cCOO=
Short Term Contract - Print Deposit and Final Invoice

We are currently updating our site; thank you for your patience.
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SHORT TERM CONTRACT - PRINT DEPOSIT
AND FINAL INVOICE
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* The Short Term Contract Listing screen will be displayed.
* Ensure that you have selected the correct site and that the status

is set to Active.
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v Short Term Contract Listing - BPO: Version 2.1.0.63 - Bxample Company - [m] X
Home ‘ Equipment and Locations ~ Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities — & X
n Al R » [—] [} - >
OuX »~ 5 B B % @[]0
Add  Edit  Close Machine  ShortTerm | Savelayout Workspaces SaveFilter | Print Active + | Refresh
Return WOs Invoice e e
Process i Format 4| Print
Contracto  ContractType ' ContractTypeDesc  Location CustomerCode CustomerName CustomerDeptCode | CustomerDeptName  OrderNo StartDate  EndDate Period | PeriodType|
4
STC0000018 ST Short Term Contracts Derton Centre DER001 Derton Technologies 22Apr 2016 24 Apr 2016 2d
STC0000021 ST Short Term Contracts Main APPOO0L Apple Juice Inc Sales Sales Department 1234 08Jun 2017 08 Jun 2017 2h
STC0000022 ST Short Term Contracts BPO_RSI ABCXYZ123 ABC SHoe Co fdg 26Jun 2017 03 Jul 2017 1w
STC0000024 ST Short Term Contracts Hillcrest APP0OO01 Apple Juice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 10 d
STCO000027 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC001 09Jul2018 16 Jul 2018 1w
» STCO000028 ST Short Term Contracts Main HOPOD1 Hope Works Tech Technical HWSTCO009 16Jul2018 18 Jul 2018 2d
STCO000029 ST Short Term Contracts Main HOPOD1 Hope Works Tech Technical HWSTCO10 16Jul2018 18 Jul 2018 2d
‘ »
Open Windows v 24 ul 2018 4

PRINT SHORT TERM CONTRACT DEPOSIT INVOICE

* Select the row of the short term contract where you wish to
print the deposit invoice.
* Click on the drop-down arrow on the Print button.

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

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Short Term Contract - Print Deposit and Final Invoice

v Short Term Contract Listing - BPO: Version 2.1.0.63 - Example Company - [m] X
Home ‘ Equipment and Locations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & X
B P z — =] - S | ——————
Oz2X » § R % @ e &
Add Edit  Close Machine  ShortTerm | Savelayout Workspaces SaveFiter | Print Active + Refresh
RetumWOs  Invoice - ‘
Process Al Format 4| Print 4| Current Al
Contractho  ContractType 'ContractTypeDesc Location CustomerCode CustomerName CustomerDeptCode  CustomerDeptName = OrderNo StartDate EndDate Period | PeriodTypd
L4
STC0000018 ST Short Term Contracts Derton Centre  DER001 Derton Technologies 22Apr 2016 24 Apr 2016 24d
STCO000021 ST Short Term Contracts Main APPO0O1 Apple Juice Inc Sales Sales Department 1234 08 Jun 2017 08 Jun 2017 2h
STCO000022 ST Short Term Contracts BPO_RSI ABCXYZ123  ABC SHoe Co fdg 26un 2017 03 Jul 2017 1w
STC0000024 ST Short Term Contracts Hillrest APPO001 Apple Juice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 0 d
STCO000027 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC001 09Jul2018 16 Jul 2018 1w
STCO000028 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTC009  16Jul 2018 18 Jul 2018 2d
STCO000029 ST Short Term Contracts Main HOPOD1 Hope Works Tech Technical HWSTCO010 16Jul 2018 18 Jul 2018 2d
STC0000030 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTCD1008 23 Jul 2018 25 Jul 2018 2d
‘ »
Open Windows v 24 Jul 2018 s

 Select Print Invoice - Ref [ ] from the drop-down list.

