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Customer Credit Notes

CRM CUSTOMERS

VIEW [ PRINT CREDIT NOTES

In CRM, you can view and print Sales Credit Notes for your Customers.
However, it is important to note that Sales Credit Notes are created in BPO

only.

Ribbon Access: Webpage > http://[servername]:[port-
no]/BPOCRM/User.aspx

In CRM, Credit Notes can only accessed from the selected Customer Home

page so you will first need to navigate to the Customers listing page to select

your customer.

NAVIGATE TO CUSTOMER DASHBOARD (HOME
PAGE)

1. In the Dashboard (Home page),
2. Click on the Customers tile.

Help v2.5.1.4 - Pg 1 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Customer Credit Notes

CRM B@mple Company Abigail Milne ¥

Activities for Last 30 Days 1 Month Performance

Description Target Existing New

Custmrs Custmrs | 3gc00.00
Email
Meeting 2 20 000.00
On Site
inspection
Phone call

Cases Invoices Orders

| Recent | Calendar

Schedule Date Status

No data to display

©2019 COE Technologies (Pty) Ld ( 3.5.6.5 / 3.5.6.5)

1. The Customers listing page will open.

SEARCH AND SELECT CUSTOMER

2. You can use the Page Reference field,

3. the Filter Row or

4. the Filter Text Box to search for your customer.

5. Click on the selected Customer icon in the View column.
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C?M Bemple Company Abigail Milne ¥

B customers _- €0
Wiew Customer ‘ Code ‘ Contact ‘ Contact ‘ Contact email Completi Status ‘ Rank ‘ Active Call

phone | Contact

I ‘.I Hope Works HOPOO1  Duncan McCreddie g 058 765 432 d.mccreddie@noem 9 1 Active Platinum Yes Yes
E 1T Supplies e IT50001 89, Active Mo No
Joes Carpentry Shop  JOEODOL  Mary Watson 031 123 45¢ S0% MNew-CRM Gold Mo Yes

H
n Judes Jewels JUDooCL 89 New- CRM Silver o No
Just In Time JUs001 1604 Active Yes No

H
n King Copiers KINOOD1  Jason King 0210134508 589, Released  Bronze Mo Yes
n King Enterprises KINODOO2  Lucy Rowe 50% Active Silver No Yes
n Liberty Jones LIB0001  Jemma Jones 012023034C 5804 Active Silver No Yes

-, Little Bee Honey LITOO01  John Ginseng 031 123 45¢ 66% Active Silver Mo Yes

H
E Lovely Test Customer LOVOOO1  Mr Lovely 324234 41%; Released  Platinum Mo Yes

[Fracssistimom 01 2 3 a1 = & 2 §umllq\e Page size: 10 [2]

1. The selected Customer Home page will open.

Note that for the purpose of this manual, the Customer Dash-

board has been hidden from this page.

2. Click on the Credit Notes tile.
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C®¥M Bw@mple Company Abigail Milne ¥

@ N

1
Hope Works - HOPDO1
Trading Mame Hope Works
A Registered Name Hope Works (Pty)
Lts
. Description
ket VAT No 987654321

Registration 123456789
i

Rank Platinum
o

Website v, hopeworks.co.za
Phone 031 123 4567

12 Months Sales History

January 2018

b I Contract Income : 0
200 ™ Sales Revenue : 0
250

0 s & 8 @
I
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& e},u‘? o e ?ﬁi;féo“"eiﬁ*@ie-“&dé \30‘\?

Il contractncome [l Sales Revenue

& ] B & ]
& o
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THE CREDIT NOTES FOR [SELECTED CUSTOMER] LISTING PAGE

1. The Credit Notes for [selected Customer] listing page will open.

2. The blue highlighted Credit Note numbers can be selected to be viewed
and/or printed. These Credit Notes are in either the Approved or Prin-
ted status in BPO.

3. The black Credit Note numbers cannot be viewed or printed. They are

in the New, Released or Declined status in BPO.
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For more information about Credit Note status in BPO refer to Introduction
to Credit Notes.

CRM Example Company Abigail Milne ‘n'
Cr Note No | cr Note Type Cr Note Cr Note | cr Note value | CrNote Date | Salesman | Invoice No
Status | Status Desc Name
CNOODO112 Sales N New 2396.85 | 17 Nov 2017 Bianca Du Toit  INV0000401
CND000113 *’_—Sglgg_—e(: New 1801.07 17 Nov 2017  Bianca Du Toit | INV00D0402
CNOODO114 Sales R Releasad 605.62 04 Jul 2018 Abigail Milne
CMN0000115 Sales N New 149.50 26 Feb 2019 Abigail Milne INVD000434
CMN0000116 Sales N New 1150.00 | 26 Feb 2019 Abigail Milne INV0000430
CMN0000117 Sales N New 506.00 26 Feb 2019 Abigail Milne INVO000438
CNDO00118 <_—SML°A<ADDFUVEG 506.00 26 Feb 2019 Abigail Milne INVOO0D0439
CNDOD0119 Sales P Printed ©632.50 26 Feb 2019 Abigail Milne INV0D0D0440
CND000120 Sales P Printed 6210.00 26 Feb 2019 Abigail Milne INVOOD0436
CNOODO121 Sales R Released 590.75 | 13 Dec 2019 Abigail Milne INVOODD0427
Page 7 of 7 (70items) [¢] 1 2 2 4 5 & [7] [l ] Page size: I.1.0 Iz‘
¥ Create Filter

SEARCH FOR AND SELECT A CREDIT NOTE

1. You can use the Filter Row,
2. the Page Reference field, or

3. the Create Filter row to search for a specific Credit Note.

