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SERVICE

WORK ORDERS - CREDIT NOTES

After a Credit Note has been created, it has to go through an approval pro-

cess which includes:

* Releasing Credit Note for Approval / Removing Credit Note from
Approval

* Approving / Rejecting Credit Note

* Print Credit Note (this step will post the transaction to Pastel)

Ribbon Access: Service > Customers
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Activity ceptions

Service £
Requests % Time Review [ Al Open Tickets

1. The Work Order Listing screen will be displayed.
2. Select the Site where the work order was issued.
* The example has Durban selected.
3. Select the work order Status.
* The example has Active selected.
4. Select the row of the work order you wish to issue a credit note for.
5. Click on the Credit Notes tile.
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s @)—————> WorkorderListing - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=JaJ)
|7f Home | Equipment/locstons Contract  Finance /HR  Inventory i [Projects g Pr Sales  Service  Reporting  Utiliies - & X
© Q X % a & 5 | [ SaveLayout lﬁ nLEé Durban I -—0 ‘E_![
— ! 22 workspaces ~ | W Find WO
Add  Edt Delete View | Close Complete e S8 Savi Pl Print  Export O R \e Reports ‘
Maintair . Al Format . Print Current Al i
WOCode WOType | CalReference  Desciption Capitalise  CallDesc RequestDa... » Priority | Invoiceable  ProjectRef
v | e e W P a0 e = = ol e =
WO0006262 P Additional equipment requested during ins... No 04/04/2022 2 No PRJ00004 J
wOo0006261  IMP CNODOS305  B6004 No B6004 04/04/2022 2 No
B WO0006260 REP CNO005304 Loan unit required while main unitis being ... No Loan unit required whil... 15/03/2022 3 No
WO00006259 REP CNOODS303  Post Contract machine repair No Drum replacement req...  16/02/2022 2 Yes
W00006258 SERV ~ CNODOS303  Drum replacement required No Drum replacement req...  31/01/2022 2 No
WO0006256 ™MP CNO005302 New machine implementation. Instalation ... Mo New machine implemen... 24/01/2022 1 No
WO0006257 NDS CNOD05274  PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
. WO0006253 PR CNO0D5301 Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
Processing WO0006252  REP CNODOS300  Printer displaying error code No Printer displaying error... 18/01/2022 3 No
—— B WO00006251 s CNO005299  Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
W00006250 REP CNO005298  Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO00006243 sM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI00004
WO00006248 sM WS - Weekly Service No 23/11/2021 2 No PRI00004
W00006247 sM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI00004
WO00006246 sM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI00004
WO0006245 SM WS - Weekly Service No 23/11/2021 2 No PRI00004
WO00006243 sM WS - Weekly Service No 16/11/2021 2 No PRI00004
W00006242 SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRI00004
WO0006241 sM WS - Weekly Service No 16/11/2021 2 No PRI00004
Credit Notes WO00006240 sM WS - Weekly Service No 16/11/2021 2 No PRI0D004 _
‘ »
Open Windows ~ | User : JulandaK | 06/04/2022 | Version : 2.5.0.8 | Example Companyv2.5.0.8

ADD CREDIT NOTE

1. The Sales Credit Notes for Work Order [work order code] screen will
display.
2. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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$ - Sales Credit Notes for Work Order WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [ — (o J(x]
i,e; | Home | Equipment/locations  Contract Finance /HR Inventory i [Frojects 1 Sales  Service  Reporting  Utlities = 3
> = - E g 3, — s S O

@ o N = & R L7 \—| = ﬁ — v
Ad dit View lease for Remove from Approve Reject | Savelayout Workspaces | Print Send Criotes Export . Refresh |
Maintain . Process P Format . Print P Current “ i
Links L
E £
CriNoteNo CustomerCode CustomerName CriNoteStatusDesc CriNoteDesaription Currency ExchangeRate Ta;
Functions ¢ O l: oD ol ol e = =|
Retu
Open Windows ~ | User : JulandaK | 06/04/2022 | Version : 2.5.0.8 | Example Companyv2.5.0.8

3. " The Add new Customer Credit Note screen will be displayed. " on
page 2

4. Complete the Customer Credit Note details as required.

5. Click on Related Ref tab to link any reference information related to
the Credit Note, e.g. Project Reference, Reason Code, Invoice Number
etc.

