Orders - View Sales Order

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

SALES

ORDERS - VIEW SALES ORDER

Ribbon Access: Sales > Orders
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1. The Sales Orders listing screen will be displayed.
2. Ensure that the correct Site and Status have been selected.
* The example has Durban as the site and New Order as the
status selected.
3. Click in the row of the Sales Order that you wish to view.
4. Click on View.
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OrderNo CustomerCode | CustomerName OrderStatusDesc = OrderDescription OrderValue Currency | OrderDate SalesmanName | ExchangeRate TaxRate  OrderTime DeptCode  Def
v o L] o e = o = o = = ol oD =
ORO0000284 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... 1.00 15.00 04:58:22
ORO0000286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2019  Bianca Surend. 1.00 15.00 04:59:34
OROD00287  APPOOO1 Apple Juice Inc New order 8745 99360 ZAR  09/01/2019  Bianca Surend.. 100 1500 05:06:46
OR0000294 HOPOO1 Hope Works (Pty) Ltd New order 1234 864.00 ZAR 25/07/2019  Bianca Du Toit 1.00 15.00 10:12:42
OR0000297 NEW101 New Customer Test New order test 150.00 ZAR 17/09/2019  Bianca Du Toit 1.00 15.00 10:46:59
OROD00300  HOPOO1 Hope Works (Pty) Ltd  New order test 241,500.00 AR 07/04/2020  Kame Pilay 100 1500 12:31:21
OR0000303  PINO0O1 Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pillay 1.00 15.00 16:35:25
OR0000304 OFF00 Office Supplies Unlimit... New order test 1 12,333.75 ZAR 14/04/2020  Sne Ndwalane 1.00 15.00 10:27:06
OR0000305  PAN Panda Copiers New order Test 85400 USD  14/04/2020  Kame Pilay 10.00 0,00 11:5%:51
OR0000308 01 Titan Group New order MRTEst 885.50 ZAR 22042020 Marc Repsold 100 15.00 12:38:44
OR0000311 P01 Hope Works (Pty) Ltd New order test 0.00 ZAR 28/04/2020  Andile Khumalo 1.00 15.00 17:06:17
BOT0O001 Bothas Networkinginc ~ New order 337.17 USD 02/02/2021  Bianca Du Toit 10.00 14.00 16:53:27
BOT0001 Bothas Networkinginc ~ New order am 6.61 USD 03/02/2021  Bianca Du Toit 10.00 0.00 11:29:90
BOT0001 Bothas Networkinginc ~ New order 46.61 USD 03/02/2021  Bianca Du Toit 10.00 0.00 11:55:36
BIGO0O1 Big Bargains New order B60004 354.14 ZAR 03/02/2021  Julanda Kessler 1.00 15.00 13:48:19
APPOOO1 Apple Juice Inc New order ref0078 345.00 ZAR 03/02/2021  Julanda Kessler 1.00 15.00 15:50:36
OFF001 Office Supplies Unlimit... New order 0sU1001 3,239.17 ZAR 24/02/2021  Sasha Jones 100 15.00 11:36:10
0000321  DAN0O2 Dancing Shoes New order 50/100 1,144.25 ZAR 10/03/2021  Abigail Mine 1.00 15.00 22:46:29
OR0000322  BIGO0O1 Big Bargains New order BB0004 6,677.82 ZAR 18/03/2021  Julanda Kessler 1.00 15.00 13:37:10 =
— — S
| Open Windows ~ User : JuandaK | 18/03/2021 | Version: 2.4.0.11 | Example Company |

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

@ This is a View only screen and you will not be able to make changes to any

of the customer details, billing details, related references or the item details for
this sales order.

