Work Orders - Orders

SERVICE

WORK ORDERS - SALES ORDERS

The Orders tile direct you to a list of Sales Orders for a selected Customer.

This manual is a brief look at Sales Orders, accessed from the Customer List-
ing screen. For a detailed handling of the topic click on the link to redirect to

the Sales Orders manual.

Ribbon Access: Service > Work Orders

$ - =JoJ(x

e Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utlities

a Oy & o o] @ =4 O g2 WIP & My Work Orders 3
7 2 & 33 o B B ) -
a . L] &Y Work Management | [Z] My Tickets
TechMap Scheduing CurrentTech Technidans Avalebiity SieExceptions | Calls CalRequests |Work Orders| Serviee My Work
Activity Exceptions Requests (9 Time Review ("] All Open Tickets

1. The Work Orders Listing screen will be displayed.
2. Select the Site where the work order was issued.
e The example has Durban selected.
3. Select the Status.
* The example has Open selected.
4. Select the row of the work order you wish to convert to a sales order.
5. Click on the Orders tile.
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$ - €@ > WorkOrder Listing - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=B ) x ]
| ‘77\ Home | Equpment/Locations  Contract  Finance fHR  Inventory  Maintenance /Projects  Manufactring  Procrement  Sales  Service  Reportng  Utiiies - & %
@ ﬁ x % 0 @Y [ save Layout lg HEE Durban I 4—° ""j
2 - © | EE Workspaces ~ Open ~| ¥ Find wo
Add  Edit Delete View | Close Complete Reinstate S Print  Export = Reports
Main tai Proce: ‘ F P ‘ arren eport: | >
P -
WOCode WOType CalReference  Description Capitalise  CallDesc ReguestDa... » Priority | Invoiceable | ProjectRef  ProjectDesc|
Tuuv #0c 0c A0c 0 o0 = = ¢ o -
\E] WO0006260  REP CNOD05304  Loan unit required while main unitis being .. No Loan unit required whil. 15/03/2022 3 No J
[ W00006253  REP CN0005303  Post Contract machine repair No Drum replacement req...  16/02/2022 2 Yes
WO0006258 ~ SERV  CNDO0S303  Drum replacement required No Drum replacement req...  31/01/2022 2 No
[E WO0006256 ™P CN0005302 New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
B WO0006257  NDS CNO005274  PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
B WO0006253 PR CN0005301 Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
WO0006252  REP CND00S300  Printer displaying error code No Printer displaying error... 18/01/2022 3 No
N . | WO00006251 ms CNO005299  Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
e WO0006250  REP CN000S5298  Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO0006243 SM BathBinMaint - Bathroom Bin Maintenance ~ No 23/11/2021 2 No PRI0000419  Schedule
WOo0006248  SM WS - Weekly Service No 23/11/2021 2 No PRI0000420  Schedule
WO00006247 SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418  Schedule
[ WO0006296  SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418  Schedule
WO0006245  SM WS - Weekly Service No 23/11/2021 2 No PRI0000417  Schedule
[ WO00006243 SM WS - Weekly Service No 16/11/2021 2 No PRI0000413  PRI408)\
: WO0006242  SERV IMMS - 1 Month Machine Service No 16/11/2021 2 No PRI0000413  PRI408/
WoD06291  SM WS - Weekly Service No 16/11/2021 2 Ne PRI000D413  PRI408/
WO0006290  SM WS - Weekly Service No 16/11/2021 2 No PRI0000416  Second i
WO00008238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
wOo0006233 PR Rollers need replacing No 11/11/2021 3 No PRI0D00408  Mainten: _
‘ = = = = = = = = = »
| User : Julandak | 01/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

6. The Sales Orders for Work Order[work order number] screen will be
displayed.

E/T The Site from the Customer Listing screen will not automatically pull
through to the Sales Orders for Work Order screen.

7. Any Sales Orders that have already been added to the work order will
display in the data grid.

ADD SALES ORDER

8. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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® - Sales Orders for Work Order ion 2.5.0.8 - v25.0.8 (—J(allx
| @ | rome | Equpment/locatons  Contract  Finance /MR Inventory : [Projects Mar o Sdes  Seice  Reporting  Utities - & x
olixE © L F © & X B & @ % ‘
O X E © o & a2 B o O
Add Edit Delete View rward Create  Create  AddItems NewDeal = Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal  toWO Project bt Order Invoice
javigati... « Process 4 Format 4 Print a Current " D
OrderNo CustomerCode  CustomerName OrderDesaription OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate  Comments Status |
v oc i o0 e = e = "0 = = 0 e _e
I OR0000334  OFFOO1 Office Supples Unimit... QTMAR2 595.13 ZAR  3103/2022 Julanda Kessler 100 1500 A
Open Windows ~ | User : Julandak | 01/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