Note: You will be able to distinguish between the Deposit Invoice and the
Short Term Invoice by the invoice reference numbers set up in the Con-

figurator.
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% v Short Term Contract Listing - BPO: Version 2.1.0.63 - Example Company = [m] X
| Home ‘ Equipment and Locations Contract Finance and HR Inventory and Projects  Manufacturi rement E Service Reporting  Utlites — & X
QX ~ E R B % &> 16
—
Add  Edit Close Machine  ShortTerm | Savelayout Workspaces SaveFiter || Print || [ active + Refresh
RetunWOs  Invoice = i |
Process 4 Format . Print Contract
Print Contract Return
ContractNo  ContractType ContractTypeDesc  Location CustomerCode G Brivit |ivoice- REEST000021 e Orderho StartDate  EndDate  Period PeriodType|
? Print Invoice - Ref INV0000431
STCO000019 ST Short Term Contracts Derton Centre  DERDOL Derton Technologies 22Apr 2016 24 Apr 2015 24
STCO000021 ST Short Term Contracts Main APPODO1 Apple Juice Inc Sales Sales Department 1234 083un 2017 08 Jun 2017 2h
STCO000022 ST Short Term Contracts BPO_RSI ABCXYZ123  ABC SHoe Co fdg 26Jun 2017 03 Jul 2017 1w
STCO000024 ST Short Term Contracts Hilrest APPODO1 Apple Juice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 10 d
STCO000027 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC001 093ul2018 16 Jul 2018 1w
STC0000028 ST Short Term Contracts Main HOPDO1 Hope Works Tech Technical HWSTC009 163ul2018 18 Jul 2018 2d
STC0000029 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC 010 16 Jul 2018 18 Jul 2018 24d
» STCOD00030 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTCDL... 2312018 253l 2018 2d
Open Windows ~ | 24342018 o

SELECT PRINT OPTION

* A Select the option as desired screen will pop up with the fol-
lowing options;
° Print : will open the Deposit Invoice in Report Preview
to view, print, export or email.
° Email: can attach documents, add recipients, the sys-
tem will create a pdf and email the Deposit Invoice.
° Print/Email: both the Report Preview and Email
screens will pop up.
* Click on the radio button in front of the option you want.
* Click on Accept.
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A4 Short Term Contract Listing - BPO: Version 2.1.0.63 - Example Company = [m] X
- Home | Equipmentand Locations  Contract __ Finance andHR  Inventory Maintenance and Projects Manufacturing  Procurement  Sales  Service  Reporting  Utiites — & X
A é = e - . ~ =
1 . = H - T
OuX » § R’ % @b o
Add  Edt  Close Machine  ShortTerm | Savelayout Workspaces SaveFiter | Print | |active + Refresh
RetunW0Os  Invoice = )

ContractNo  ContractType ContractTypeDesc Location CustomerCode Cs C ‘ode  CustomerDeptName  OrderNo StartDate EndDate Period | PeriodType
¥

STCO000019 ST Short Term Contracts Derton Centre DERDO1 Derton Technologies 22Apr 2016 24 Apr 2016 2d

STC0000021 ST Short Term Contracts Main APP0001 Apple Juice Inc Sales Sales Department 1234 08 Jun 2017 08 Jun 2017 2h

STC0000022 ST Short Term Contracts BPO_RSI ABCXYZ123  ABC SHoe Co fdg 26Jun 2017 03 Jul 2017 1w

§TC0000024 ST Shart Term Contracts Hillrest APP0O001 Apple Juice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 10d

STC0000027 ST Shart Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC001 091ul2018 16 Jul 2018 1w

STC0000028 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTCO009 163ul2018 18 Jul 2018 2d

STCO000029 ST Shart Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTC010 161ul2018 18 Jul 2018 2d
» STCD0D0030 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTCD1... 233ul2018 251l 2018 2d

ol s = JlLB .
Home

90

Accept | Cancel

Pmt Invoice
0) Email Invoice

© Print and Email Invoice

Open Windows ~ 243ul 018 %

* The Report Preview screen will come up, where Print or Print
and Email is selected
* From here you can view, print, export or email the Deposit

Invoice.

Note: In this image you can see that Item Code and Description on the
invoice reads as STCD - Short Term Contract Deposit.