6. You can however Orders - Print Sales Order or Orders - Print Proforma
Invoice from this screen.

7. Click on Back to return to the Sales Orders listing screen.
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hd '.__——bvmcmnm Order - ORD000322 - BPO: Version 2.4.0.11 - Example Company —J.a
Home Emvment [Locations ~ Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utilities -
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EBd( ve Lath Print Sales  Print Proforma
Order Invoice: ‘
|

e Prink P g
Customer Name BigBargans ~ * Reference EB0004 . Billing address
Contact Name Tarryn Snow CUSTOMER CONTACT | * Status N PO Box 1985 "
Commercial Type Class Commercal | * OrderDate & Time 180032021~  13:37:10 | AL g
Salesman Julands Kessler . Shipping address
Billing Customer  Big Bargains - gilling Contact | Tarryn Snow CUSTOMER CONTACT  * riz:a&‘f;:"‘
Order Currency South African Rand Exchange Rate 1= Durban

Tax Rate 15.00 Addresses | Related References

SuppressOnPrint  ItemType | ItemCode  ItemDescripon  OrderlineDescription  WarehouseName | Quantity  QuantityPerUOP  UnitType  UnitCost | Markup  Discount | UnitSelingPrice  Base

v ol o 0 L e o - - o - - - - -
» No INVN 147883544 K147Black toner K147 Black toner Main Warehouse 3.000 0.000 0.000 0.000 10.000 1,080.000

No SERV DEL Delivery Fee Delivery Fee 1.000 0.000 0.000 0.000 0.000 2,880.000

No IWN  CL-100-965 Cleaner Cleaner Main Warehouse 1000 0.000 15000 0000 0000 10,800

Comment | Call to confirm order as well as the P.0. number for the Customer Sub Total 5,806.80

VAT 871.02 ‘

Grand Total 6,677.82

| Open Windows ~ User : JulandaK | 19/03/2021 | Version: 2.4.0.11 | Example Company /‘

FORWARD NAVIGATION BUTTON

The Forward navigation button is only available in the Invoiced Order status. This fea-
ture enables the user to quickly find the related documentation by navigating to any
downstream process documents related to the selected order e.g. the linked Sales

Invoice or the related new deal Call or Project.

In the Sales Orders listing screen,

Ensure that you have selected the correct Site.

Change the Status to /nvoiced order.

Click on the row of the Invoiced Order that you wish to view.