9. "The Add new Customer Order screen will be displayed. " on page 2
10. Complete the Sales Order Header and the Financial Header Inform-
ation.
11. Confirm the Billing and Shipping Addresses for the customer, if these
fields were not auto populated when you entered the order header

information.
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| @ | rome | soupment Locatons

Add new Customer Order - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 |

Contract  Finance /MR Inventory /Projects  Manufacturing  Proasement  Sales  Service  Reporting  Utities

HOX @ &« &

Save Back Delete | Savelayout | PrintSales PrintProforma
Item Order Invoice
Maintain .| Fomat . A
Customer Name Big Bargains p* Reference 85004 = Billing address
Contact Name Tarryn Snow CUSTOMER CONTACT £ * Status N PO Box 1985 P«
Commercial Type Class Commercial ~ * OrderDate&Time 01/04/2022  + | 1408:20 + New Town S
Salesman Julanda Kessler - Shipping address
— B 5 =
Billing Customer Big Bargains Pl Billing Contact Tarryn Snow CUSTOMER CONTAC £ * New‘f:m"e Ll -
Order Currency South African Rand - Exchange Rate 12+ Durban
Tax Rate 15.00 Addresses | Related References

SuppressOnPrint  ItemType  [temCode  ItemDescription OrderlineDesaription  WarehouseName  Quantity | QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseCeyPric

v a - o e o0 e g - e - - - - -
, ] Parts 5P 109-147K | Black toner Black toner Main Warehouse 1.000 0.000 350000 15000  0.000 402.500 402,
. B sdecttr I [ | [ |
5
Comment | Sub Total
vaT | 6038
Grand Total 46288

Open Windows v

| User: JulandaK | 01/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 5

RELATED REFERENCES

12. Click on the Related References tab to link the reference information

for the customer Order.

LINE ITEMS AND COMMENTS

13.
14.

" Add Sales Order Items" on page 11 as required.
Click in the Comments text box to type a comment related to the
Order.

15. Click on Save to save the customer Order.
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$ - Add new Customer Order - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 @@JLL‘
Equipment /Locations  Contract  Finance /HR  Inventory | Projects Sales  Service  Reporting  Utiities - & x

Format int A
Customer Name BigBargans P * Reference BS004 | * ReferenceType ReferenceNo
Contact Name Tarryn Snow CUSTOMER CONTACT £ * Status N » Seridllo o
Commercial Type ClassCommercal  + * OrderDate & Time 01042022~  14:09:20 3| Cal Reference
Salesman Julanda Kessler -]« (s
Billing Customer Big Bargains pl* Billing Contact Tarryn Snow CUSTOMER CONTAC 0| * focatin
Order Currency South African Rand - ExchangeRate  1°4* ( bl ‘B
Tax Rate [ 1m0 ) \ A Related References ‘

SuppressOnPrint | ItemType | ItemCode  ItemDescription  OrderlineDescription  WarehouseName | Quantity  QuantityPerUOP  UnitType  UnitCost  Markup  Discount  UnitSelingPrice  BaseCayPric|
= 0 o r g = = i = = = - =
Parts 5P109-147K Black toner Black toner Main Warehouse 1.000

0.000 350.000 15.000 0.000 402.500 402.
=y — I

Comment
VAT 60.38
Gatot s
Open Windows v | User:JulandaK | 01/04/2022 @ Version: 2.5.0.8 | Example Company v2.5.0.8 /A‘

16. The Sales Orders for Customer listing screen will be updated with the

new Order that you have created.

For a detailed handling of this topic refer to Orders - Add Sales Order

. . aaas “Yalal
[ Sy NS S S — [ See———— - ® x
- = -
OLLxXE © 3 O & | B %0
-~ e - B ad - reaw reew Add Tems ww Dee - aves  erapeces ot Saims vt obume gt frtew
L B - w0 L et Ovee i

rterte Lumtuer e e R it o B el Curewy rowlew laewrartwre  [utargrianw Tedaw  Comeern Cena |
o ° o ° ° ° ° °
| ORODODIM PRI Ofcn hguhes e TR -0 - JUBNIII  Merde Sewse 100 e )
‘-|onmuo:ias BIGO00 L Big Bargains B6004 46288 ZAR  01/04/2022 Julanda Kessler 100 15.00 A ]

e s+ UM UOVEZ w1508 Cuamgte Compary 2508 |
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EDIT SALES ORDER

A Sales Orders that have already been invoiced will not be available for editing.