6. Click on Save to save the credit note as a New Credit Note and to
return to the Sales Credit Notes for Customer screen.

[%9 A system generated Credit Note Number will be issued for the Credit Note.

]
For a detailed handling of this topic refer to Credit Notes - Issue a
Credit Note
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$ - Add new Customer Credit Note - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 -llalx
E | Home | Equipment/locations  Contract  Finance /HR  Inventory fProjects  Manu Sales  Service Reporting  Utiities -
-
Ho X =
[=I—]
Save | Back Delete | Savelayout Workspaces
Item w
Maintain Format . i
(mtomrllame?]fﬁc_asmzs_m_i;nr@ P = Reference CN2001 * Billing address
Contact Name  Samantha Times L+ Status N PO Box oz p -
Commercial Type Class Commercial v = Date & Time 06/04/2022 v | 13:33:53 s [
Salesman Julanda Kessler v -
- Shipping address
Billing Customer  Office Supplies Unlimited P Billing Contact  Samantha Times P * 674 Nightwish Ave )
CrNote € South African Rand 12" Forest Hils
r Note Currency i Exchange Rate - 1234
TaxRate 15,00 v 15 ‘/e
Return Items to Store Addresses ‘ e
SuppressOnPrint  ItemType  ItemCode  ItemDescription CriNoteLineDescription BatchSerialNo | WarehouseName  Quantity  UnitCost  Markup  Discour
v & - o0 o0e o0 "0 WO = = . =
3 O Parts X821932-.. Microsoft Mouse Microsoft Mouse Main Warehouse 1.000  450.000  15.000 0.
s B skawe. | — e —

v

Comment | Incorrect mouse was delivered.
VAT

Grand Total

Open Windows ~

Sub Total 517.50

595.13

| User: JuandaK | 06/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

EDIT CREDIT NOTE

1. From the Sales Credit Notes for Work Order [work order code]
screen,
Ensure that the correct Site has been selected.
* The example has Durban selected.
The Status field selection is not available from this screen.
Select the row of the Sales Credit Note you wish to edit.
Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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$ - Sales Credit Notes for Work Order WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (= Jla)(x
| @ | rome | Eoupment/Locatons Contract France /MR Inventory Mai JProjects 1 Ssler’ Servie  Reporing  Usiies - & x
'y - = ) -
O2(XE »~» © © 6 = = o []—@
Add | Edit |Delete View | Releasefor Removefrom Approve Reject | Savelayout Workspaces | Print  Send Crhotes  Export » Refresh
Approval 2 e
Process . Forma . Print . Current J adl
Links 2
CriNoteNo CustomerCode CustomerName CriNoteStatusDesc CriNoteDesaription Currency ExchangeRate Ta;
Functions * O fl: oD ol ol e = =|
E]mnomm OFF001 Office Supplies Unlimited New CN2001 ZAR 1.00
Returns x
Open Windows ~ | User : JulandaK | 06/04/2022 | Version : 2.5.0.8 | Example Companyv2.5.0.8

6. " The Edit Customer Credit Note - [credit note number] screen will be
displayed. " on page 2

7. You can make changes to the Heading Information, Addresses or
Related References tabs.

* For the purpose of this manual, a Reason Code has been
added to the Related Ref details.

