ORD000257  DER0O1 Derton / Technologies  New order t L00  14.00

ORD000281  TIADDL Titan Group New order . 100 15.00

ORD000282  HOPOD1 Hope Works (Pty)Ltd  New order d.. 100 15.00

OR0000283  HOPOO1 Hope Works (Pty) Ltd  New order d.. 1.00 15.00

ORO000284  HOPOO1 Hope Works (Pty) Ltd  New order d.. 100 1500

ORD000285  BEAODL Bearing and Shoe New order d.. 100 1500

ORD000285  BEAODL Bearing and Shoe New order e d.. 100 1500

() Email Order

OR0000287  APP0001 Apple Juice Inc New order d.. 1.00 15.00

ORD000287  NEW101 New Customer Test  New order © Print and Emal Order t 100 1500

ORDD00300  HOPOO1 Hope Works (Pty)Ltd  New order 100 1500

ORD000303  PINDDOL Pink Shoes New order & 100 15.00

OR0000304  OFF001 Office Supplies Unlimit... New order test 1 12,333.75 ZAR 14/04/2020  Sne Ndwalane 1.00 15.00

ORD000305  PANOO1 Panda Copiers New order Test 854.00 USD 14/04/2020  Kame Pilay 10.00 0.00 .
‘ »
Open Windows + | User : JulandaK | 24/03/2021 | Version : 2.4.0.11 | Example Company

10. The Report Preview screen will display.

11. You can make cosmetic changes to the document from this screen, as
well as Save, Print, Add a Watermark, Export or Email the Proforma
Invoice.

12. Close the Report Preview screen when done.
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Orders - Print Proforma Invoice

Breme— @ =]
File View Background -
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Copy - Proforma Invoice
Example Company
StreetNo andRoad Name POBox1234
Area NewTown
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asad521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 031123 4567
(RO RERT GO0 il e
Date = 09/04/2018 00:00:00
Sales Person: Bianca Du Toit Your Ref: test
Attention : Contract Person Ship Contact : Contract Person
Billing PO Box 7452 Shipping HOPOD1 - Hope Works (Pty) Ltd
Address : Forest Hills Address : 1 Postal
NewTomn Address
1234 postal 3
postal code
Customer : HOPOO1 - Hope Works (Pty) Ltd za
TelNo. s 031 123 4567 el Nows 031 123 4567
Fax No.: Fax No. :
VAT No.: 987654321 Email :
Ttem Code Ttem Description Quantity  Unit Price  Discount % Net Price Total
DEL Delivery Fee 1.00 960.00 10.00 864.00 993.60
Page 1of 1 100% =) 1 } +)

You will return to the Sales Orders listing screen.

EMAIL INVOICE [ PRINT AND EMAIL SALES ORDER

@ If you get an error when trying to email the document, ask your administrator to

make sure that the correct shared folder location has been configured in BPO and that

you have the relevant folder rights to access the shared folder on the server.

1. From the Select the option as desired screen, select Email Order or
Print and Email Order.
* The example has Email Order selected.
2. Click Accept.
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Orders - Print Proforma Invoice