1. From the Sales Orders for Customer [Customer Code] screen,

2. Click in the row of the Sales Order you wish to edit.
3. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.

$ - Sales Orders for Work Order WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (= J(aj(x]
| 7@7 | Home | Equipment/Locations  Contract  Finance /R Inventory i | Projects i Sales  Service  Reporting  Utiites - & %
» [72 = @& [ @ 5 ® 2 o :
K £ &
| (+7 [ x = & Lw O [+ Hﬂ LB | roaten . o
Add Edit | Delete View Forward Create  Create  AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice New Deal to WO Project b Order wvoice
Maintair P Print o
OrderNo CustomerCode  CustomerName OrderDescription OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate  Comments Status
v A e e e = ol = ol = = o o
OR0000334 OFF001 Office Supplies Unlimit... QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 1.00 15.00 A
m ORO000336  BIGOOO1 Big Bargains B6004 462.88 ZAR 01/04/2022  Julanda Kessler 1.00 15.00 A
Open Windows ¥ | User:JulandsK | 01/04/2022 | Version:2.5.0.8 = Example Company v2.5.0.8

4. The Edit Customer Order - [Order Number] listing screen will display.

Make the required changes to the Heading Information, Addresses or
Related References tabs.

Make the necessary changes to the Order Item frame:

* To " Add Sales Order Items" on page 11, click in the Item

Type column of the next available row.
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* To "Delete Item line entry" on page 8, click on the row of
the item you wish to remove, then click on Delete Item.
7. Click on Save to save the changes to the Customer Order and return to

the Sales Orders for Customer screen.

For a detailed handling of this topic refer to Orders - Edit Sales Order

$ - Edit Customer Order - ORO000336 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 | (3¢ ]

g 0

‘7‘7} Home Equipment /Locations  Contract  Finance /MR Inventory e /Projects  Manufacturing  Proasement  Sales  Service  Reporting  Utities
Save | Back Delete | Savelayout | PrintSales PrintProforma

Item Order Invoice

x

Customer Name Big Bargains £ Reference B6004  * piling address
Contact Name Tarryn Snow CUSTOMER CONTACT © * Status N PO Box 1985 P«
Commercial Type Class Commercial ~ * OrderDate & Time 01/04/2022  + 15:18:12 & [
Salesman Julanda Kessler v|* e Shipping address
Billing Customer Big Bargains P+ Billing Contact Tarryn Snow CUSTOMER CONTAC @ * ﬁzv‘a‘g‘m"‘ P <
Order Currency South African Rand - Exchange Rate 13 Durban
Tax Rate 15.00 Addresses | Related References |
SuppressOnPrint  ltemType | ItemCode  [ItemDescripton  OrderLineDescription  WarehouseName  Quantity  QuantityPerUOP  UnitType  UnitCost Markup Discount  UnitSelingPrice  BaseCoyPric
v a = o o e o = = o = = = = =
» O Parts SP109-147K Black toner Black toner Main Warehouse 1.000 0.000 350000 15000  0.000 402.500 402,
* B sdeate [ [ | [ |
4 »
p— ST —
vaT | 6038
Grand Total 462.83
Open Windows v | User: JulandaK | 01/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 .

DELETE SALES ORDER

A Orders that have already been invoiced will not be available for deletion.

1. From the Sales Orders for Work Order [work order number] screen,
2. Click on to the row of the Sales Order you wish to remove.
3. Click on Delete.

@ Short cut key: Right click to display the All groups menu list. Click on Delete.
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4. The Confirm delete Order message will display;
* Are you sure you want to delete this Order?

5. Click on Yes.

® - e___> Sales Orders for Work Order WO0006260 =Jl0.)lx
e Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procrement  Sales  Service  Reporting  Utlities -8
Py = | g R P 2 R B & 2 =
[+ (£ X E 3 O @ L | roubm . <&
Add Edit | Delete | View Ferward Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project = Order Invoice
Maintai '\91 igati... 4 Process 4 Format . Print a Current a 2
OrderNo CustomerCode | CustomerName OrderDescription OrderValue  Curency OrderDate  SalesmanName ExchangeRate TaxRate Comments Status
v o0 ] P 8 o0 = ol = ol = = o0 ofe
OR0000334 OFF00L Office Supplies Unlimit... QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler Lo0 15.00 A
©OR0000336  BIGO001 Big Bargains B6004 462.88 ZAR 01/04/2022  Julanda Kessler 100 15.00 A
OR0000337 OFFO01 Office Supplies Uniimit... B3009 595.13 ZAR 04/04/2022  lulanda Kessler 1.00 15.00 A
OR0000338  OFFO01 Office Supplies Unlimit... 3010 595.13 ZAR 04/04/2022  Julenda Kessler 1.00 15.00 A
A

(ORO000339  OFF001 Office Supplies Unlimit... STD B4410 632.50 ZAR 04/04/2022  Julanda Kessler 1.00 15.00
Confirm delete Order q—o

P .
o Are you sure you want to delete this Order?