8. You can add credit note items or delete an item from the Credit Note
Items frame.

9. Click on Save to save the changes to the Credit Note and return to the
Sales Credit Notes for Customer screen.

For a detailed handling of this topic refer to Credit Notes - Edit Credit
Note
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Edit Customer Credit Note - : CNO000161 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 L=l || x
| 7@ Home | Equipment/Locations Contract Finance /HR  Inventory fProjects  Manu Sales  Service Reportng  Utiities = 3
HO X =
Save | Back Delete | Savelayout Workspaces o o‘ N
Item < NS
Mantan A . Format a2 i 8
T -~ |
Customer Name  Office Supplies Unlimited P * Reference CN2001 Billing address
Contact Name  Samantha Times P+ Status N i Eg:::l‘;ﬂ po
Commerdial Type Class Commercial v = Date & Time 06/04/2022 v 133353 2 |
Salesman Julanda Kessler - : b
) = . | Shipping address
Billing Customer Office Supplies Unlimited P Billing Contact  Samantha Times P N )
Cr Note Currency South African Rand Exchange Rate 100 3
TaxRate | 15.00 15.00 :
ctufn e . N 4
Retufn Items to Stor Adtresses ‘ Related Ref
SuppressOnPrint  ItemType  ItemCode  ItemDescription CriNoteLineDescription BatchSerialNo | WarehouseName  Quantity  UnitCost  Markup  Discour
? ) = o0e s 0 o o = = =
> L Parts X821932-.. Microsoft Mouse Microsoft Mouse Main Warehouse 1000 450,000  15.000 0.
»
[T T incorrect mouse was delivered. Sub Total 517.50
VAT 77.63
Grand Total 595.13
Open Windows ~ | User : JulandaK | 06/04/2022 | Version : 2.5.0.8 | Example Companyv2.5.0.8

CANCEL A CREDIT NOTE

1. From the Sales Credit Notes for Work Order [work order code]

screen,
Ensure that the correct Site has been selected.

* The example has Durban selected.

5. Click on Delete.

The Status field selection is not available from this screen.
Select the row of the Credit Note you wish to cancel.

@ Short cut key: Right click to display the Process menu list. Click on Delete.

6. When you receive the Confirm delete Credit Note message;
* Are you sure you want to delete this quote?

7. Click on Yes.
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For a detailed handling of this topic refer to Credit Notes - Cancel a
Credit Note

$ - o.———> Sales Credit Notes for Work Order WO0006260 - 1:7°0: Vers 2 —Jalx
e | Home | Equipment/Locations Contract  Finance /HR  Inventory i fProjects | g Pr _ Sales  Service  Reporting  Utiities - & x
¥ 1 A =@ > —
|+ fj x % [ & @ W El i = ﬂm Durban - 4—9
Add  Edt |Delete | View | Releasefor Removefom Approve Reject | Savelayout Workspaces | Print  Send Criotes Bxport | 1o Refresh |
"\oﬁnﬂnva{ Approval  CriNote CrNote - to Print Queue |
Maintai Process P Format 4 Print 4 ent s a
Links a
Enter text tosearch... )
CrNoteNo CustomerCode CustomerName CrNoteStatusDesc CrNoteDescription Currency ExchangeRate Ta
Functions v o l: o ol e ol = =

CNO000161 OFF001 Office Supplies Unlimited New CN2001 ZAR 1.00
[]croooozsz OFFO01 Office Suppies Urimited New Nz 28R 100

Confirm delete Credit Note <+°

P
0 Are you sure you want to delete this Credit Note?

00— =

‘ Open Windows ~ | User : JuandaK | 06/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8

The Credit Note will be removed from the Sales Credit Notes for Customer

screen.

VIEW CREDIT NOTE

1. From the Sales Credit Notes for Work Order [work order code]
screen,
2. Ensure that the correct Site has been selected.
e The example has Durban selected.
3. The Status field selection is not available from this screen.
4. Select the row of the Credit Note you wish to view.
5. Click on View.
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- o———> Sales Credit Notes for Work Order WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8

=Jioj(x
| @ | rome | Eoupment/Locatons Contract Finance /MR Inventory [Projects 1 Sies  Service  Reporting  Utities - & x
2 g - (=] > -
OZ2XE|l»~» © © 6 R o T b [O0+—@
Add  Edit Delete | view || Release for Remove from  Approve ject | Savelayout Workspaces | Prnt Send CriNotes Export » |
Approval Approval CrNote  Cr Note - %0 Print Dueos |
Q/ “ Process “ Format . Print “ ent “ hd
Links 2
ik CriNoteNo CustomerCode CustomerName CriNoteStatusDesc CriNoteDesaription Currency ExchangeRate Ta;
Functions v | o 5 oD e ol e =
mmmmx OFF001 Office Supplies Unlimited New CN2001 ZAR 1.00

\a

Open Windows ~

| User : JulandaK | 06/04/2022 | Version : 2.5.0.8 | Example Companyv2.5.0.8

6. The View Credit Note - [credit note number] screen will display.

C/J? No changes can be made to the information on the Credit note as this is a

View only screen.