ok bd e

Click on Forward.
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OrderNo CustomerCode | CustomerName OrderStatusDesc  OrderDescripion  OrderValue | Currency OrderDate  SalesmanName  ExchangeRate TaxRate OrderTime  DeptCode  Del
v| B o 3 e o0 = 3 = o0 = = o =
ORO000001  HOPOO1 Hope Works (Pty) Ltd  Invoicedorder  NewSP2020Machi..  28,500.00 ZAR 03/04/2014  Belinda Sharman 100 1400
OR0000002  HOPOO1 Hope Works (Pty) Ltd  Invoiced order  new machine 28,500.00 ZAR 03/04/2014  Belinda Sharman 100 1400
OR0000003  HOPOO1 Hope Works (Pty) Ltd  Invoiced order  Adhoc machine sale 3,605.25 ZAR 04/04/2014  Belinda Sharman 100 1400 15
OR0000004  DER001 Derton /Technologies  Invoiced order  Single machine sal... 8,958.50 ZAR 07/04/2014  Belinda Sharman 100 1400 1407:59
ORO000005  HOPOO1 Hope Works (Pty) Ltd  Invoicedorder  New Machine 13,110.00 ZAR 07/04/2014  Belinda Sharman 100 1400 145237
Donwwoos DERO01 Derton [ Technologies  Invoiced order  Machine installation 20,053.44 ZAR 07/04/2014  Belinda Sharman 100 1400 16:29:26
OR0000007  OFFO01 Office Supplies Unlimit... Invoiced order  test 13,110.00 ZAR 11/04/2014  Belinda Sharman 100 1400 10:
OR0000008  OFFO001 Office Supplies Unlimit... Invoiced order  Mono machine inst... 10,488.00 ZAR 14/04/2014  Belinda Sharman 1.00 14.00 11
OR0000009  OFF001 Office Supplies Unlimit... Invoiced order  New machine instal.. 557175 ZAR 14/04/2014  Belinda Sharman 100 1400 145102
OR0000010  OFF001 Office Supplies Unlimit... Invoicedorder  New machine sale 557175 ZAR 14/04/2014  Belinda Sharman 100 1400 15:3436
ORO000011  OFF001 Office Supplies Unlimit... Invoiced order  COR 14521 18,753.00 ZAR 06/05/2014  Belinda Sharman 100 14.00 10:33:08
ORO000012  YES0O1 Young Electric Invoiced order €03 123456 2,308.50 ZAR 06/05/2014  Karlien Jessica .. 100 1400 10:38:11
OR0000013  YES001 Young Electric Invoiced order €03 122346 28,946.03 ZAR 06/05/2014  Karlien Jessica 100 14.00 10:59:20
OR0000014  DEROO1 Derton /Technologies  Invoiced order ~ COR 12541 28,958.85 ZAR 06/05/2014  Belinda Sharman L00 1400 13:46:05
ORO000015  YES001 Young Electric Invoiced order  INV 123456 2,261.48 ZAR 06/05/2014  Karlien Jessica 100 1400 13:46:13
OR0000016  YES001 Young Electric Invoiced order  abc123 16,769.40 ZAR 06/05/2014  Karlien Jessica ... 100 1400 145316
OR0000017  HOPOO1 Hope Works (Pty) Ltd  Invoicedorder  testcontractproje..  19,665.00 ZAR 07/05/2014  Belinda Sharman 100 1400 140337
OR0000018  DER0O1 Derton [ Technologies  Invoiced order  test 19,665.00 ZAR 07/05/2014  Belinda Sharman 100 1400 15:3437
ORO000019  WES001 Westwood Dynamic ~ Invoiced order  New machine instal. 10,488.00 ZAR 09/05/2014  Belinda Sharman 100 1400 135925
OR0000021  TIAQO1 Titan Group Invoiced order  COR 4125 17,100.00 ZAR 16/05/2014  Belinda Sharman 100 1400 08:34:37 .
e — »
Open Windows ~ | User: Julandak | 13/03/2021 | Version:2.4.0.11 | Example Company

6. The Edit project : PRJ[ ] screen will open as the selected Sales Order is

linked to a Project.

E/] The down navigation will view a New Deal Call screen or the View Order

screen, if the Sales Order is linked to one of those.

7. Click on Back to return to the Sales Quotes listing screen.
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‘ - ——p- Edit project : PR - BPO: Version 2.4.0.11 - Example Company el CLULOC
| e | Home | Equipment/locations  Contract Finance /HR  Inventory /Projects  Manufacturi Sales  Service  Reporting  Utilities. - & Xx
HO R
Save | Back || Savelayout Workspaces
7 Format . et
o Customer Info s [
5
e Identification : E
Descriptior . Customer Code  DER00L 5
Functions n | e omer H
TelNo. 0311234785 2
&
Work Orders eSS . ] «
- Project Reference PRI0000005 i Cose =
5 =
proect Type [Drine —Ta Customer Status  Active 1s Debtor [/ z
=
Parent Project Details : o et é_’
R VatMNo. 98/7654321 g
Descripti by
Hold Reason
Project Reference
Customer  Derton / Technologies £ ™ Tots NoteDate Not!
Schedule : 1| B = ol
» Need to get purchasing manager's approval.  11/10/2016 14
Status Closed
Customer Notes 16/05/2014  00:
StartDate 07/04/2014 hd
End Date 14/04/2014  ~
Project Manager | Bianca Du Toit v =
Progress Chart
I"
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Related Topics

e Add a Sales Order
e Print / Email Sales Order
¢ Print Pro-Forma Invoice

e Create Sales Invoice from Sales Order

o Create New Deal Sale / Rental (creates a call)
Create New Deal Project Sale / Rental

MNU.126.010
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