06—+

Open Windows ~ | User: JulandaK | 04/04/2022 | Version: 2,5.0.8 = Example Company v2.5.0.8

The Sales Order will be removed from the Sales Orders for Customer listing

screen.

For a detailed handling of this topic refer to Orders - Delete Sales
Order

VIEW SALES ORDER

An Order can be viewed in any status.

1. From the Sales Orders for Work Order [work order number] screen,
2. Click on the row of the Sales Order that you wish to view.

3. Click on View.
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@Short cut key:Right click to display the All groups menu list. Click on View.

| x

$ - Sales Orders for Work Order WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=]
Sdles  Service  Reporng  Utlities -

x

| 7}]Hume Equipment /Locations _ Contract _ Finance /HR__Inventory _ Maintenance /Projects _ Man

BF O B H @ @ %, O

Create  Create  AddItems NewDeal | SaveLayout Warl@aces PrntSa\es Print Proforma  Export Refresh

Invoice NewDeal toWO Project Invoice
Process 4 Format . Print a Current ad
OrderNo CustomerCode | Customerhame OrderDescription OrderValue | Currency OrderDate SalesmanName  ExchangeRate TaxRate ~Comments Status
v ol o e e = #fc = #0c = = e #fc
OR0000334 OFF001 Office Supplies Unlimit.. QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 1.00 15.00 A

m ORD0D00336  BIGOOO1 Big Bargains. B6004 462.88 ZAR 01/04/2022  Julanda Kessler 1.00 15.00

| User : JulandaK | D4/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

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

E/j No changes can be made to the information on the Order as this is a view

only screen.

5. You can "Print Sales Order / Print Proforma Invoice" on page 21 from

this screen.
6. Click Back to return to the Sales Orders for Work Order screen.
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$ - View Customer Order - ORD000336 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 —Jlal[x
| @ | Home | Equpment/locations Contract Finance[rR Inventory i [Projects  Mar Sles  Service  Reporting  Utlities - & x
Save Layout | [Print Sales ~Print Proformal 4_9
Order Invoice
‘Customer Name Big Bargains * Reference 85004 = Billing address
Contact Name Tarryn Snow CUSTOMER CONTACT | * Status N PO Box 1985 78
Commercial Type Class Commercial * OrderDate & Time 01/04/2022  ~ [15:18:12 il -
Salesman Julanda Kessler . Shipping address
Billing Customer Big Bargains Billing Contact Tarryn Snow CUSTOMER CONTACT | * =L o
Order Currency South African Rand Exchange Rate 1] Burbsn -
Tax Rate 15.00 Addresses | Related References |
SuppressOnPrint  ltemType | ItemCode  ItemDescription | OrderlineDescription  WarehouseName  Quantity  QuantityPerUOP  UnifType  UnitCost Markup Discount  UnitSelingPrice  BaseC
v b e e . e o0 - - e . - - = -
» No INVN SP109-147K  Black toner Black toner Main Warehouse 1.000 0.000 350.000  15.000 0.000 402.500
‘ 5
pa— st [
vaT | 60.38 |
o
Open Windows + | User : JuiandaK | 04/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8

NAVIGATION BUTTONS

* The Forward navigation button allows for quick navigation to
related documentation, by navigating to view the Sales Customer
Invoice that has been created from the selected Sales Order.

* The Back navigation button will transport you back to the Work
Order Listing screen.
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$ - Sales Orders for Work Order WO0005260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (—Jalx
| @ | Home | Equpment/iocatons Contract Finance[rR Inventory [Projects  Mar - & x
[ — =
y =N .
X 8 |0 2
O R E \ @ g @ =
Add  Edt Delete View ||A——l1=——3 ¢ SaveLayout Workspaces | Print Sales
i . - Order
Maintair | N ormat u L
¥ f
1 ‘
OrderNo | CustomerCode mﬁ Forward Odedesaipton  OrderValue  Cumrency OrderDate  Solesmaniiame  ExchangeRate Taxfate  Comments Status
v e F i = o = o = = o
» ORO0000334 OFF001 Office Supplies Unlimit.. QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 1.00
OR0O000336  BIG0DO1 Big Bargains. B6004 462.88 ZAR 01/04/2022  Julanda Kessler 1.00
Open Windows + | User : JundeK | 04/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8

CREATE INVOICE

1. From the Sales Orders for Work Order [work order number] screen,
2. Select the row of the Sales Order you wish to create an invoice for.