* Close the preview screen when you are done.
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EMAIL SHORT TERM CONTRACT DEPOSIT INVOICE

* In the Select the option as desired pop up screen, click on the
radio button in front of Email Invoice.
* Click on Accept.
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v Short Term Contract Listing - BPO: Version 2.1.0.63 - Example Company - [m] X
Home ‘ Equipment and Locations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & X
, P = =] - S | —————— o
Q22X ~ E LR
Add Edit  Close Machine  ShortTerm | Savelayout Workspaces SaveFiter | Print Active + Refresh
RetumWOs  Invoice - - ‘
Process Forma L Print 4 Current Al
Contractho  ContractType 'ContractTypeDesc Location CustomerCode CustomerName CustomerDeptCode  CustomerDeptName = OrderNo StartDate EndDate Period | PeriodType|
L4
STC0000018 ST Short Term Contracts Derton Centre DER001 Derton Technologies 22 Apr 2016 24 Apr 2016 2d
STCO000021 ST Short Term Contracts Main APPO0O1 Apple Juice Inc Sales Sales Department 1234 08Jun 2017 08 Jun 2017 2h
STCO000022 ST Short Term Contracts BPO_RSI ABCXYZ123  ABC SHoe Co fdg 26 un 2017 03 Jul 2017 1w
STC0000024 ST Short Term Contracts Hillcrest APPO001 Apple Juice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 10 d
STCO000027 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC001 093ul2018 16 Jul 2018 1w
STCO000028 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTC00S 16Jul2018 18Jul 2018 24d
STCO000029 ST Short Term Contracts Main HOPOD1 Hope Works Tech Technical HWSTC010 1612018 18Jul 2018 2d
» STCO000030 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTCDL... 231ul2018 253ul 2018 2d
B s e opt sir (=Ja]ix
Home | .
Accept | Cancel
() Print Invoice
[Blemai 1nvoice
O Print and Email Invoice:
‘ »
Open Windows v 24 Jul 2018 s

EMAIL DETAILS

The Email Sales Invoice: [ ] screen will be displayed.

* Employee: This will auto populate with the employee currently
logged on to the system. You can click on the drop-down arrow
and select an alternative employee if required.

* From: Type in the email address of the employee above.

* To: This will auto populate with the email address of the customer
contact selected on the deposit invoice (the accounts person will
be always added to this).

* CC: If a group email address has been set up on the order or
accounts contact, that will pull through here.

* Attachments: BPO will create a PDF of the deposit invoice and

attach it automatically (you can attach additional documentation).
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* Subject: Type in the email subject.
* Message: Type in the email message.

Note: If you receive an 'error' message when trying to email the document,
ask your administrator to make sure that the correct shared folder loc-
ation has been configured in BPO and that you have the relevant folder
rights to access the shared folder on the server.
% v Email Sales Invoice: INVO000431 - BPO: Version 2.1.0.63 - Example Company = m] b ¢
Home | Equipmentandlocations Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiities — & X
X HO
Delete Save Back
Attachment
Employee Abigai Mine v|®
To ; 0.28 pl*
CC group@email.coza »
Attachments SALESINVOICE_INVO000431.pdf yel
Subject
Message
Open Windows v 24 Jul 2018

ADDITIONAL EMAIL ADDRESSES

In the To or CC fields, you can either,

1. type in additional email address(es) (separated by a semi-colon) or

2. click on the search button and select additional customer contacts.
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v Email Sales Invoice: INV0000431 - BPO: Version 2.1.0.63 - Example Company =5 [m) X
Home | Equipmentand Locations Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiites — & X

X HO
Delete Save Back
Attachment

Employee Abigail Mine v|*

From abigaim @noemail.com -

To i ;i 3.c0.za
ce| group@emai.coza \\

Attachments SALESINVOICE_[NV0000431.pdf

|EI[E

Subject Deposit Invoice

Message Please authorise and return the Short Term Deposit Invoice for Contract: *

STC0000030 ) @

Open Windows v

24Jul 2018

LINK ADDITIONAL DOCUMENTS

¢ Click on the search button in the Attachments field.
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v Email Sales Invoice: INV0000431 - BPO: Version 2.1.0.63 - Example Company - [m] X
Home ‘ Equipment and Locations ~ Contract  FinanceandHR  Inventory — Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities — & X
~ @
Delete Save Back
Attachment
Employee Abigail Mine |
From | abigaim @noemail.com 1=
To ;i 3.co.za pl*
(<4 grwp@aﬂai.mza .D
Attachments |SALESINVOICE_INVO000431.pdf
Subject Deposit Invoice *
Message Please authorise and return the Short Term Depasit Invoice for Contract: hd
STC0000030
RS 24 3ul 2018 g

e The Select File: [ ] screen will pop up.

