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PROJECTS - SALES ORDERS

Ribbon Access: Maintenance / Projects > Projects

‘ b4 BPO: Version 2.5.0.4 - Eﬂm*‘:ﬂmvm L
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1. The Project Listing screen will be displayed.
2. Select the Site where the project can be located.
* The example has Durban selected.
3. Ensure that the Status has been set to Open.
4. Click on the row of the project you wish to create a sales order for.
5. Click on the Orders tile.
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Print  Export gfiesh | Reports
Dews‘f Note My Projects []
‘ Print i Current Reparts 4 ad

o Listing | Hierarchy

ProjectRef  ~ Desaription Status  StatusDesc  EndDate  ManagerName  MNotify  CustomerCode  CustomerName  DeptName
o 0 = e e ol o o -

PRIO000412  Instal Machines 26/02/2022  David Rowe No HOPOOL Hope Works (Pt...

[ PRIDO00411  Site Inspection 26/02/2022  David Rowe No HOPDDL Hope Works (Pt
PRIO000410  New machine installation 26/02/2022  David Rowe No HOPOOL Hope Works (Pt...

[ PRID000408  Maintenance Project - SP400 26/02/2022  David Rowe No HOPOO1 Hope Works (Pt..

]El PRIO000407  OSUI001 31/03/2021 JulandaKesser  No OFF001 Office Supplies ..

PRI0000406  BE0D04 31/03/2021 Steven Cooper  MNo BIG0001 Big Bargains

PRIO000405 8601010202 12/02/2021 WesleyHaynes  No PANODL Panda Copiers

@ PRI0000404  TTO41 - Bi-annually, Mono 10... 17/07/2020  Beinda Sharman  No DER00L Derton /Techno...

@ PRI0000403  TTD02 - Weekly - Call per WO 06/03/2017 Belinda Sharman  No HOPOOL Hope Works (Pt.
PRIOOO0402  test 22/05/2020 BiancaDuToit  No DEROOL Derton /Techno...

[ PRI0000401  Implementation BPO2
Bl PRI0000400  Testing BPO2
B PRID000333  Developmemnt BPO2
PRJ0000398  Design BPO2
B PRI0000397  Specification BPO2
PRI0000396  TestBPO2
PRI0000395  BPO v2.2.0.1Test Cyde

20/01/2018 BiancaDuToit  Yes
18/01/2019  Bianca Du Toit No

16/01/2018 BiancaDuToit  Yes
14/01/2019  Bianca Du Toit Yes
12/01/2018 BiancaDuToit  Yes
20/01/2019  Bianca Du Toit Yes
08/02/2019 BiancaDuToit  No

PRI0D00334 1234 -Test ctrtrequest rea... 14/08/2018 BiancaDuToit Mo HOPOOL Hope Works (Pt.
[ PRI0D00393  NDS Project 30/07/2018 BiancaDuToit Mo HOPOOL Hope Works (Pt...
[ PRIOD03S2  credit validation check 30/07/2018 BiancaDuToit Mo OFF001 Office Supples ..

IRRAREARARRERRRRENEEEIL

PRI0D003SL  testnew project 22/08/2018  Ben Johnson MNo
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6. The Sales Orders for Project PRJ[project code] screen will be dis-
played.

EJ/ The Site from the Customer Listing screen will not automatically pull

through to the Sales Orders for Project screen.

7. Click on the arrow to change the Site filter.

* The Sales Orders for Project listing screen will be updated

with the Project Orders for the selected site.

CREATE SALES ORDER

8. Click on Add.

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

® - Sales Orders for Project PRI0000407 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (el
- | Home | Equipment/Locations  Contract  Finance [HR Inventory i [Projects  Man i Sales  Service  Reporting  Utiities - & x
G > = 3 - v 2 - §
Z X E O O B B° ¢ e | B g & W S
Add Edit Delete View Back Create tems ew Deal Save Layout Workspaces rint Sales  F rnt Proforma  Export | Refresh
OrderNo  CustomerCode  CustomerName OrderDescription | OrderValue  Cumency OrderDate | SalesmanName  ExchangeRate TaxRate  Comments Status
v e e oc o = ofdc = o = = oe wgc
Open Windows ~
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9. The Add new Customer Order screen will be displayed.
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.