CRM Example Company Abigail Milne ‘n
Cr Note No | cr note Type Cr Note Cr Note Cr Note Value | Cr Note Date | Salesman | Invoice No
Status Status Desc ¥ | Name
| |
CNOODD112 Sales N New 2396.85 | 17 Nov 2017 Bianca Du Toit INV0000401
CNOODD113 Sales N New 1801.07 | 17 Nov 2017 Bianca Du Toit  INV0000402
CNDOODD114 Sales R Releasad 605.62 04 Jul 2018 Abigail Milne
CMN0000115 Sales N New 149.50 26 Feb 2019 Abigail Milne INV0000434
CNO0DD116 Sales N New 1150.00 26 Feb 2019 Abigail Milne INVOO0D0430
CNDO000117 Sales N New 506.00 26 Feb 2019 Abigail Milne INV0000438
CNDO00118 Sales A Approved 506.00 26 Feb 2019 Abigail Milne INV00D0439
CNDODOD119 Sales P Printed 632.50 26 Feb 2019 Abigail Milne INVO000440
CNDO0D0120 Sales P Printed 6210.00 26 Feb 2019 Abigail Milne INV0O000436
CNOODD121 Sales R Releasad 590.75 | 13 Dec 2019 Abigail Milne INVODD0427
IPage?of?(?O items) (€] 1 2 3 4 3 6 [J1[:[al] |<—° Page size: 10 E|

"
| Y Create Filter I‘_e
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VIEW, DOWNLOAD OR PRINT CUSTOMER CREDIT
NOTE

¢ |n the Credit Note No. column, click on a blue number of the

Credit Note that you wish to View, Print or Download .

= i bt
ﬂ BPO2 HelpFile_Progressxisx x @ Credit Notes for Hope Works x +
& > C @ localhost:50000/BPOCRM/ViewCrNotes.aspx a &% 6 :
aam Example Company Abigail Milne Q
Cr Note No Cr Note Type Cr Note Cr Note Cr Note Value | Cr Note Date Salesman Invoice No
Status Status Desc Name
CM00D0112 Sales N New 2396.85 | 17 Nov 2017 Bianca Du Toit | INV0000401
CM0D0D0113 Sales N New 1801.07 | 17 Nov 2017 Bianca Du Toit | INV0000402
CNDOODO114 Sales R Released 605.62 04 Jul 2018 Abigail Milne
CMN0Q00115 Sales N New 149.50 26 Feb 2019 Abigail Milne INVO000434
CMNOODO0116 Sales N New 1150.00 | 26 Feb 2019 Abigail Milne INVI0000430
CMN0000117 / Sales N New 506.00 26 Feb 2019 Abigail Milne INV0000438
CNOQ00118 Sales A Approved 506.00 | 26 Feb 2019 Abigail Milne INV0000439
CNO000119 Sales P Printed 632.50 | 26 Feb 2019 Abigail Milne INV0000440
CNOD00120 Sales P Printed 6210.00 | 26 Feb 2019 Abigail Milne INV0000436
CMND0DO0121 Sales R Released 590.75 | 13 Dec 2019 Abigail Milne INV0000427
Page 7 of 7 (70items) [<] 1 2 3 4 5 6 [71[:([a]] Page size: ;10
¥ Create Filter

4. In the Order No. column, click on the blue number of the Order that

you wish to View, Print or Download .
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am Example Company Abigail Milne ¢
[l orders for Hope Works 2 <8O
Order No ‘ Order Status Order Status COrder Value ‘ Currency
Desc
I |
OR0000238 I Invoiced order 14073.30  ZAR
ORO000239 N New order 517.50  ZAR
ORO0O0Z240 I Invoiced order 6210.00 | ZAR
ORO0O0D242 I Invoiced order 6210.00  ZAR
OR0O000243 I Invoiced order 6210.00 ZAR
ORO000244 I Invoiced order 3220.00  ZAR
ORDOD0246 M New order 2686.98 ZAR
I Invoiced order 1005.10 | ZAR
OR0000248 I Invoiced order 805.00 | ZAR
OR0O000249 I Invoiced order 6210.00  ZAR

IPage140f14{14Dibem5} [kJ1 23 ..8 9 10 11 12 13 [14] |Lf||4—° Page size: [10 [+

F Create Filter

1. The Report Viewer and Emailer page will open.
2. The selected Credit Note will be displayed.

3. Here you can Download the Credit Note and/or
4. Print the Credit Note.

EMAIL CREDIT NOTE

5. Click on the expand icon [ + ] on the Email Document tab.
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CRM Example Company Abigail Milne o