3. Click on Create Invoice.

@ Short cut key: Right click to display the All groups menu list. Click on Invoice.
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$ - o_-psluommrwmkomﬂwomﬁm»mvmum-mm_vvm —J(a](x
|7er‘ \ Equipment fLocations  Contract  Finance /HR llwu'mry i nce [Projects  Man i Sales  Service  Reporting  Utilities - & X
! ; Bl P ¢ = ? @ = \
= [ [ .
O2XE © 0 & = N —
Add Edit Delete View Forward Create Create AddItems NewDeal | Save Layout Worls;aces Prnl Sabs Print Proforma  Export Refresh
Invoice | New Deal  to WO Project Invoice
Maintair 4 et/v Process P Format . Print 4 Current P L
OrderNo CustomerCode | CustomerName OrderDescription OrderValue | Currency OrderDate SalesmanName  ExchangeRate TaxRate  Comments Status
ol ol o o = o = o = = ol o
OR0000334 OFF001 Office Supplies Unlimit.. QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 1.00 15.00 A
OR0000336  BIGOOO1 Big Bargains. B5004 462.88 ZAR 01/04/2022  Julanda Kessler 1.00 15.00 A
Open Windows ~ | User : JulandaK | 04/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

4. The first Invoice Generation message will confirm;

You will receive three (3) Invoice Generation messages:

* Do you want to convert order no. [order number], for cus-

tomer, [customer code], to an invoice?
5. Click on Yes.
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$ - Sales Orders for Work Order WO0006260 - 5P0: Version 2.5.0.8 le Company v2.5.0.8 ==
| e Home | Equipment /Locations  Contract  Finance /fHR  Inventory  Maintenance [Projects  Manufacturing Sales  Service  Reporting  Utilities - &8 x
¢ ) - -~ N [ " | E 2/ Q = \
= & i =[]
OXE © & O & < N e —
Add Edit Delete View Forward Create Create  AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project . Order Invoice
Maintain avi P Format Print urres &
OrderNo CustomerName OrderDescription OrderValue | Currency OrderDate SalesmanName  ExchangeRate TaxRate  Comments Status
* o o o = o = o = = ol o0
» OR0000334 Office Supplies Unlimit.. QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 1.00 15.00 A
ORD000336 Big Bargains. B5004 462.88 ZAR 01/04/2022  Julanda Kessler 1.00 15.00 A
Invoice Generation 4—9
Do you want to cun{:rt order no. OR0000334, for customer, Office
Supplies Unlimited, to an invoice?
00— =1 =
Open Windows ~

| User : JulandaK | 04/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

6. The second Invoice Generation message will confirm;

* Do you wish to close the Order off? No further Invoices
will be possible from this Order if it is closed.

7. Click on Yes.
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Sales Orders for Work Order WO0006260 - 51°0: Version 2.5

. 5 8 - Ex sle Company v2.5.0.8
i é Home | Equipment /Locations  Contract  Finance /HR

el 2C

Inventory  Maintenance /Projects  Manufacturing Sales  Service  Reporting  Utilities - &8 x
£ T = 1] ‘ 2) \
50 LFoR B H @ 2% -
OZXE © & F © & B o O
Add Edit Delete View Forward Create Create  AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh

Invoice NewDeal toWO Project . Order Invoice
Maintair 4| Navigati Process a Format . Print urres i

OrderNo CustomerCode | Customerhame OrderDescription  OrderValue  Curency OrderDate  SalesmanName  ExchangeRate TaxRate  Comments Status

v o 0 ol o = o = o = = o e

» OROD00334  OFF001 Office Supplies Unlimit... QTMARZ 595,13 ZAR 31/03/2022  Julanda Kessler 100 15.00 A
OR0000336  BIGOOOL Big Bargains B6004 46288 ZAR  01/04/2022  Julanda Kessler 100 15.00

Invoice Generation 4—6

L
Do you wish to close the Order off? No further Invoices will be possible
from this Order if it is closed.

——[ = 1 =

| User : JulandaK | 04/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

8. When you receive the third Invoice Generation message to confirm;

* Do you wish to view the Invoice created, no [invoice num-
ber]?

9. Click on Yes to view the Invoice.

* Click on No to return to the Sales Orders for Customer
screen.
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$ -

Sales Orders for Work Order WO0006260 - 5P0: Version 2.5.0.8 - Bxample Company v2.5.0.8

i é | Home | Equipment /Locations

Invoice Generation 4—@

=
0 Do you wish to view the Invoice created, no. INVO0D0572?

o

20
Contract  Finance /HR  Inventory i [Projects  Manufacturing Sales  Service  Reporting  Utiiies - & X
OuXEH 6 LFoa A H & & m
= "> i |
@ M x = ¥ O @ HLJ =] B8 | oem
Add  Edt Delete View | Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export
Invoice NewDeal toWO  Project v Order Invoice
Maintain lavigati rocess 4 Format P Print X
OrderNo CustomerCode | or OrderValue ~ Cumency OrderDate  SalesmanName  ExchangeRate TaxRate Comments
* o ol ol o = e = B = = ol
» OROD00334  OFF001 Office Supplies Unlimit... QTMARZ 595.13 ZAR 31/03/2022  Julanda Kessler 100 15.00
OR0000336  BIGOOOL Big Bargains B6004 462.88 ZAR 01/04/2022  Julanda Kessler 100 15.00

| User : JulandaK | 04/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

10. The Edit Customer Invoice screen will display where you can view or

make changes to the Invoice, if required.