$ - Add new Customer Order - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =
| @ | Home | Equpment/Locatons  Contract  Finance [HR Inventory ) [Projects  Man Seles  Sevice  Reporting  Utiities - & x
HOX E @ @ T
Save Back Delete | Savelayout | PrintSeles PrintProforma
Item Order Invoice
Maint — Frint &
Customer Name  Office Supplies Unlmited £ Reference PRIOR00Z Billing address
Contact Name Samantha Times Padhd Status N PO Box 9632 L .
Commercial Type Class Commercal _ ~ * OrderDate&Time 01/10/2021  ~| | 12:4106 | L] >
Salesman Julanda Kessler <= Shipping address
Billing Customer Office Supples Uniimited p= Billing Contact Samantha Times EE g;?:g;;:'sh Ave P
Order Currency South African Rand - Exchange Rate 13 1234 b
Tax Rate 15.00 Addresses | Related References

SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderlineDesaription | WarehouseName  Quantity  QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyP)
v =] = o o e e -

= e = = =
D e wew I I —— -

v
p— swtomn [ )
var| 0.00]
oo e

Open Windows ~ | User : JulandaK | 01/10/2021 | Version: 2.5.0.4 | Example Companyv25.0.0

RELATED REFERENCES

12. Click on the Related References tab to link the reference information
for the customer Order.
* The Project References field will be auto linked with the

selected Project Reference Number.
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LINE ITEMS AND COMMENTS

13. " Add Sales Order Items" on page 11 as required.

14. Click in the Comments text box to type a comment related to the
Order.

15. Click on Save to save the customer Order.

$ - Add new Customer Order - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = JlBal x
. ﬁ | Home | Equpment/Locaions  Contract  Finance /MR Inventory i [Projects  Mar i Pr Sales  Service  Reporting  Utiliies - &® x
Save | Back Delete | Savelayout | PrintSales PrintProforma

Item Order Invoice
print . o
CustomerName Office Supplles Unimted 9 *
Contact Name Samantha Times L=
e ]
Commerdial Type Class Commercial ~ * OrderDate &Time 01/10/2021  ~ |12:41:06 = Call Reference
Salesman Julanda Kessler -] e
Location
Billing Customer Office Supplies Uniimited p* Billing Contact Samantha Times R s
—_— ProjectReference  PRIDD00407
Order Currency South African Rand - Exchange Rate 13* “
Tax Rate 15.00 Addr Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescription Orderl Quantity  Quantityl OP  UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPy

\ ) = o0 ol o o = o - = = = =

v u| Labour  iDES  Design Design

S EaeTe— L

‘ »
Comment Sub Total 650,00

< @ VAT| 97.50
Grand Total 747.50

Open Windows ~ | User: JulandaK | 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 gz

Reference PRIOR002 * ReferenceType ReferenceNo
Status N » Serial No -
»

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
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|| OR0000327  OFFO01 Office Supplies Unlimit.. PRIOR002 747.50 ZAR 01/10/2021  3ulanda Kessler 1.00 15.00 Standard Labour for Project A
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EDIT SALES ORDER

@ Note that Sales Orders that have already been invoiced will not be available for

editing.

1. From the Sales Orders for Customer [Customer Code] listing 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.
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e - Sales Orders for Project PR10000407 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (—JCa])x]
@ | rome | Equpment/locatons  Contract  Finance/tR  Inventory  Mai [Projects Ssles  Service  Reportng  Utites - & x
OUXE 0O 5+ 05 X H & & 8
OI2XE OO & & © & e = I 4
Add Edit |Delete View Back Forward Create Create AddItems New Deal Save Layout Workspaces Print Sales  Print Proforma  Export Refresh

Invoice NewDeal toWO Project » Order Invoice

Maintai Navigation 4 Process

OrderNo CustomerCode  CustomerName OrderDesaription Ordervalue  Currency OrderDate  SalesmanName ExchangeRate TaxRate Comments Status
v sl e L3 Il = ol = 0 = e ofc
Dmﬂumzzr OFFO01 Office Supplies Unlimit... PRIOR002 747.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 Standard Labour for Project A