$ - Sales Orders 4.0.11 ! —llaix
1 ‘f . j tome [FEGR iooian | Coninct Fnn YR wesy. | Swieomor (e | Nentacow | Brapaemenk | Sees ek Tepate s =
OXE © 5 O & B B & & |~ 8
Add  Edit Delete View Forward | Create  Create  AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export | |New order v| Refresh
Invoice NewDeal toWO Project i Order Invoice
Proces ok B Print y Current ‘ @
OrderNo CustomerCode  CustomeriName OrderStatusDesc | OrderDescription OrderValue  Currency OrderDate  SalesmanName ExchangeRate TaxRate  OrderTime DeptCode  Depthame
v o0 0 e 0 - e - e - - e e e
ORO000207  NETOO1 Networking and Lapto... New order test 564.30 ZAR 03/08/2017  Bianca Du Toit 1.00 14.00 01:10:42
ORD000213  TINOOL Tinas Coffee Shop New B Gt Hhie option as esived _ |[o || x || BancabuToit 1.00 100 11:18:17
OR0000220  BET0001 Betties Summer Shop ... New Home Bianca Du Toit 1.00 14.00 11:49:29
OR0000221  HOPOO1 Hope Works (Pty) Ltd ~ Nes » - Bianca Du Toit 1.00 14.00 1%49:36
SAM001 Diner Ne: @ @ Bianca Du Toit 10.00 0.00 02:50:18
» ORO000244  HOPOOL Hope Works (Pty) Ltd ~ New| accept | Cancel Bianca Du Toit 1.00 15.00 10:18:06
OR0000251  HOPOO1 Hope Works (Pty) Lt~ New Bianca Du Toit 1.00 15.00 02:58:26
ORO000257 DEROOL Derton / Technologies  New|  Bocessing : A || BancapuToit 1.00 14.00 14:16:30
ORO000281  TIAOO1 Titan Group Ne: N Bianca Du Toit 1.00 15.00 16:47:51
ORD000282  HOPOO1 Hope Works (Pty) Ltd  New . Bianca Surend 1.00 15.00 04:48:13
OR0000283  HOPOO1 Hope Works (Pty) Ltd ~ New ' O Print Order . ’ Bianca Surend... 1.00 15.00 04:50:21
OR0000284  HOPOO1 Hope Works (Pty) Ltd ~ Nes ' Bianca Surend... 1.00 15.00 04:51:52
ORD000285  BEADO1 Bearing and Shoe Ne: v Bianca Surend 1.00 15.00 04:58:22
ORO000286  BEADO1L Bearing and Shoe New ) Print.and Email Order Bianca Surend 1.00 15.00 04:59:34
ORO000287  APPOOD1 Apple Juice Inc New : Bianca Surend 1.00 15.00 05:06:46
OR0000297  NEW101 New Customer Test N /)| Bianca Du Toit 1.00 15.00 10:46:59
ORD000300  HOPOD1 Hope Works (Pty) Ltd  New order test 241,500.00 ZAR 07/04/2020  Kame Pilay 1.00 15.00 12:31:21
ORO000303  PINOOOL Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pilay 1.00 15.00 16:35:25
OR0000304  OFFO00L Office Supplies Unlimit... New order test 1 12,333.75 ZAR 14/04/2020  Sne Ndwalane 1.00 15.00 10:27:06
OR0000305  PANOOL Panda Copiers New order Test 854.00 USD 14/04/2020  Kame Pilay 10.00 0.00 11:59:51
ORD000308  TIAOO1 Titan Group New order MRTEst 885.50 ZAR 22/04/2020  Marc Repsold 1.00 15.00 12:38:44
Open Windows ~ | User: JulandaK | 25/03/2021 | Version:2.4.0.11 | Example Company

The Email Sales Order: [ ] screen will display, for both Email Invoice or Print

and Email Invoice options.

EMAIL HEADER INFORMATION

* Employee: The employee who is currently logged onto the sys-
tem, will display in the employee field. Click on the drop-down
arrow to choose an alternative employee name, if required.

* From: The email address for the employee, selected in the
employee field above, will display in this field. This field can be

edited if required.

SEARCHING FOR AND ADDING A SECOND EMAIL ADDRESS

* To: This field will auto populate with the email address created for
the contact person at the customer. To choose an alternative

email or to add a second email address;
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TECHMNOLOGSTES

Orders - Print Proforma Invoice

i. Click on the search button to display the Select a contact

for this email screen.

ii. Click on the row of the contact that you wish to add and

click OK.

iii. To add an additional contact person, click on the search but-

ton to select and add the contact to the email. The second

email address will be separated with a [;], e.g. mjef-

ferson@hopeworks.co.za; accounts@hopeworks.co.za.

e CC: If a group email address has been set up on the order or

accounts contact, then the group email address will display here.

