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PROJECTS

PROJECT - RAISE CREDIT NOTE

Ribbon Access: Maintenance / Projects > Projects

a i BPO: Version 2.5.0.4 - Example Company v2.5.0.0 - a x
e | Equipment /Locations Contract  Finance /HR Inventory | Maintenance /Projects | Manufacturing  Procurement  Sales  Service  Reportng  Utilities

1 7 (S i [, ] ") = »
S M U B |E & & £
Instructions Tasks Generate | Work Requests | Maintenance | |Projects Standard ~ Work Order Technidian
Ta: Radar Methodology  Allocation  Allocation

[ERN

. The Project Listing screen will be displayed.
2. Select the Site where the project can be located.
* The example has Durban selected.

w

. Select the row of the project you wish to raise a credit note for.
4. Click on the Credit Notes tile.
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$ - e—-——bmm-mvuﬁ-mn-mc—m-yvum = llalx
| @ | tome | Eaipment/Locatons  Contract  Fnsnce /MR Inventory [Projects  Man Sdes  Servie  Reporting  Utilties - & x
= E;? i Savelayout e ooy broject ethodology 0 <& Employee Time Q ﬁé‘ | Durban vl "Qf q“j
== Workspaces ¥ % Project Time Open -
A B ¥, saveFiter ‘ SIS Froiect Eacsle p?:):; | & Progress Report Ddi,,‘:;thm £ My Projects [ | Geka Revars
Maintenance 4 Format ,; Processing Analysis Print A Current Reports @
Links 2 || Usting | Herarchy |
o
ProjectRef  ~ Desaiption Status  StatusDesc  EndDate  ManagerName  Notfy  CustomerCode | CustomerName  Deptiiame
® o o0 o ol - e L [ ok -
] PRIO000413  PRI408/BS001 o Open 08/10/2021 WesleyHaynes  No BEADOL Bearing and Shoe
PRI0000412  Install Machines o Open 26/02/2022  David Rowe No HOPOO1 Hope Works (P...
PRI0000411  Site Inspection o Open 26/02/2022  David Rowe Ne HOPOO1 Hope Works (Pt...
PRI0000410  New machine installation s} Open 26/02/2022  David Rowe No HOPOD1 Hope Works (Pt...
DEI PRI000403 | Maintenance Project -SP400 O Open 26/02/2022 David Rowe No HOPOO1 Hope Works (Pt...
PRID000407  OSU1001 o Open 31/03/2021 JulandaKessler  No OFF001 Office Supplies -
PRI0000406  B60004 o Open 31/03/2021 Steven Cooper  No BIG000L Big Bargains
B PRIO000405 8601010202 o Open 12/02/2021 Wesley Haynes  No PANDO1 Panda Copiers
@ PRJ0O000404  TT041 - Bi-annually, Mono 10... O Open 17/07/2020 Belinda Sharman No DEROO1 Derton / Techno...
PRI0000403  TTOO2 - Weekly - Callper WO O Open 06/03/2017 Belnda Sharman N HOPOO1 Hope Works (P...
PRI000O402  test o Open 22/05/2020 BiancaDuTot  No DER001 Derton / Techno...
T PRI0000401  Implementation BPO2 ¢} Open 20/01/2019 BiancaDuToit  Yes
B PRIO000400  Testing BPOZ o Open 18/01/2019 BiancaDuToit  No
PRI0000339  Developmemnt BPO2 o Open 16/01/2013 BiancaDuToit  Yes
PRI0000398  Design BPO2 o Open 14/01/2019 BiancaDuTot  Yes
Trivolces [ PRIO000397  Specification BPO2 o Open 12/01/2019 BiancaDuToit  Yes
PRJ0O00D0396  Test BPO2 o Open 20/01/2019  Bianca Du Toit Yes
PRI0000395  BPO v2.2.0.1Test Cyde o Open 08/02/2019 BiancaDuToit  No
PRI0000394 1234 -Testchrtrequestarea.. O Open 14/08/2018 BiancaDuToit  No HOP0O1 Hope Works (Pt...
PRI0000393  NDS Project 5} Open 30/07/2018 BancaDuToit  No HOPOO1 Hope Works (Pt...
B PRI0000392  credit validation check o Open 30/07/2018 BiancaDuToit  No OFF001 Office Supplies . .
| User:Julandak | 15/10/2021 | Version:2.5.0.4 | Example Company v2.5.00