1. Select the file location.
2. Click on the file.
3. Click on Open.
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% A Email Sales Invoice: INV0000431 - BPO: Version 2.1.0.63 - Example Company = (m] X

Home | Equipmentand Locations Contract Financeand HR  Inventory  Maintenance and Projects  Manufactuing  Procurement  Sales  Service Reporting  Utiies — & X

X HO

Delete Save  Back

Attachment
@ selectFile %
« ~ 4 [E > ThisPC > Documents v @ | Search Documents o
Organise New folder - m @
MNU.074,001_WorkMan: ~ Name Date modified Type Size i

02/14 2:49 AM Microsoft Excel W... 91KB

NI 15 003 STy '] BPO2_HelpFile_CountAnalysis_AbiWorkl...

& OneDrive - CO3 Technolog £ BPO2_HelpFile_CountAnalysis_AbiWorkl... Microsoft Excel W... 23 KB
0] BPO2_HelpFile_CountAnalysis_AbiWorkl... Microsoft Excel W... 88 KB

I This PC B BPO2_HelpFile_CountAnalysis_AbiWorkl... Microsoft Excel W... 87K8
) 3D Objects @] BPO2_HelpFile_CountAnalysis_AbiWorkl... 2 Microsoft Excel W... 24 KB
[ Desktop ") BPO2_HelpFile_Progress (version 1) (versi.. 2 26 10:41 AM Microsoft Excel W., 107 KB

7] BPO2_HelpFile_Progress (version 1) (versi... 04/16 12:14 AM Microsoft Excel 101 KB
E Manuals.7: 7/10/06 2:47 PM 7ZFil 123755 KB
= | ] BPO2_Manuals.7z 6 ile 5
Company Name.docx I20'IB/01,/29 1250PM  Microsoft Word D... 636 kB
| ] Contractsxml XML Document 108 KB
@5 Docl.docx Microsoft Word D... 261 KB
B Videos ) Documents - Shortcut Shorteut 1KB
& Windows (C:) D Music - Shortcut o Shortcut 1KB
s Recovery Image (D:) 7= Pictures - Shortcut Shortcut 1KB
@5 UK Trip.docx Microsoft Word D... 468KB o
¥ Network ™ -
File name: | Company Name.docx | Anfites >
o— ===
Open Windows ~ 24 ul 2018 i

* You will return to the Email Sales Invoice: [ ] screen.
* |n the Attachments field, you will see that the new document has
been added.
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A Email Sales Invoice: INV0O000431 - BPO: Version 2.1.0.63 - Example Company = a X
Home | Equipmentandlocations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procrement Sales  Service  Reporting  Utiities — & X

Delete Save  Back

Attachment
Employee  Abigail Mine -|*¥
From  abigailm@noemail.com .
To standard @noemail.coza;bianca @co3.co.za pI*
€C | group@email.coza r
Attachments SALESINVOICE INVO000431.pdf p

Company Name.doox

Subject Deposit Invoice

Message Please autherise and return the Short Term Deposit Invoice for Contract: *
STCO000030

Open Windows ~ 243 2018 4

DELETE ATTACHMENTS

 |f you wish to delete a document, click on the document name.
* Click on Delete Attachment.
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@ A Email Sales Invoice: INV0000431 - BPO: Version 2.1.0.63 - Example Company = (m] X

Home | Equipmentandlocations Contract FinanceandHR  Inventory  Maintenance and Projects Manufacturing  Procurement  Sales  Service  Reporting  Utiiles — & X