7. Click on Back to return to the Sales Quotes for Customer screen.
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‘ id View Credit Note - CNODD0161 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8

=Jioj(x
| 7@7 | Home | Equipment/Locations  Contract  Finance /HR  Inventory . fProjects  Manu Sales  Service Reportng  Utiities = 3
= == |
) EE
Back Save Layout Workspaces
Maint ‘\e mat P [
Customer Name | Office Supplies Unlimited - Reference CN2001 = Billing address
Contact Name Samantha Times . Status N Eg:::mﬂ -
Commercial Type Class Commercial o Date & Time 06/04/2022 v | 13:33:53 12345
Salesman Julanda Kessler
Shipping address
Billing Customer  Office Supplies Unlimited * Billing Contact  Samantha Times =]
Cr Note Currency South African Rand Exchange Rate 10 ¥
Tax Rate 15.00
Return Items to Store T
= Addresses | Related Ref
SuppressOnPrint  ItemType  ItemCode  ItemDescription CriNoteLineDescription BatchSerialNo  WarehouseName  Quantity  UnitCost  Markup  Discour
v o o0e ol 3 e ol o0c = = - -
» No INVN X821932-.. Microsoft Mouse Microsoft Mouse: Main Warehouse 1000  450.000  15.000 [i}
»
[T TR T incorrect mouse was delivered. Sub Total 517.50
VAT 77.63
Grand Total 595.13
Open Windows ~ | User : JulandaK | 06/04/2022 | Version : 2.5.0.8 | Example Companyv2.5.0.8

RELEASE FOR APPROVAL

1. From the Sales Credit Notes for Work Order [work order code]
screen,
2. Ensure that the correct Site has been selected.
* The example has Durban selected.
3. The Status field selection is not available from this screen.
4. Select the row of the Credit Note you wish to release for Approval.
5. Click on Release for Approval.

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

6. When you receive the Sales Credit Note - Release message to confirm;
* The credit note number [credit note number], has been

released for authorisation successfully.
7. Click on OK.
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:
=
g For a detailed handling of this topic refer to Credit Notes - Release
for Approval
$ - @) Soles Credit Notes for Work Order 00006260 - 570: Version 2.5.0.6 - Example Company v2.5.0.5 —Jax
76777 Home | Equipment/Locations  Contract  Finance /HR  Inventory i /Projects ! g Pr Sales  Service  Reporing  Utiities - & x
a1l ] 3 - [+ ey
OQLXE| P © 0 B H & E BP0~ D<o
Add Edit Delete View ||Releasefor| Remove from Approve Reject | Savelayout Workspaces | Frint  Send Crhotes BExport | |pe Refresh |
Approval pprova CrNote  Cr Note st to Print Queue |
I Links o
_ 2 CrhoteNo CustomerCode CustomerName CrNoteStatusDesc CrNoteDescription Currency ExchangeRate Ta:
Functions v ol s e e e W = =
- E]mnmom OFF001 Office Supplies Unlimited New CNZ001 ZAR 1.00
Returns \a
Sales Credit Note - Release <—° x
, £ -
The credit note number CNODOD161, has been released for authorisation
o successfully.
O— [ ]
‘ Open Windows ~ | User : JuandaK | 06/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

The Status for the Credit Note has changed to Released.

PLACE ON HOLD

1. From the Sales Credit Notes for Customer [customer code] listing
screen,
2. Ensure that the correct Site has been selected.
* The example has Durban selected.
3. The Status field selection is not available from this screen.
4. Select the row of the Credit Note you wish to remove from approval.
5. Click on Remove from Approval.