‘ ¥ Email Sales Order : OR0000244 - 15f -8l x
‘__e Home Equipment / Locations Contract  Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utlities - & Xx
Delete Save  Back
Attachment
e o o
Employee JeffRivers -+ 8
From | JRivers@hopeworks.co.za A
o 0.23; accoL s 85 Select a contact for this email — J(oj(x]
o \ / P Home ‘
Attachments |_OR0000244.pdf o @ @ E
Tl ok | Back | Savelayout
Subject Pracess ‘ ‘ s
Message
ParentContactName ContactType ContactTypeDesc ContactFirstName Contact
. v i o e o e
‘ » Accounts Cont
CRM Cont
METER Meter User Jackie Sami
Mandy Jefferson  METER Meter User Jane, Alricl
STD Standard Contact Kelly Jone
STD Standard Contact larry king .
— »
Open Windows | User : JulandaK | 25/03/2021 | Version: 2.4.0.11 | Example Company

¢ Attachments: BPO will create a PDF of the order and attach it

automatically (you can attach additional documentation if

required).
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TECHMNOLOGSTES

Orders - Print Proforma Invoice

E/j Note that if there are outstanding parts that have not been issued, a

Back Order report will also be attached.

To add additional documents to be emailed, click on the
search button in the Attachments field to display the Select
File screen.

Browse to find the file location, then click on the file you
wish to attach.

Once you have selected the file, click on Open.

a £ Email Sales Order : OR0000244 =B x
@ | Home | Equpment/Locains Contract Finance /FR  Inventory  Maintenance /Projects  Manufachring  Procwement  Sales  Service  Reporting Utities - x
= @

Delete  Save Back
Attachment
P &
Employee JeffRivers ~|*
From | JRivers@hopeworks.co.za =
To  mi 0.23; accounts @ Pl
[<s r
Attachments |_OR0000244.pdf
@ select File X
Subject
™ <« Users » JulandaK > Documents > Customers v O Search Customers P
Message Organize v Newfolder =y o @
« I This PC A Name Date modified Type
== C on NBDB0058 @ 20210112 Customer Invoice 2021/01/08 2:00PM  Microsoft Excel W...
I Desktop
%] Documents
& Downloads
D Music .
[&] Pictures e
B Videos
5w Local Disk (C:)
> &2 CD Drive (D) v < o 5
File name: | 20210112 Customer Invoice V‘ All files (%) v
Open Windows ~ User : JulandaK- Version : 2.4.0.11 7

The attachment will display in the Attachments field.

DELETE AN ATTACHMENT

You may choose to remove an attached document.

1. Click on the attachment you wish to remove.
2. Click on Delete Attachment.
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Orders - Print Proforma Invoice

‘ ¥ Email Sales Order : OR0000244 - BPO: Version 2.4.0.11 - Example Company - |la | x
s Home Equipment / Locations Contract Finance / HR Inventory i | Projects ifacturis Procurement Sales Service Reporting Utilities. - &
Delete Save Back

| Attachment

Employee JeffRivers v

From  JRivers@hopeworks.co.2a

To €0..28; 3CCOL z P

[ r
OR0000244,pdf

L
20210112 Customer Invoice.Xisx ]4———.

Subject

Message

Open Windows ~ | User : JulandaK | 25/03/2021 | Version: 2.4.0.11 | Example Company

EMAIL SUBJECT AND MESSAGE

1. Subject: Type the email subject line. Keep in mind that this will be the
first reference for the email, that your Customer will see.

2. Message: Type the email text message.

3. Once you are finished, click Save.
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w [0
[x [x

$ - Email Sales Order ; ORO000244 - BPO: Version 2.4.0.11 - Example Company
| @ | tome | Equpment/Locations  Contract  Finance /MR Inventory i [Projects i Sdles  Service  Reporting  Utiities

x [Bo —

Delete Save | Back

Attachment

Employee JeffRivers v

From |Jeff@hopeworks.co.za

To  mjefferson@hopeworks.co.za pl=
€C  accounts@hopeworks.co.za P
Attachments _OR0000244.pdf P

Subject [Ref: PO: HW250 - Proforma Invoice for Toner Kit

Message [Dear Mandy,

Attad:d please find the Proforma Invoice for the 2 x Toner Kits that you have
ordered.

We hope you find everything in order, but please do not hesitate to contact us if
you have any queries. < .

Kind Regards

Jeff Rivers|

Open Windows ~ | User : JulandaK | 25/03/2021 | Version: 2.4.0.11 | Example Company

You will return to the Sales Orders listing screen.

Related Topics

 Add a Sales Order

e Print Pro-Forma Invoice

e Create Sales Invoice from Sales Order

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

Create New Deal Project Sale / Rental

MNU.126.004
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