B :Report Viewer and Emailer | : €< B O

+E mail Document

SALESCRNOTE

Copy - Tax Credit Note

Example Company

Street No and Road Name PO Box 1234

Area New Town

City Durban

South Africa South Africa

1234 1234

Reg No.: 00DDD00Dasa4521 Fax No.: 031 12 4545
VAT No.: 0DDDOOOD Tel No.: 031 123 4567

¢ Abigail Milne Document Ref. : CNOODD118
Date : 2019/02/26 12:00:00 AM
Account Manager : Bianca Du Toit
Related Invoice :  INVOOOO439

Attention : Accounts Contact Billing Address :
Cust Code : HOPDOL
Customer : Hope Works

Tel No. : 031 123 4567
Fax No. :
VAT No. : 987654321

Item Code Item Description

DES Design

1. The Email Document frame will be expanded.
Check and/or add the following details, as necessary:

2. To: Either click in the field and select the preferred contact from the
list, or type in the contact email address.
3. Cc: Here, you can add other email recipients, if applicable.
 Either click in the field and select customer contacts from
the list, or type in additional addresses as noted above (sep-
arated by a semi-colon and a space).
4. Subject: This field will auto populate with SALESCRNOTE but you

can edit this, if required.
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ADD AN ATTACHMENT

You can add other documents, as attachments, if required.

5. Attachments: Click on Browse.

aam Example Company . Abigail Milne ﬁ

B Report Viewer and Emailer

= Email Document @__’x To
- —e
@—b* Subject SALESCRNOTE /_,.’—®\

2 [Attached files " o
Attachments [_Mi\ Browse...
Message [ g = "I“ﬁﬁfﬁiﬁjlgzl- ; (L)

[aral | (Font Size)

' Design HTML Prewew ]

Signature
Kind regards

Company Logo

1. The Open screen will pop up.
2. Search for and select the file you wish to link to this Order.
3. Click on Open.
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aam Example Company Abigail Milne Q

@ Report Viewer and Emailer (- ﬁ C) 4

= Email Document _I'® cpen »
<« v A Iﬂ » Libraries » Documents v O Search Documents =)
Organise v Mew folder ~ @ @
~
#P Saved Games ~ Name Date modified Ty
7 Searches &) CellBill_Oct_2019.png 12-12-2019 956 AM  Ph
Tracing | CellBills_Aug-Dec2010uxlsx 09-12-201910:36 .. Mi
B v Change of Option Form 2020 signed.pdf PE
ideos . r
| @5 Company Name.docx 20-01-2018 1250 .. M
I This PC b T
e | | Contracts.xml 28-07-2017 %:14 AM XN
ry| Libraries = ontrol_of_Documented_|Information.do...  12-12-20 Mi
=] Camera Roll % Copy of Bonitas BonEssential Select Hos...  26-11- Mi
Documents | Copy of Dec2019.xlsx Mi
J_5_ Music ﬁ" Copy of Expense Formuxlsx Mi
= Pictures recisionHelper_ERRORS.docx Mi
=] Saved Pictures alesConnect_Overview_01.docx Mi
g [E SConnect_Installation_Documentfromlar... PC
B videos
% 6| VE&1_Release_Motes.png PR
|:_.? Metwork G
0 ReleaseMotes My |l >
Blenhame |Company Name.docx v| Al Files (5] -
E Open I Cancel

1. The file will now be attached to the email.
2. You can delete the attachment if required by clicking on either of the

Delete icons.
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acMm Example Company Abigail Milne Cl'

@ Report Viewer and Emailer (- ﬁ C) ‘V

= Email Document * To

Bir
* Subject SALESCRNOTE

Message |ERNC TR T EEESENE = e

_ (Font Size)

Company Name.docx

m

%E&‘Eﬁh

| Design | HTML | Preview |

1. Type a relevant message in the Message body.

2. The Message tool bar can be used to customise your email message.

3. Signature: If you have a Signature configured in CRM - your Signature
will pull through here, otherwise the Company default CRM mail sig-
nature will pull through.

4. Click on the Send icon.
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acm Example Company Abigail Milne 'a

B Report Viewer and Emailer

= Email Document * To | "Duncan McCreddie” <d.mccreddie@noemailcom> el
Cc | "Michael Jackson” <m.jackson@noemailcom: *

* Subject SALESCRMOTE
= Attachments |Attached files

Please find Credit Mole attached.

Design || HTML - Preview |

Signature | 7l
e—'; Kind regards

1. A message box will pop up informing you of the status of the sent

email.
2. Click on Back .

ook K ok ok K K ok K oK K oK K kK Kk oK

*Image

1. You will return to the Credit Notes for [selected customer] listing page.

2. Select another Credit Note to View, Download, Print or Email, if
required.

3. Click on the Customers icon to return to the Customer Dashboard
(Customer Home page).

4. Click on the CRM icon to return to the Dashboard (Home page).

3k 3k 3k 3k 3k 3k 3k >k 3k >k 3k >k ok >k ok sk sk sk ko k sk kokok ok

*Image
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UNDER
CONSTRUCTION

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

CRM.002.009
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