@ Short cut key: Right click to display the All groups menu list. Click on Remove.
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6. When you receive the Sales Credit Note - Hold message to confirm;

* The credit note number [credit note number], has been

placed on hold successfully.

7. Click on OK.

For a detailed handling of this topic refer to Credit Notes - Place on

$ - o—-——PSalesCrzdfltlhteshrWorkOrderWOOMSZGO BPO: Version 2 —( ]
e Home | Equipment/Locations  Contract  Finance /HR  Inventory fProjects 1 ng Sales  Service Reporting  Utlities -
= i PP EE 2 =
— N i =
@ X E @ % O = = A | <10
Add clete  View clease for |Remove from| Approve Reject | Savelayout Workspaces nt Export e Refresh
K Approval CrNote  Cr Note =
4 Process P 4 [« t | L
Links 2
er text to sea »
CriNoteNo CustomerCode CustomerName CrNoteStatusDesc CriNoteDesaription Currency ExchangeRate Ta:
Functions v o o o e . e = =|
E]mnomm OFFO01 Office Supplies Unlimited Released oN2001 R 1.00
Retun
Sales Credit Note - Hold <—° X
The credit note numbﬁCNOOODIEI, has been placed on hold
successfully.

| User: JulandaK | 06/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

Open Windows ~

The Credit Note Status Description has been updated to New.

APPROVE CREDIT NOTE

1. From the Sales Credit Notes for Customer [customer code] listing

screen,
2. Ensure that the correct Site has been selected.

e The example has Durban selected.

3. The Status field selection is not available from this screen.
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4. Click on the row of the Credit Note you wish to approve.
5. Click on Approve Cr Note.

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

6. When you receive the Input Validation message to confirm;

* Are you sure you want to Approve cr note no. [credit note
number].

7. Click on Yes.

For a detailed handling of this topic refer to Credit Notes - Approve

o

Curency  ExchangeRate T
ol o e - =
- » CNO00O161 OFF001 Office Supplies Unlimited Released aN2001 R
Returns

$ - €@ sales Crediit Notes for Work Order W00006260 mpany v2.5.0.8 — e
e | Home | Equipment/Locations Contract  Finance /HR  Inventory /Projects ng  Pr Sales  Service  Reporting  Utiities - & x
; = | &5 == 5 ="
O XE @ 90 R g E B L= 09
Add  Edt Delete  View | Releasefor Remove from [Approve| Reject | Savelayout Workspaces | Print Send Criates Export | e Refiesh |
foproval  Approval | CrNote | Criote - A |
Maintai 5 Process Print Curr & o
Links 2
Ei P
CrioteNo CustomerCode CustomerName CrioteStatusDesc
Functions Mk 0 oD

CrNoteDescription

1.00

Input validation <—°

&
0 Are you sure you want to Approve cr note no. CNODOD61.

O0—[ =]

No

| User : JuandaK | 06/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

The credit note Status Description has been updated to Approved.
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REJECT CREDIT NOTE

1. From the Sales Credit Notes for Work Orders [work order code]

screen,
2. Ensure that the correct Site has been selected.

* The example has Durban selected.
3. The Status field selection is not available from this screen.
4. Select the row of the Credit Note you wish to reject.

5. Click on Reject Cr Note.

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

6. When you receive the Input Validation message to confirm;
* Are you sure you want to Reject cr note no. [credit note

number].
7. Click on Yes.

For a detailed handling of this topic refer to Reject Credit Note

= JLajix

Sales  Service  Reporing  Utiities - & Xx

$ - €@ ————————> sales Credit Notes for Work Order W00006260 - o+

fProjects ! g Pr

767 Home | Equipment/Locations Contract  Finance /HR  Inventory i

‘ = @ | & =2 2 o
@ XE @ © H = = ™ b= [C—9

Add  Edt Delete  View | Releasefor Removefrom Approve |Reject || Savelayout Workspaces | Print  Send Crivotes Export | [ne Refresh

Approval  Approval  CrNote |CrNote v to Print Queue
Links L
»
CrioteNo CustomerCode CustomerName CrNoteStatusDesc CrNoteDescription ~ Currency  ExchangeRate Ta
Functions v e 0 o ol o 0 - -
[+ cvooooser oFFo01 Offce Supples Unimited Relessed o001 R 100

\

Input validation <—°

¥
0 Are you sure you want to Reject cr note no. CNO00O161.