ADD CREDIT NOTE

1. The Sales Credit Notes for Project [project ref number] screen will be
displayed.

2. The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.

3. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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o—_bﬁlsc.ednnumfurpmjectp - ion 2.5.0.4 - Company v2.5.0.0 —

$ - o | x
{ 767 | Home | Equipment/Locations  Contract  Finance /HR  Inventory i /Projects  Man i rocurement  Sales  Service  Reporting  Utiliies - & X
¢ [E = il - Y o
@ o N = [ > 4 e = "EIE . o
Add Edit Delete  View Release fo emove fron Approve eject Savelayout Workspaces rint Send otes  Export, Ne: Refresh
4 Format “ Print i Current a @«
Links a
E r
CriNoteNo CustomerCode CustomerName CrioteStatusDesc CrNoteDesaription Currency ExchangeRate TaxRate
Functions v ol o0 o 0 e e = =
Returns
Open Windows v | User:JulandaK | 15/10/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 4

4. The Add new Customer Credit Note screen will display.

5. Complete the Customer Credit Note details as required.

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

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

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

e
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 2.5.0.4 - Example Company v2.5.0.0 [(—JCo{x]

@ | rome | Equpment/locstons  Contract  Finance /MR Inventory JProjects  Man i Sdes  Servie  Reporting  Utilties - & x
<
Ho X =
=]
Save | Back Delete | Savelayout Workspaces

Ttem -
Maintain a

¥/ Return Ttems to Store Addresses | Related Ref

Customer Name | Hope Works (Pty) Ltd yl Reference HWCR009 = Billing address
Contact Name Accounts Contact o= status N PO Box 7452 »
Forest Hils
Commercial Type Class Commercial v Date & Time 15/10/2021 v | 12:33:56 : New Town
Salesman Julands Kessier -
. Shipping address
Billing Customer  Hope Works (Pty) Ld » Billing Contact Accounts Contact £ * | [PotsiLeafRoad S
Cr Note Ci South Affi Rand 14]* LeafHills
r Note Currency | South African Ran Exchange Rate : el
Tax Rate 15 Durban South

SuppressOnPrint  ItemType ItemCode ItemDescription CrioteLineDescription Bald\S?! tity UnitCost  Markup Discount  Tter}
: m— = o | Related Ref e ey

a3

» O Parts 5P500 Sprint Colour Copier Sprint Colour Copier Main Warehouse
O Parts 500-147K  5P500 Black Toner 5P500 Black Toner Main Warehouse
O Internal S... INST Installation Fee Instalation Fee

B sew I ——

1,000 175,000...  0.000  0.000 17
1.000 0000 0.000  0.000
1.000 0000 0000 0000 1,

»

Comment | Alternative copier machine and corresponding parts requested|

Open Windows v | User:JulandaK | 15/10/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 ”

Sub Total 176,840.00
VAT 26,526.00
Grand Total 203,366.00

EDIT CREDIT NOTE

1. From the Sales Credit Notes for Project [project ref number] screen,

The Site from the Project Listing screen will not automatically pull

through to the Sales Invoices for Project screen, ensure that the cor-

rect Site has been selected.
* The example has Durban selected.

3. Select the row of the Sales Credit Note you wish to edit.

4. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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$ - o——» Sales Credit Notes for Project PRI000040E - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 el x
J e || Home Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement  Sales Service Reporting Utilities - &
ZIXE ~ € o B & at ‘
OZIXE » @ o R = T Lo &
Add Edit | Delete  View Release for  Remove fron pprove sject | Savelayout Workspaces rint  Send otes  Export, Ne Refresh
Approval ro e we to Print Queus
Forma @«
Links »
= CriNoteNo CustomerCode CustomerName CrhioteStatusDesc CrNoteDesaription Currency ExchangeRate TaxRate
Functions v ol o0 e o e 0 = =
E] CNDDDO 155 HOPOO1 Hope Works (Pty) Ltd New HWCR00S 28R 1.00 15.0

Returns ‘

Open Windows v User : JulandaK | 15/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0

6. The Edit Customer Credit Notes - : [credit note number] will display.
7. You can make changes to the Heading Information, Addresses or

Related References tab.
* 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 Project screen.