11. After making the necessary changes, click on Save.

Invoice

For a detailed handling of this topic refer to Orders - Convert to Sales
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Work Orders - Orders

$ - @——bﬁﬁtm|nmmmm-mn»mmum-mmmm (
P | tome | Equpment/locatons Contact Finance /MR Inventory i [Projects  Mar i Sdles  Service  Reporting  Utlities

a2y

x

Back Delete | Savelayout
Ttem

Customer Name | Office Supplies Unlimited p= Reference QTMAR2 * | Billing address
Contact Name Angie Smith pl= Status [New m Esa: '_;Jlss32 P -
Commercial | Type Class Commerdial v|* Date & Time 04/04/2022  ~| 114535 -
salesman JuendaKesser v * Shipping address
Billing Customer Office Supplies Unlimited Rp* Billing Contact | Angie Smith ol 2
Invoice Currency South African Rand - Exchange Rate 13]*
Tax Rate | 15.00 - 15 [] Suppress Line Detail on Print Addresses ‘ Related References ‘
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescription  WarehouseName  BatchSerialNo  Quantity  UnitCost  Markup  Discount  UnitSelingPrice  BaseCcyPrice T
? C] = L3 oD e L3 o = = = = = =

3 Parts 500-147K  SPS00BlackTon... SPS00 Black Toner Main Warehouse 1.000 450,000  15.000 0.000 517.500 517.500

0
s E s E—— . =T

‘ »

Comment Sub Total 517.50
wil e

Grand Total —595.13-
Open Windows ~ | User : JulandaK | 04/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

CREATE NEW DEAL

1. From the Sales Orders for Work Order [work order number] screen,
2. Select the row of the Sales Order you wish to create a New Deal for.
3. Click on Create New Deal.

@ Short cut key: Right click to display the All groups menu list. Click on New Deal.
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Work Orders - Orders

$ - Sales Orders for Work Order WO0005260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (—Jalx
| @ | tome | Equipment/Locatons Contract Finance /MR Inventory i [Projects  Mar i Sdles  Service  Reporting  Utlities - & x
G O = r ol | 4 3] 3 1
10 Ljroa A B & & %
@ M = v L@ O @ b =] B8 | oem - @
Add  Edt Dekte View | foved | Creste | Creste | Addltems NewDesl | Savelayout Workspsces | PrintSsles PrintProforms  Export Refresh
tnvoice [NewDeal] toWO  Project - Order Tnvoice
M t Navigat 4 P rmat - Print 4 Current A
Ordero | CustomerCode | G or OrderValue | Cumrency OrderDate | Salesmaname  ExchangeRate TaxRate | Comments Status
v o -0 - o = o0 = o0 = = - 0
Office Supplies Unlimit.. QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 1.00 15.00 A
m Big Bargains B6004 462.88 ZAR  01/04/2022  Julanda Kessler 100 1500 A

| User : JulandaK | 04/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

"The New Deal screen will be displayed." on page 3

Complete the New Deal information as required.

6. The Call Type field enables you to distinguish if this order is a New

Deal Sale or New Deal Rental.
When you have completed the new deal information, click on OK.
When you receive the New Deal message to confirm that;

* The new deal call has been created, reference no. [ref-

erence number]

9. Click on OK.
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Work Orders - Orders

$ - G.__—r New Deal =
e Home | Equipment /Locations  Contract Finance /[HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities - &
<

Client Contact Tarryn Snow CUSTOMER CONTACT v e
Rental Deal [] 4/@
Call Type |Implementation E]
.

Description B6004

callpate & Time 04/04/2022  ~ | |12:25:17 &
Scheduled Start 09092022~ New Deal ¢———————) x
Scheduled End | 11042022 ~ .
i ¥
Sew Dealincation [CET Ll 0 The new deal call has been created, reference no. CNODOS305.
Assigned to | Belinda Sharman
Open Windows ~

| User : JulandaK | 04/04/2022 | Version : 2.5.0.8 = Example Company v2.5.0.8 Y

10. You will return to the Sales Orders screen.

For a detailed handling of this topic refer to Orders - Convert to New
Deal Sale / Rental

ADD ITEMS TO WORK ORDER

The Add Items to WO function is only valid where the Customer Order has been linked
to an existing Work Order.