0——[= 1 =

| User : JuandaK | 06/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

| Open Windows ~
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PRINT CREDIT NOTE

Credit notes that have been Approved and have been Printed will be available for print-

ing.

1. From the Sales Credit Notes for Work Order [work order code]
screen,
2. Ensure that the correct Site has been selected.
e The example has Durban selected.
The Status field selection is not available from this screen.
Select the row of the Credit Note you wish to print.
Click on Print.
The Select the option as desired screen will display.

N o ko

Select the print option you required.

[ |
When selecting to Email Credit Note, the credit note will be emailed via the

BPO Email Service on the server (not from MS Outlook).

* The example has Print Credit Note selected.
8. Click Accept to proceed.
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$ - o___pslescmnotsfnrwmomrwmooszm BPO: Version 2.5.0.8 - Example Company v2.5.0.8 x )

m [0

| @ | Home | Equpment/locations Contract Finance /MR Inventory  Mai Projects 1 _ Sdex  Service  Reprling  \Niliex

©%XE 2 H[Z= 3= oo

Add  Edt Delete  View Save Layout Workspaces Send Cr Notes  Expart

Release for R m  Approve  Reject otes Ne Refresh
Maintair P Process . Format . '\:e “ % “ ad

x

Links a
= o CriNoteNo CustomerCode CustomerName CriNoteStatusDesc CriNoteDesaription Currency ExchangeRate Ta;
Functions v o0c e oD Al ol 3 = =|
OFF001 Office Supplies Unlimited Approved CN2001 ZAR 1.00

-E\sdmununﬁmasdsirmq—aw___ JLa]lx

e |
0|0

Accept | Cancel

- ©) Email Credit Note
() Print and Email Credit Note:

Open Windows ~

| User : JulandaK | 06/04/2022 | Version : 2.5.0.8 | Example Companyv2.5.0.8

9. The Tax Credit Note will display in the Preview screen.
10. From this screen you can make cosmetic changes to the document, as
well as Save, Print, Add a Watermark, Export or Email the Invoice.

11. Close this screen to return to the Sales Credit Notes for Work Order
screen.
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File View Background

B rrevew +——— @

0 # [m A

68 &80

) [100%

- @ &~ BB -=2|

Page 10f 1

Tax Credit Note

Example Companyv2.5.0.8

StreetNo and Road Name POBox1234

Area New Town

City Durban

South Africa South Africa

1234 1234

RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.: 0000000 TelNo.: 0311234567

Sales Person : JulandaKessler

Document Ref. : CNDO000161

Reason : Date : 06/04/2022 00:00:00
Account Manager : Bianca DuToit
Comments :  Incorrectmousewasdelivered.  Related Invoice :
Attention : Samantha Times Billing Address : PO Box 9632
Cust Code: OFF001 ForestHills
Customer : Office Supplies Unlimited 12345
Tel No.: 031 789 4561
Fax No. : 031 789 4545
VAT No. : 987456321
Item Code  Item Description Quantity Unit Price  Discount %  Net Price Total
X821932-002  Microsoft Mouse 1.00 517.50 0.00 517.50 595.13

100% (=)

&

SEND CREDIT NOTES TO PRINT QUEUE

You can send Credit Notes directly from the Print Queue from the Sales Credit Notes

for Customer screen, instead of going to the Print Queue Reprint screen. This will

enable you to forward a batch of credit notes to the customer.

1. From the Sales Credit Notes for Work Order [work order code]

screen,

2. Ensure that the correct Site has been selected.

* The example has Durban selected.

3. The Status field selection is not available from this screen.

4. Select the row of the credit note, or select a batch of credit notes, you

wish to send to the Print Queue.

=

Select a Range: Click in the row of the first credit

note. Hold down the Shift key on your keyboard and click
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in the row of the last credit note in your list.

