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

UTILITIES

PRINT QUEUE

Use Print Queue to print month end contract billing invoices.

To re-print original Contract Invoices, Credit Notes, Sales Invoices, and
Credit Notes - Use Print Queue Reprint.

Ribbon Access: Utilities > Print Queue

The Print Queue screen will be displayed.

SELECT THE SITE

» Select the Site.
* In this example, KwaZulu-Natal has been selected.

SELECT DOCUMENT TYPE

* Select the Document Type.
* In this image, Sales Invoice has been selected.
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print Queue

VIEW ALL DOCUMENTS

* The screen will now populate with all the documents of the selec-
ted type that can be printed.
* The document lines check boxes will default to unselected as the

screen opens.

SELECT ALL DOCUMENTS

* You can click on the Select All check box to quick select all the

documents in this list.

] Equipment / Locations. Contract Finance /HR Inventory Maintenance / Projects Manufacturing

Sales Reporting Utitties

T
[T -

Home

ST —

e Bak | Soveloyout Workspoces | [Conract

o o o
VVVVV o[ Custonerc. | Comtomt. [imeieoeie
v Qe e e =

3 INDODO7S7 | HOPOOL | Hope Worls... 22/10/2018
[] | moooo7ss  Hopoor Hope Works... 22/10/2019

INGODO729  HOPODL | Hope Warks... 22/10/2019
[] | moooosoo  Hopoo1 | Hope wor ks.. 22/10/2019 4—“
[] | mooooso1  Hopoo1 Hope Works... 22/10/2015
[] | moooosoz  Hopoor Hope Works... 22/10/2013
7 | moooosos  oeroor Derton [Te... 22/10/2018
[] | moooosos  orro01 Office Suppl... 22/10/2013
[] | moooosos  Travo1 Titan Group | 22/10/2019
[] | moooosos  Pomo1  PinkShoes | 22/10/2013
O Prishoss  22/10/2019

L[] PNgoooso oanooz  panaing h... | 22/10/2019

* In this image, they are all now selected.
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TECHMNOLOGTES Print Queue

Equipment/Locatons  Contract  Fnance /HR  Inventory ~ Mantemance/Projects  Manufacturng  Procurement  Saes  Service  Reportng  Utiities

W ook Qe
[ .

Home

Mo &

-
Sae  Back | Savelayout Workspaes | |Conmactmoice -

Proce: Format Current
N [ voiceto [ costomerCode [ Customertame: [ invoiceDate
Y e 3 abc =
» " moooo7s7 HoROO1 Hope Works (Pty) Ltd 2107018
INOO0O758 HOPOOL Hope Works (Pt} Ltd 22/10/2013
IN0000759 HOPOOL Hope Works (Py) Ltd 22/10/2013
INDDOOS00 HoPoDL Hope Works (Pty) Ltd 22/10/2019
moogosor Hopoot Fope Works (Pt) L 20019
moogoso2 Hopoot Fope Works Pt Lt 20019
INO00S03. DEROOL. Derton | Technologies 22/10/2018
INO000804: oFFo0L. Office Supplies Uniimited 22/10/2018
INDDODS06. TLA00L Titan Group 22/10/2019
INDDODS PINDDD1 Pink Shoes 22/10/2018
INDD0DB0S PINDOD1 Pink Shoes 22/10/2018
PINOD00040 DANDD2 Dancing Shoes 22/10/018

SELECT INDIVIDUAL DOCUMENTS

* Or you can click on the individual check boxes in front of each

document that you wish to send to the Print Queue.

Equipment/Locatons  Contract  Fnance/HR  Inventory  Mantemance/Projects ~ Manufacturng  Procurement  Saes  Service  Reportng  Utiities

1B ron

Home

HO &

-
Save  Back | Savelsyout Workspaces  |Conpactimoice <

Process Format Current
[ [ [moceio [ cstomecode [Customertione invocebate

Y e e e =
[] wossors7 Horoo Hope o By Ltd 222019
[]  moooorss HOPOO1 Hope Works (Pty) Ltd 22/10/2019
[]  moooorss HOPOO1 Hope Works (Pty) Ltd 22/10/2019
[] | moooosoo HOPOD1 Hope Works (Pty) Ltd 22/10/2019
INDO00EO1. HOPOOL Hope Works (Pt} Ltd 2j10/2019
0000802 HOPOD1 Hope Works (Pt} Ltd 2j10/2019
[] | moooosos DEROOL Derton / Technologies 22/10/2019
[]  moooosos OFFO0L Office Supplies Uniimited 22/10/2019
IN0000806 Tiao01 Titan Group 2j10/201
»  moooosos PINOOO1 Pink Shoes 207219
[] Pmiooooos0 DANDD2 Dancing Shoss 22/10/2019

SAVE SELECTION

* When you have finished making your selections, click on Save.
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Print Queue