1. From the Sales Orders for Work Order [work order number] screen,
2. Select the row of the Sales Order you wish to add items to.
3. Click on Add Items to WO.

@ Short cut key: Right click to display the All groups menu list. Click on Add Items.
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Work Orders - Orders

4. When you receive the Add Items to WO message to confirm;
* Are you sure you wish to add these order items to asso-
ciated work order no [work order number]?
5. Click on Yes.

® - o——>s-|=ommrwmoderwomsm-mvmm&mmmum (—J(o])(x]
| _e_ J Home | Equipment /Locations  Contract  Finance /HR  Inventory /Projects  Man Sales  Service  Reporing  Utlities - &8 X
[ — | = — — > =
F — . Y O { a E == © [
= 3 I =]
OQOXE © 8 (0| & g & W ¢
Add Edit Delete  View Forward Create  Create |AddItems| NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal | toWO Project “ Order Invoice
e . Print 4 Current 4 ad
OrderNo CustomerCode | CustomerName OrderDescription OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate Comments Status
v o Qe [l ol = ol = ol = = o ol
OR0000334 OFF001 Office Supplies Uniimit... QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 100 15.00 A
OR0000336  BIGOOO1 Big Bargains. B6004 462.88 ZAR 01/04/2022  Julanda Kessler 100 15.00 A
m OR0000337 OFFOO1 Office Supplies Uniimit... B3009 595.13 ZAR 04/04/2022  lulanda Kessler 1.00 15,00 A
Aad ttems to wo 4—————(F)
L F )
Are you sure you wish to add these order items to associated work
order no. WOD0062607
O0— [~ 1 w
Open Windows ~ | User:JulandaK | 04/04/2022 | Version:2.5.0.8 = Example Company v2.5.0.8 .

6. You will return to the Sales Orders for Work Order screen.
7. The Work Order items will have been added to the Sales Order.

For a detailed handling of this topic refer to Orders - Add Items to
Work Order

NEW DEAL PROJECT
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Work Orders - Orders

1. From the Sales Orders for Customer [Customer Code] screen,
Click on the row of the Sales Order you wish to convert to a New Deal

Project.
3. Click on New Deal Project.

@ Short cut key: Right click to display the All groups menu list. Click on New

.
Deal Project.
‘ i o——bsmnmurWMMrmm»mwm-wmvm —lla | x
| 7@71H Home | Equipment/Locatons  Contract  Finance [HR  Inventory . [Projects  Man i Saes  Service  Reporfing  Utiiies - &8 x
. Tl = T ] F gl - = )
50 LF Oln|® H & & &
@ rﬂ? = @ L@ d @ H!J BE | ooten | @
Add Edit Delete View Forward Create  Create  AddItems |NewDeal || Save layout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project ., Order Invoice
Maintai .| Navigati... . Process a nat 4 Print 4 Current 4 (ol
OrderNo CustomerCode  CustomerName OrderDesaription OrderValue  Cumency OrderDate  SalesmanName | ExchangeRate TaxRate Comments Status
v ofc ol o o = o = o = = o o
OR00D0334  OFFO01 Office Supplies Unlimit... QTMAR2 595.13 ZAR 31/03/2022  Julanda Kessler 100 15.00 A
OR0000336  BIGOOO1 Big Bargains BE004 462.88 ZAR 01/04/2022  Julanda Kessler 1.00 15.00 A
©OR0000337  OFF001 Office Supplies Unlimit... B3009 595.13 ZAR 04/04/2022  Julanda Kessler 1.00 15.00 A
E OR0000338  OFF001 Office Supplies Unlimit... 3010 595.13 ZAR 04/04/2022  Julanda Kessler 1.00 15.00 A
Open Windows ~ | User: Jdandak | 04/04/2022 | Version:2.5.0.8  Example Company v2.5.0.8
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Work Orders - Orders

"The New Deal Project screen will be displayed. " on page 3
Complete the New Deal Project Details as required,
Click on OK to save the new deal details.
When you receive the New Deal message to confirm;
* The new deal project has been created, reference no. [ref-

N o »u ok

erence number]
8. Click on OK.