For a detailed handling of this topic refer to Credit Notes - Edit Credit
Note
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$ - e———bmchmm«z-:mus-mwm‘-mmm—nﬁnﬂ —Jlalx
| e | Home  Equpment/Locains  Contract  Finance /HR Inventory JProjects  Man i Sales  Service  Reporng  Utilites - & X
2 =T ]
HOX =
=]
Save | Back Delete | Savelayout Workspaces
Ttem -
Maintain o
Customer Name |Hope Works (Pty) Ltd 2 Reference |HWCR009 ReferenceType | ReferenceNlo
Contact Name | Accounts Contact o= status N Rl PR Y0000 408
Commercial Type Class Commercial - Date & Time | 15/10/2021 v [12:33:56 Contract No
Salesman Julands Kessier - Sl
Billing Customer Hope Works (Pty) Ltd 2 Billing Contact | Accounts Contact Elies
| Py p—— | —— e | Ir No
Cr Note Currency South African Rand Exchange Rate 10 3% nvoce
Tax Rate 15.00 I RessonCode ““'E4__° —
Work Order Re... N
W/ Return Items to Store Addresses | Related Ref | =
SuppressOnPrint  ItemType | ItemCode | ItemDescription CriNoteLineDescription BatchSerialNo | WarehouseName  Quantity | UnitCost Markup | Discount | Iter
v a = Qe e a0c lc e = = = = =
5 O [Parts 500 Sprint Colour Copier Sprint Colour Copier Main Warehouse 1000 175,000...  0.000  0.000 17
a ] Parts 500-147K  5P500 Black Toner 5P500 Black Toner Main Warehouse 1000 0000 0000  0.000
u Internal S... INST Installation Fee Installation Fee 1.000 0.000 0.000 0.000 1,
* B s | | E— I —
> 5
Comment | Altemative copier machine and corresponding parts requested Sub Total
VAT 26,526.00
S—
Open Windows ~ | User: JulandaK | 15/10/2021 | Version: 2.5.0.4 | Example Company v25.0.0

CANCEL A CREDIT NOTE

1. From the Sales Credit Notes for Project [project ref number] listing
screen,

2. The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.

* The example has Durban selected.
3. Select the row of the Sales Quote you wish to cancel.
4. Click on Delete.

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

5. When you receive the Confirm delete Credit Note message;
* Are you sure you want to delete this Credit Note?
6. Click on Yes.
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$ - — Sales Credit ec 3PO: Version 2.5.0.4 e Company v2 (=J(BJx]
[ E Home | Equipment /Locations Contract Finance /HR Inventory [ Projects fa Sales Service Reporting Utilities - &
g () = 5 -
O Z|X|E ~ o X
Add  Edt |Delete | View | Releasefor Rem: ove Reject | Savelayout Workspaces
Approval A [ e -

Maintair ) Process “ Format

CriNoteNo CustomerCode CustomerName CrNoteStatusDesc CrhNoteDescription Currency ExchangeRate TaxRate CriNote!
? e le 3 e e = = =

CND000155 HOPOO1 Hope Works (Pty) Ltd Printed HWCRO09 ZAR 1.00 15.00 15/10/2
E CNOOD0 158 HOPO01 Hope Works (Pty) Ltd New HWCNOD12 AR 1.00 15.00 19/10/2
x Confirm delete Credit Note 4—9

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

0——[ =1

| Open Windows v | User: JulandaK | 19/10/2021 | Version: 2.5.0.4 | Exemple Company v2.5.0.0

The Credit Note has been removed from the Sales Credit Notes for Project

screen.

VIEW CREDIT NOTE

1. From the Sales Credit Notes for Project [project ref number] listing
screen,

2. The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.

* The example has Durban selected.
3. Select the row of the Credit Note you wish to view.
4. Click on View.
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$ - Sales Credit Notes for Project: 2504- Company v2.5.0.0 —
‘7@7}| Home | Equipment/Locations  Contract  Finance /HR  Inventory  Mai [Projects  Manufacturi Ssles  Service  Reportng Utiliies - & x
Oz X|E| »~» € © R 2 E m® o

Add  Edt Delete | View || Releasefor R Savelayout Workspaces | Print Send Crlotes  Export Refresh

Approval - to Print
Format @«

Links »
2 2 CriNoteNo CustomerCode CustomerName CrhioteStatusDesc CrNoteDesaription Currency ExchangeRate TaxRate
Functions v 0 #0c -3 5 Al

- E]mmmxss HOPOOL Hope Works (Pty) Ltd New HWCR00S ZAR 1.00 15.0
Returns x

6. The View Credit Note - [credit note

this is a View only screen.