X Ho

Delete Save Back

Attachment
Employee Abigai Mine v|*
From abigaim@noemail.com »
To standar ;i 3.co.z8 o=
€C group@emai.coza o

Attachments _SALESINVOICE [NVODD0431pdf )
Company Name.docx |

Subject Deposit Invoice

Message Please authorise and return the Short Term Deposit Invoice for Contract: *
STC0000030

Open Windows + 24 Jul 2018 A

* The document will be removed from the Attachments field.
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v Email Sales Invoice: INV0O000431 - BPO: Version 2.1.0.63 - Example Company - [m] X
Home | Equipmentandlocations Contract FimanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiitles — & X
Delete Save Back
Attachment
Employee Abigail Mine >|*
From  abigaim @noemail.com .
To i.coza ) o=
CC  group@emai.coza »r
Attachments | SALESINVOICE_INV0000431.pdf »p
Subject Deposit Invoice -
Message Please authorise and return the Short Term Deposit Invoice for Contract: *
STC0000030
Open Windows v 240l 2018 s

SAVE AND SEND EMAIL

* When you have finished adding all the details to the Email Sales

Invoice: [ ] screen, click on Save.
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v Email Sales Invoice: INV0O000431 - BPO: Version 2.1.0.63 - Example Company - [m] X
Home ‘ Equipment and Locations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlitess — & X
Delete Save | Back
Attachment
Employee Abigail Mine >|*
From  abigaim @noemail.com
To i ;i 3.co.za Pl
« -grmp@anéi..maa P
Attachments SALESINVOICE_INVOO00431.pdf »p
Subject Deposit Invoice
Message Please authorise and return the Short Term Deposit Invoice for Contract:
STC0000030
Open Windows v 24 Jul 2018 s

e The email will be sent via the BPO Email Service on the server and

you will return to the Short Term Contract Listing screen.

PRINT SHORT TERM CONTRACT (FINAL) INVOICE

* Select the row of the contract where you wish to print the (final)
Invoice.
* Click on the drop-down arrow on the Print button.
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v Short Term Contract Listing - BPO: Version 2.1.0.63 - Example Company - [m] X
Home ‘ Equipment and Locations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & X
B P z — =] - S | ——————
Oz2X » § R % @ e &
Add Edit  Close Machine  ShortTerm | Savelayout Workspaces SaveFiter | Print Active + Refresh
RetumWOs  Invoice - ‘
Process Al Format 4| Print 4| Current 4l
Contractho  ContractType 'ContractTypeDesc Location CustomerCode CustomerName CustomerDeptCode  CustomerDeptName = OrderNo StartDate EndDate Period | PeriodTypd
L4
STC0000018 ST Short Term Contracts Derton Centre  DER001 Derton Technologies 22Apr 2016 24 Apr 2016 24d
STCO000021 ST Short Term Contracts Main APPO0O1 Apple Juice Inc Sales Sales Department 1234 08 Jun 2017 08 Jun 2017 2h
STCO000022 ST Short Term Contracts BPO_RSI ABCXYZ123  ABC SHoe Co fdg 26un 2017 03 Jul 2017 1w
STC0000024 ST Short Term Contracts Hillrest APPO001 Apple Juice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 0 d
STCO000027 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC001 09Jul2018 16 Jul 2018 1w
STCO000028 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTC009  16Jul 2018 18 Jul 2018 2d
STCO000029 ST Short Term Contracts Main HOPOD1 Hope Works Tech Technical HWSTCO010 16Jul 2018 18 Jul 2018 2d
STC0000030 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTCD1008 23 Jul 2018 25 Jul 2018 2d
‘ »
Open Windows v 24 Jul 2018 s

 Select Print Invoice - Ref [ ] from the drop-down list.