[ |
¢ Select alternate Invoices: Hold down the Ctrl (Con-

trol) key on your keyboard and click in the row of each
Credit Note you want to include in the Print Queue.

5. Click on Send Cr Notes to Print Queue.

6. When you receive the Print Queue Processing message to confirm;

* The selected items have been sent to the print queue.
7. Click on OK.

‘a s o___bhlncmrtuoteshrwmo-derwooooszso or x € 0.8 = Jajx
@ | vome | cqvement/tocations  Convact _ Fnence /HR__Inventory _ Maintenance [Projects_ Manufactuwrng _Proawement  Saks  Servie  Reportig _ Utites =Tl
= - = 2 = ) ouben 7]
O XE = o R & E | P~ B0
Add Edit Delete  View e Reje Savelayout Workspaces | Print |Send CrNotes| Export o Refresh
- to Print Queue|
Process Print Wi &
Links n
v o
CrioteNo CustomerCode CustomerName CrNoteStatusDesc CrNoteDescription Currency ExchangeRate Ta
Functions L3 Aflc L e A e = =
[Z]cnoooam OFF001 Office Supplies Unlimited Printed CN2001 ZAR. 1.00
Returl \
Print Queue Processing 4—9 X
. L’ .
o The selected items have been sent to the print queue.
Open Windows ~ | User:JulandaK | 06/04/2022 | Version:2.5.0.8 = Example Company v2.5.0.8

CREDIT NOTE RETURNS

Call Screen Project Screen

Help v2.5.0.14 - Pg 17 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



#Projects_..66

=3
Work Orders - Credit Notes

1. From the Sales Credit Notes for Work Order [work order code]
screen,
2. Ensure that the correct Site has been selected.
* The example has Durban selected.
3. Change the Status to Printed.
4. Select the row of the credit note you wish to view the returns for.
5. Click on the Returns tile.

$ - e———bﬁlscmnmiwcmmusool-mumzm-mmmmvum — ol x
e | Home | Equipment /Locations Contract Finance / HR. Inventory i [Projects i Sales Service ting Utilities. - & X
re<m o
o E B & B |

» = — = £\
O 2 X E o = < 2 N <
Add  Edt Delete View | Releosefor Removefiom Approve Reject | Savelayout Workspaces | Prit  Send CrNotes Export Refresh
o e to Print Queue ‘
Maintai P Process P Format s Print s Current &

‘ Link: a

Enter text to seard o

[ rNoteNo CustomerCode CustomerName DeptiName CrNoteStatusDesc CrNoteDescription Currency Exchang
Functions o o0 o0 olc ol e ol =

‘ [+]enoooooss cusoot Cash Sales Account Printed posfte 2R

e CNDO0D117 cusoo1 Cash Sales Account Printed 1234 ZaR
|
Open Windows ~ | User:JulandaK | 14/10/2021 | Version: 2.5.0,4 = Example Company v2.5.0.0 s

6. The Returns for Sales CrNote : [credit note number] screen will dis-
play.

7. From this screen you can view any return items linked to the selected
credit note.

8. Click on Print to print the Parts Issue Note.

9. Click on Back to return to the Sales Notes for Customer screen.

For a detailed handling of this topic refer to Credit Notes - Returns

Help v2.5.0.14 - Pg 18 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#$$xref$$_66

TECHMNOLOGSTES

Work Orders - Credit Notes

- BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =l ajlx
[Projects i Sales  Service  Reportng  Utiities - & X
&
Doche DocType EventDate PartCode PartDesc WarehouseName BinLocationName SerialNo UnitCost Quantity Value
? o o = o o o 0 ok = = =
» RE00000102 RETURN 21/04/2017 2020-147C Cyan toner SP2020 OTC_Whse_DBN OTC_Bin_DBN 147c 448.319 2.000
RE00000102 RETURN 21/04/2017 2020-147L SP2020 Clear Toner OTC_Whse_DBN OTC_Bin_DBN 400.000 1.000 I

b

Open Windows ~

| User s Julendak | 14/10/2021 | Verson: 2.5.0.4 | Example Company v2.5.0.0

MNU.072.030
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