»
| User:JulandaK | 15/10/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 4

number] screen will display.

E/j Note that no changes can be made to the information on the Credit note as

7. Click on Back to return to the Sales Quotes for Customer screen.
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$ - View Credit Note - C 25.04- Company v2.5.0.0 —lalx
{ 767 | Home Equipment /Locations  Contract  Finance /HR  Inventory /Projects Sales  Service  Reporting  Utiities - & x
P E2E
O &} B8
Back Save Layout Workspaces
&
Customer Name Hope Works (Pty) Ltd Reference HWCR003 Billing address
Contact Name Accounts Contact Status N PO Box 7452
Forest Hils
Commercial Type Class Commercial Date & Time 15/10/2021 v 12:33:56 New Town
Salesman | Julanda Kessler
Shipping address
Billing Customer  Hope Works (Pty) Ltd Billing Contact Accounts Contact Plot 91 LeafRoad
1m0 :* Leaf Hil
Cr Note Currency South Affican Rand Exchange Rate 1.00 P;Ek T(;‘:n
Tax Rate 15,00 Durban South
¥/ Return Items to Store Addresses | Related Ref
SuppressOrPrint  ItemType  ItemCode  ItemDescription CriotelineDescription BatchSerialNo  WarehouseName  Quantity  UnitCost Markup  Discount Iter
v e Qe 0c Qe 0 | = = = = -
» No NN 5P500 Sprint Colour Copier Sprint Colour Copier Main Warehouse 1000 175000...  0.000 0.000 17,
No INVN 500-147K  SP500 Black Toner 5P500 Black Toner Main Warehouse 1.000 0.000  0.000 0.000
No SERV INST Installation Fee Instalation Fee 1.000 0000  0.000 0.000 1,
»
[ ] :ternative copier machine and corresponding parts requeste Sub Total 176,840.00
VAT 26,526.00
Grand Total 203,366.00
Open Windows v | User:Julandak | 15/10/2021 | Version:2.5.0.4 | Example Company v2.5.00

RELEASE FOR APPROVAL

1. From the Sales Credit Notes for Project [project ref number] listing
screen,

2. The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.

* The example has Durban selected.
3. Select the row of the Credit Note you wish to release for Approval.
4. Click on Release for Approval.

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

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

released for authorisation successfully.
6. Click on OK.
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$ - e—_bmesc-editnousfornmjmpmm BPO: —J[a] x
e | Home | Equipment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects ~ Manufacturing  Procurement  Sasles  Service  Reporting  Utiities - & x
(2 = | A © R "H S
O XE|F , s P
Add Edit Delete View Release for | Re porove  Reject | Savelayout Workspaces rint  Send otes  E Ne Refresh
Approval jote ote P op
Maintain -] P s a Format @«
Links »
= CriNoteNo CustomerCode CustomerName CrhioteStatusDesc CrNoteDesaription Currency ExchangeRate TaxRate
Functions v ol o0 o o e e =
E] CNOD00155 HOPOOL Hope Works (Pty) Ltd New HWCR00S ZAR 1.00 15.0
Retur [
Sales Credit Note - Release 4—6 X
The credit note number CN0ODD0155, has been released for authorisation
successfully.
Open Windows v

| User:JulandaK | 15/10/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 4

PLACE ON HOLD

From the Sales Credit Notes for Project [project ref number] listing
screen,
The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.

* The example has Durban selected.

Select the row of the Credit Note you wish to remove from approval.
4. Click on Remove from Approval.

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

C/T Only credit notes that have been Released can be placed on hold.
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5. When you receive the Sales Credit Note - Hold message to confirm;

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

placed on hold successfully.
6. Click on OK.