Note:Remember, you will be able to distinguish between the Deposit
Invoice and the Short Term Invoice by the Invoice Reference numbers as

set up in the Configurator.
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v Short Term Centract Listing - BPO: Version 2.1.0.63 - Example Company = [m] X
Home ‘ Equipment and Locations  Contract  FinanceandHR  Inventory i and Projects  Manufacturi Procurement  Sales Service Reporting Utiiess — & X
4n A P = [ - 3 o |
Oz X »~ [E S &= 1S
Add  Edit  Close Machine  ShortTerm | Savelayout Workspaces SaveFiter || Print || |active + | Refresh
Return WOs Invoice e s
Process i Format ‘|| Print Contract
Print Contract Return
ContractNo  ContractType ContractTypeDesc  Location CustomerCode C [ Print invoice - Ref STioo00021 OrderNo StartDate  EndDate  Period PeriodType
° Print Invoice - Ref INV0D00431
STC0000019 ST Short Term Contracts Derton Centre  DEROO1 Derton Technologies 22Apr 2016 24 Apr 2016 2d
STC0000021 ST Short Term Contracts Main APP0O001 Apple Juice Inc Sales Sales Department 1234 08 Jun 2017 08 Jun 2017 2h
STC0000022 ST Short Term Contracts BPO_RSI ABCXYZ123 ABC SHoe Co fdg 26un 2017 03Jul 2017 1w
STC0000024 ST Short Term Contracts Hilcrest APPO001 Apple luice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 10 d
STCO000027 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTC001 091ul2018 16 Jul 2018 1w
STCO000028 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTC009 161ul2018 18Ju 2018 24d
STCO000029 ST Short Term Contracts  Main HOPOO1 Hope Works Tech Technical HWSTCO010 16Jul 2018 18Ju 2018 2d
» STCO000030 ST Short Term Contracts Main HOPOO1 Hope Works Tech Technical HWSTCD1... 23Jul2018 251u 2018 24d
o i 24 3ul 2018 B

SELECT PRINT OPTION

A Select the option as desired screen will pop up with the following options;

° Print: - will open the Invoice in Report Preview to
view, print, export or email.
° Email: - can attach documents, add recipients, the sys-
tem will create a PDF and email the Invoice.
° Print/Email: - both the Report Preview and Email
screens will pop up.
* Click on the radio button in front of the option you want.
* Click on Accept.
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v Short Term Contract Listing - BPO: Version 2.1.0.63 - BExample Company == [m] X
° | Home ‘ i and Locations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities — & X
n Al g 5 ] = o [ — y
= =] -
OuX » 5 B B % @/~ "4
Add Edt Close Machine  ShortTerm | Savelayout Workspaces Save Filter Print Active ~ Refresh
| RenWOs  Invoice ¥ >
‘ Process Format 4| Print .|
ContractNo  ContractType | ContractTypeDesc  Location CustomerCode C G ode  Ci OrderNo StartDate  EndDate Period | PeriodType
4
STCO000018 ST Short Term Contracts Derton Centre DER001 Derton Technologies 22Apr 2016 24 Apr 2016 2d
STCO000021 ST Short Term Contracts Main APP00O Apple Juice Inc Sales Sales Department 1234 08Jun 2017 08 Jun 2017 2h
STCO000022 ST Short Term Contracts BPO_RSI ABCXYZ123  ABC SHoe Co fdg 26Jun 2017 03 Jul 2017 1w
STCD000024 ST Short Term Contracts Hillorest APPO001 Apple Juice Inc Sales Sales Department 10 10 Aug 2017 20 Aug 2017 i0d
STCD000027 ST Shart Term Contracts Main HOPOOD1 Hope Works Tech Technical HWSTC001 09Jul2018 16 Jul 2018 1w
STCO000028 ST Short Term Contracts Main HOPOD1 Hope Works Tech Technical HWSTCO009 16Jul2018 18 Jul 2018 2d
STC0000029 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTCO10 16Jul2018 18 Jul 2018 2d
» STCO000030 ST Short Term Contracts Main HOP0O1 Hope Works Tech Technical HWSTCDL.. 233ul2018 251ul 2018 2d
B3 Select the option as desired = Ja ] x
1 Home |
| Accept | cancel
Processing
rnunvm:e
) Email Invoice
() Print and Email Invoice:
Open Windows ~ | 24342018 »

* Now follow the same processes as explained above to;

MNU.158.004

¢ Print the Invoice.
¢ Email the Invoice.

¢ Link Additional Documents to the Invoice.

¢ Delete Attachments from the Invoice.
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