® - e____> New Deal Project —Jajx
7@7 Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement Sales  Service  Reporting  Utiities - &
-
Client Contact Samantha Times v|*
(Contact Type Project Manager -
Rental Deal ||
Work Order Type | Implementation v|*
Description Additional equipment requested during *
installation
Scheduled Start 04/04/2022  +
New Deal Q—a x
Scheduled End  11/04/2022  ~ o
New Deals Location BPO_RSI p* .
Th | proj 3 .
Assigned to | Wesey Haynes "= o e new deal project has been created, reference no. PRI0000421
I |
‘ Open Windows ~ | User:ulandaK | 04/04/2022 | Version:2.5.0.8 = Example Company v2.5.08

9. You will return to the Sales Order screen.

For a detailed handling of this topic refer to Orders - Convert to New Deal

Project

PRINT SALES ORDER [/ PRINT PROFORMA INVOICE
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Work Orders - Orders

1. From the View Customer Order - [Order Number] screen,
2. Click the print option that you require.

[ |
Print Sales Order

| |
Print Proforma Invoice

3. The example has Print Proforma Invoice selected.
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Work Orders - Orders

$ - (1 o - View C Order - - BPO: Version 2.5.0.8 - Example Company v2.5.0.8
| @ | ome  Equpment/Locatons Conract Fnance /MR  Iwventory  Mai [Projects  Man

o
i Sdes  Service  Reporting Utites & x
0 m [g} 2 B
Back | Savelayout | PrintSales PrintProforma
i ol | -
| = -
——
Customer Name  Office Suf /ﬁ«lmz - I
= ;
Contact Name | Angie|Sm/ -

a2ty

PO Box 9632
Commercial e Print Sales  Print Proforma os=z -z 7 Forest s
Salesman Julanda\ 2 Shipping address
Billing Customer Office s:\q Order InVGFC Ingie Smith
OrderCurrency South AfianRand | Exchange Rate 1
Tax Rate 15.00 Addresses | Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription  WarehouseName  Quantity  QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseC
? | e Qe o0 o e e = = o0 = = = = =
» No INVN 500-147K  SP500 Black Toner  SP500 Black Toner Main Warehouse 1.000 0.000 450.000 15.000 0.000 517.500

R Sub Total 517.50
VAT | 77563
Gt

Open Windows ~

| User : Juandak | 04/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

4. The Select the option as desired message will display.

5. Click on the radio button to select either Print Order, Email Order or
Print and Email Order.

E/j When selecting to Email the Quote, the quote will be emailed via the

BPO Email Service on the server and not from MS Outlook.

* The example has Print Order selected.
6. Click on Accept to proceed.
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Work Orders - Orders

e Dpaeert [Lsatern  Cewet "waoe (YR ey o A e, S Seas  Npey e - @ =

(wetommer Rome M o L gpmes  re——" Rebrremce e [ Sy
(amtact Rase Aoge v Shates | FO o W12
ommercsl e e e - * Owder Dute & Teme 1103022 fowt 'l
Nabramman L a — ® R s tatl
Bl ( wetommer L cvmen e . S
Ovdes ( grvemcy o ® Ao bww Ve Mg Wate i
Ton Rate 1.0 ASY e et Sete e
SeemOred  Denge  DeeCate  NesCwsopten i e <_9'_‘ B eee it ohe Oumst Usiibgten  Semcl
v 9 -] -] 3l bl \ -]

Accept | Cancel

rocessing

® =
- © Email Order
O Print and Email Order

et b Vorsd wwe
AT ne

rond | otal 5]

O o * s Mderdel  OADAIZI  wewen 1500 Eeangie Compary <1508

7. The Sales Order or the Proforma Invoice (this will depend on the print
option you made earlier) will display in the Preview screen.

8. You can make cosmetic changes to the document, as well as Save, Print,
Export, Add a Watermark or Email the Sales Order or Proforma

Invoice.
9. Click on Close to return to the Sales Quotes for Customer screen.

For a detailed handling of this topic refer to Orders - Print Sales

Order or Orders - Print Proforma Invoice
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Work Orders - Orders

(2 Preview 4———————)

File View Background

|/ B0 4 Il A & & O -1 O @ | Q |w% & \
é ]
Copy - Proforma Invoice
Example Company v2.5.0.8
StreetNoand Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
oooo 1234
RegNo.: 0000000asadS2l Fax No.: 031124545
VATNo.: 0000000 TelNo.: 031123 4567
LN T — | e
Date : 31/03/2022 00:00:00
Sales Person: JulandaKessler Your Ref: QTMAR2
Attention : Angie Smith Ship Contact Angie Smith
Billing PO Bax 9632 Shipping OFFO01 - Office Supplies Unlimited
R Farest Hills I
12345
OFF001 - Office Supplies Unlimited
011 234 5678 Tel No. : 011 234 5678
0112345677 Fax No. : 011 234 5677
987456321 Email : snenhlanhlandwalane @gmail.com
Item Description Quantity  Unit Price  Discount % Net Price Total
| 500-147K $P500 Elack Toner 1.00 517.50 0.00 517.50 595.13
100% (=)

| Page 1of 1 |

1)

MNU.072.027
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