$ - @ Soles Crediit Hotes for Project PRI0000408 - 7 —lax
§ Home | Equipmentflocations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporing  Utiliies - & x
= @ - = = =N ’
¢ H & '
OUXE »~| ©|100 & B & T Lo &
Add  Edt Delete  View | Releace for | Remove from | Approve Reject | Savelayout Workspaces tes E: Ne Refresh
Approval | CrNote  Cr Note -
Me a P Format @S
Links [ ©
er text to search... )
CroteNo CustomerCode Customerhame CrioteStatusDesc | CrloteDescription | Currency  ExchengeRate TaxRate
Functions ML L o [l o] = =
[+] enoooosss HOPOOL Hope Works (Pty) Ltd HWCR009 R 100 150
Returns x
Sales Credit Note - Hold q—e X
L
The credit note numbér CNODOO155, has been placed on hold
successfully.
Open Windows v

| User: JuandaK | 15/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

APPROVE CREDIT NOTE

From the Sales Credit Notes for Project [project ref number] listing
screen,
The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.

e The example has Durban selected.

Click on the row of the Credit Note you wish to approve.
4. Click on Approve Cr Note.

@ Short cut key: Right click to display the All groups menu list. Click on Approve.
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E/j Only credit notes that have been Released can be approved.

5. When you receive the Input Validation message to confirm;
* Are you sure you want to Approve cr note no. [CNcredit

note number].

6. Click on Yes.

$ - o—__> Sales Credit Notes for Project PRI000040S - i/ —Jax
e Home | Equipment/locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sdles  Service  Reporting  Utillies - &
] £ . N £ e \
O XE @ 00 R = g CEE I 7
Add Edit Delete  View Release for  Remove from |Approve | Reject | Savelayout Workspaces nt  Send otes  Export Ne Refresh
P Approval | CrNote | Cr Note = to Print Quer
Process Forma L
Links a
== CrNoteNo CustomerCode Customerhame CrNoteStatusDesc CrNoteDescription Currency ExchangeRate TaxRate
Functions AL 3 e o 0 = =
E] CNDOD0155 HOPDO1 Hope Works (Pty) Ltd HWCR00S ZAR 1.00 15.0

Returns x

Input validation 4—6

L‘
0 Are you sure you want to Approve cr note no. CNO0D0155.

Open Windows ¥ User : Julandak | 15/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

7. When you receive the Credit Note Authorisation message to confirm;
* Authorisation for Credit Note No., [credit note number],

has been successful.
8. Click on OK.
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9 - Sales Credit Notes for Project PRIO000408 - 1570 —Jojx
Home | EquipmentfLocations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utilities - &5
= P N - my A
a8 W : Y | Durba - !
OUXE » © OO0 B B & B o S
Add  Edt Delete View | Releasefor Removefrom Approve Reject | Savelayout Workspaces | Print  Send Criotes Export | e Refresh
App Approval ~ CrhMote  CrNote X e
P Format a4 Print i Current a @«
Links a
= CriNoteNo CustomerCode CustomerName CrhioteStatusDesc CrNoteDesaription Currency ExchangeRate TaxRate
Functions v ol o0 o o e e = =
» CNDDD0155 HOPDO1. Hope Works (Pty) Ltd Released HWCR00S AR 1.00 15.0
Retur
Credit Note Authorisation €——————(g) X
0 Authorisation for Credit Note No., CN0000155, has been successful.
Open Windows v | User:JulandaK | 15/10/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 4

REJECT CREDIT NOTE

1. From the Sales Credit Notes for Project [project ref number] listing
screen,

2. The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.

* The example has Durban selected.
3. Select the row of the Credit Note you wish to reject.
4. Click on Reject Cr Note.

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

5. When you receive the Input Validation message to confirm;
* Are you sure you want to Reject cr note no. [credit note
number].
6. Click on Yes.
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TECHMNOLOGTES P t - R C d t N t
- rojects alse Lredi ote
$ - P Sales Credit S BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =B x]
\7@7 Home | Equpment/Locations  Contract  Finance /HR  Inventory [ Projects Sales  Service  Reporting  Utlities = 5
@ 0|6 /
=]
r Remove from Approve | Reject | | Save layout Workspaces
Approval  CriNote |Crhote -
Process at =
Links |
Enter text to searct I
- T CustomerCode Customerhame CMoteStatusDesc | CrNoteDescription  Curency  ExchangeRate TaRate  Criote
Functions ML-S D o0 o 3 o = = =
CNO0D0155 HOPOO1 Hope Works (Pty) Ltd Printed HWCR009 ZAR 1.00 15.00 15/10/2
[] enoooossa HOPOOL Hope Warks (Pty) Ltd Released HWCROD12 2R 100 15.00 19/10/%

e

Input validation 4—6

0 Are you sure you wéht to Reject cr note no. CNODOOTSS.

0——[=1 = |

b

| User : JuandaK | 19/10/2021 | Version: 2.5.0.4 | Example Company v2.50.0

7. Next you will receive a message informing you to;
* Please add the rejection comment against this credit

8. Click on OKto proceed.

note?