Equipment/locations  Contract  Fnance/HR  Inventory  Mantenance/Projects  Manufacturng  Procurement  Saks  Service  Reporting  Utities

-

Process Format curent
Timvocao Customercode Customerane Tnvacebate
Y e a0 a0 =
7] IND0DO797 HOPOD1L Hope Works (Pty) Ltd 22/10/2019
0000758 HoPODL Hope Works (ty) Ltd 2J10/018
0000738 HoPo01 Hope Works (Pty) Lid 20/
IM0000500 HoPoD1 Hope Warks (Pty) Lid 2/
IND0DOBO T HOPOD1L Hope Works (Pty) Ltd 22/10/2019
0000802 HoPDL Hope Works (Pty) Ltd 27102019
0000303 DERODL Derton / Technologies 20/
000080+ oot Offce Suppies Lnimited 20/
INDODOBOS TIAD01 Titan Group. 22/10/2019
10000808 PINOOD1 Pink Shoes 2/10/219
» | oooosos PINOOOL Pk shoes 2021
PIN0000040 Danco2 Dancng shoss 2/

CONFIRM SELECTION

* A Save Print Queue message box will pop up asking -
° The selected items will be removed from the screen
and will be added to the print queue, are you sure

you wish to continue?
Click on Yes.

o

Equpment/Locatons  Contract  Fnance /HR  Inventory  Mantemance /Projects ~ Manufacturng  Procurement  Saes  Service  Reportng  Utiities

Home:
1 L 1]
g =
L L]
save  Backk | Savelayout Workspaces | |Conpactimvoice <

Process Format Current
1] [ niceho [ custamercade [ Customertane [imoicpate
Y e e alc =
IND0OOTST HoPODL Hope Works (Pty) Ltd 22102013
[] | moooorss HOPOD1 Hope Works (Pty) Ltd 22/10/2019
] mooooros Horo01 Hope Works () Lt 2207019
] moooosoo Horo01 Hope Works () Lt 2207019
000801 HoPOO1 Hope Works (Pty) Ltd 22/10/2019
INDODOB02 HOPOO1 Hope Works (Pty) Ltd 22/10/2019
[] | moooosos DERDOL Derton /Technologies 22/10/2019
[]  moooozos OFFOOL Office Supplies Uniimited 22/10/2015

INDDDOB0S TLADOL Titan Group, 22/10/2018
INDDDOB0S PINODDT Pirc Shoss 22/10/2018
INDDDOB0S PINOODT Pirc Shoes 22/10/2018

PINODO0040 DANOOZ Dandng Shoes J10/019

Save Print Queue

The selected items will be removed from the screen and will be added to the
print queue, are you sure you wish to continue?
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TECHMNOLOGTES Print Queue

* The screen will clear of the selected documents, and they will

either Print or Email depending on the Customer Invoice Delivery
Method set up.

Equipment/Locatons  Contract  Fnance/HR  Inventory  Mantemance/Projects ~ Manufacturng  Procurement  Saes  Service  Reportng  Utiities

1] m.
&) ==
-.

Process Format. Current
| O [mwoiceto | customercode | customertiame InvoiceDate
v e Qe Qe -
b T moooore Hopant Hope Works (1) Ltd 220
[]  moooorss HOPOO1 Hope Works (Pty) Ltd 22/10/2019
[]  mooossoo HOPOO1 Hope Works (Pty) Ltd 22/10/2019
[] | moooosos DEROOL Derton /Technologies 22/10/2019
[]  moooozos OFF001 Office Supplies Uniimited 22/10/2015
[]  pmoooooso DANDD2 Danding Shoes 22/10/2019

VIEW DOCUMENTS EMAIL OR PRINT PROGRESS

e Click on the Utilities tab in the main ribbon.

Equpment/Locatons  Contract  Fmance /MR Invenfory  Mantenance/Projects  Manufcturng  Procurement  Sdes  Service  Reportng [ Umites |
T
Home

HO &)

Save  Back | Savelayout Workspaces | |Conpactimoice <

Process Format Current
[ O] [mneeio Customercode [Customertione ivocebate
T e Qe e -
» | L] moooorss HOPOO Hope Works () Ltd 22/10/2019
[] | moooozes HOPOD1 Hope Works (Pty) Ltd 22/10/2019
[] | moooosoo HOPOD1 Hope Works (Pty) Ltd 22/10/2015
[] | moooosos DER00L Derton / Technologies 22/10/2019
[]  moooosos OFF001 Office Supplies Uniimited 22/10/2019
[]  pmioooooso DANDD2 Dandng Shoes. 22/10/2019
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print Queue

* The Utilities ribbon toolbar will be displayed.

e Click on Print Queue Viewer.

The Print Queue Viewer screen will be displayed.

e This screen will list all of the documents in the Print Queue.
* You can view information such as the Print Method and Contact

Email for each document.

* Scroll right to view further detail.
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print Queue

MNU.139.002
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