® - ke Mt b P (P o 48 -
. v Tomwert  m et Cormact Frare 0 Ll / —— - - Sy — - @ =
- - .
VWA ¢ O - & S
-~ — Semove fam  Apreve  Ramat - avm g e Caport frtew
. O O ew -
- .
e | twwte | m— - At B et = Curreray AL el e el
P T *9 < = < Rl °
w000 133 own e v B e RO - L. 1800 10
- + Wi i e warts ) L oo —ROD L - e e wes
x

Please add the rejection comment against this credit note?

00— [

e Merder WL verwen 1504 Deangie Compary 21000
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9. The comment text screen will display.
10. Click in the text area to type a comment or reason for the Credit Note

rejection.
11. Click on Save.
® - R et T ) Yy
.—w-—m.-a—-am. o o L S Seves  Repey N ']
- - -
[+ A e OO0 | B # T | (e “
A -— L Rt S o Lt fetew
. . O - .
e o R s o et - B S e e
e e A ° < o °
000 133 ] s sen 100 1800 1w
.+ oesmis % =D e me e
Home |
Save | Back
Process ad
IT Technician incorrectly biled for this Customer|
Click here to type a
comment or reason for
the credit note rejection
O S— s Merder W02 vewen 1504 eaegle Compary <1500

12. When you receive the Credit Note Authorisation message to confirm
* The Credit Note no., [credit note number], has been

declined successfully.

13. Click on OK.
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$ - Sales Credit Notes for Project PRI0000408 —Jio
e Home | Equipment/Locations  Contract  Finance /HR  Inventory [ Projects fa Sales  Service  Reporting  Utilities - & x
= > - =] ; =N
b 1 e | - )
O XEE e 6 H i TR | [oe &
Add  Edt Delete  View cosefor Removefrom Approve Reject | Savelayout Workspaces Export Refresh
2 Approval  CriNote (Criote -
Process @
Links 2
- CriNoteNo CustomerCode CustomerName CriNoteStatusDesc CriNoteDescription Currency ExchangeRate TaxRate CriNote
Functions * o o o0 ol . ol = = =
CND000155 HOPOO1 Hope Works (Pty) Ltd Printed HWCRO09 ZAR 1.00 15.00 15/10/2
LT » CNOO00153 HOPOO1 Hope Works (Pty) Ltd Released HWCROD12 28R 100 15.00 19/10/2
Crecit Note Autnorisation €—————————(B) X
+
0 The Credit Note no, CNODD0159, has been declined successfully.
Open Windows | User : JandaK | 19/10/2021 | Version: 2.5.0.4 | Example Company v2.50.0

The Credit Note Status Description has been updated to Declined.

PRINT CREDIT NOTE

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

ing.

From the Sales Credit Notes for Project [project ref number] screen.

2. The Site from the Project Listing screen will not automatically pull

through to the Sales Invoices for Project screen, ensure that the cor-

rect Site has been selected.

e The example has Durban selected.

Select the row of the Credit Note you wish to print.

C/T Only credit notes that have been Approved can be printed.

Click on Print.
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5. The Select the option as desired screen will display with the following
options;.
= Print Credit Note will open the Credit Notein the Pre-
view screen to view, print, export or email.
|
¢ Email Credit Note will allow you to add recipients and

the system will create a .pdf of the Credit Note as an Attach-
ment to the email.

[ |
¢ Print and Email Credit Note will display both the

Report Preview and Email screens.
6. Select the print option you required.

A When selecting to Email Invoice, the invoice will be emailed via the

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

* The example has Print Credit Note selected.
7. Click on Accept.

® - €@ Soles Credit Notes for Project PRIDO00408 ¢ —lallx
§ Home | Equipment/locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporing  Utiliies - & x
= = | < ut ‘
O X 5 ® O © TH [outen o
Add  Edt Delete View | Releassfor Removefrom Approve Reject | Savelayout Workspaces | Print | Send Criotes Export/] | Refresh
Links a
o CrNoteNo CustomerCode CustomerName CrNoteStatusDesc CrNoteDescription Currency ExchangeRate TaxRate

Functions AL ol #0c L3 [ o = =

E]mmmus HOPOOL Hope Works (Pty) Ltd HWCR00S R 1.00 15,0
Returns '% N i
\1

a5 Select the option as desired 4-—6 —JLajix
Home | N
Cancel

.
|

(@ Print Credit Note!

© Email Credit Note

| © Print and Email Credit Note

Open Windows »

| User: JuandaK | 15/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

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

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Projects - Raise Credit Note

The Tax Credit Note will display in the Preview screen.

9. From this screen you can make cosmetic changes to the document, as

well as Save, Print, Add a Watermark, Export or Email the Credit

Note.
10.

Close this screen to return to the Sales Credit Notes for Customer

(9 Preview & e — (=
File View Background -
0 i BA BBO- U 0Q Qme - Q -0 0 - e |[e]

Tax Credit Note
Example Companyv2.5.0.0
StreetNo and Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
1234 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 0311234567
Sales Person : JulandaKessler Document Ref. : CNO000155
Reason : Order Cancelled Date : 15/10/2021 00:00:00
Account Manager : Bianca Du Toit
Comments :  Alternative copiermachine and Related Invoice: INV00D0SE3
corresponding parts requested
Attention : Accounts Contact Billing Address : POBox 7452
Cust Code: HOPOO1 ForestHills
Customer: Hope Works (Pty) Ltd New Town
1234
Tel No. : 031123 4567
Fax No. :
VAT No.: 987654321
Item Code Item Description Quantity Unit Price  Discount %  Net Price Total
5P500 Sprint Colour Copier 1.00 175,000.00 0.00 175.000.00 201,250.00
500-147K SPS00 Black Toner 1.00 540.00 0.00 540.00 621.00
INST [nstallation Fee 1.00 1,300.00 0.00 1,300.00 1,495.00
Page 1of 1 100% (=) { | )

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.
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1. From the Sales Credit Notes for Project [project ref number] screen,
2. The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-

rect Site has been selected.
* The example has Durban selected.
3. 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

in the row of the last credit note in your list

[ 1
° 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.

EJ/ Only credit notes that have been Printed can be send to the

Print Queue for printing.

4. Click on Send Cr Notes to Print Queue.
5. When you receive the Print Queue Processing message to confirm;
* The selected items have been sent to the print queue.

6. Click on OK
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$ - a__>Si‘E§CredilnutegfoerjedPRJW! BPO: =Jajix
@ | Fome | Equipment/locatins  Conract  Finance /MR Inventory  Maintenance /Projects  Manufoctring  Procurement  Soles  Servie  Reporting  Utiities - & x
¢ B = » g = =
OFXE »~» © 0 O 2= g = ]
Add  Edt Delete View | Relessefor Removefrom Approve Reject | Savelayout Workspaces | Print [ Send Cr Notes | Export | [1ye Refresh
el i J te o - to Print Queue
Format Print N
Links L
= CrNoteNo CustomerCode CustomerName: CrioteStatusDesc CrNoteDescription Curency  ExchangeRate TaxRate
Functions v ol e [ 0 Lk - = =
mmmm HOP0O1 Hope Works (Pty) Ltd printed HWCR009 AR 100 15.0

Returns \

Print Queue Processing 4—9 X

=
0 The selected items have been sent to the print queue.

o0—[=]

Open Windows ¥ | User ; JulandaK | 15/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 y

CREDIT NOTE RETURNS

Call Screen Project Screen

1. From the Sales Credit Notes for Customer [customer code] screen,
2. The Site from the Project Listing screen will not automatically pull
through to the Sales Invoices for Project screen, ensure that the cor-
rect Site has been selected.
* The example has Durban selected.
3. Change the Status to Printed.
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4. Select the row of the credit note you wish to view the returns for.
5. Click on the Returns tile.

I

UNDER
CONSTRUCTION

We are currently updating our site; thank you
for your patience, please check back soon.

K 2 %
< )
7/
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