\

Open Windows v | User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

4. The Edit Customer Order - OR[Order Number] listing screen will dis-
play.
5. Make the required changes to the Heading Information, Addresses or
Related References tabs.
6. 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.
* 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
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® - Edit Customer Order - OR0000327 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [(=J(=]J(x
?_\ me \ Equipment /Locations  Contract  Finance [HR  Inventory i [Projects Sales  Service  Reporting  Utiities - & Xx
Hox| R & <
Save | Back |Delete | Savelayout & PrintSales Print Proforma

v Item Ord Invoice

Aaintain a t ad

AT:stomeruama [Office Supplies Uniimited 0 * Reference PROCROD2  * piling address
Contact Name  Samantha Times Pl Status N PO Box 9632 p =
Commercial Type Class Commercial ~ * OrderDate &Time 01/102021  ~ |12:4105 = Fois ~
Salesman Julanda Kessler v|® e Shipping address
Biling Customer | Office Supplies Unimited » Billing Contact ‘Samantha Times EIN T | [t £l -
Order Currency South African Rand - Exchange Rate 13" |
Tax Rate 15.00 Addressis | Related References |

SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription  WarehouseName  Quantity  QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSellingPrice  BaseCcyP

8l - W0 ok W W - - e - = . =
u] Labour DES Design Design 1.000 0.000 0.000  0.000 0.000 £50.000
{' 1 Sub Contr... DEL Delivery Fee Delivery Fee 1.000 0.000 0.000  0.000 0.000 500.000
m O Expenses  TOLL Tol Tol 2.000 0.000 0.000 0.000 0.000 35.000
o Parts sP2020 SP2020 Sprint Co... SP2020 Sprint Colour... Main Warehouse 1.000 0.000 ea 0.000  0.000 0.000 22,000,000
1 Travel 100 Travel notexcee... Travel not exceeding. 1.000 0.000 0.000  0.000 0.000 350.000
u Warranty ~ 24MSW 24Month Supplie... 24 Month Supplier W... 1.000 0.000 0.000 0.000 0.000 ©00.000
O Internal 5... INST Installation Fee Installation Fee 1.000 0.000 0.000 0.000 0.000 1,200.000
s B seaw [E— I I N

To add an Item Line,
click in the ltem Type column
of the next available row

1 »
Comment | Standard Labour for Project Sub Total

VAT | 3,805.50 |

Grand Total 29,175.50

Open Windows v | User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4

DELETE SALES ORDER

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

1. From the Sales Orders for Customer: [Customer Code] listing screen,
2. Click on to the row of the Sales Quote you wish to remove.
3. Click on Delete.

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

4. The Confirm delete Order message will display;
* Are you sure you want to delete this Order?
5. Click on Yes.
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3 - Q'__> sales Orders for Project PRI0000407 - 570: V 2.5.0.4 - Example Com, 2 — o] x
| e Home ‘ Equipment /Locations ~ Contract  Finance /HR  Inventory [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & X
a e | = PO R R $ @ = s
y = « —
O 2 XIE OO | & o [+ L-IJD Dobn i
Add Edit |Delete | View Back Forward | Create Create  AddItems NewDeal | Savelayout Workspaces | PrintSales Print Proforma Export Refresh
Invoice NewDeal toWO Project » Order Invoice
Maintai Process = o
OrderNo CustomerCode  CustomerName OrderDesaription Ordervalue  Currency OrderDate  SalesmanName ExchangeRate TaxRate Comments Status
v sl e o o = ofc = 0 e ofc
ORO000327  OFFO01 Office Supplies Unlimit... PRIOR002 29,175.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 Standard Labour for Project A
D OR0000328  OFF001 Office Supplies Unlimit... PRJOR002

0.00 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 A

Confirm delete Crder 4———————(&))

L
o Are you sure you want to delete this Order?

> .

Open Windows ~

| User:JulandaK @ 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

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 CUSTOMER ORDER

An Order can be viewed in any status.

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

2. Click on the row of the Sales Order that you wish to view.
3. Click on View.
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—

= sject PRI0000407 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (

N

- ;l o x
= E | Home | Equpment/Locaons  Contract  Finance [HR  Inventory i [Projects Sales  Service  Reporting  Utlies - & x
ozxEloe 2 F @ & =R = ) ‘
’ = € = 3 Q l_é
@ 2z X ElQ © & d [+ > Ourban =i 4
Add  Edit Delete | View | Back Forward | Creste Create AddItems NewDeal | Savelayout Workspaces = PrintSales PrintProforma Export Refresh
Invoice  New De: to WO Project » Order Invoice
Maintai 4| Navigation Process Format rer X
OrderNo CustomerCode  CustomerName OrderDescription OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate Comments Status
v ol o et e o s = = o0 o
mmmmszr OFFO01 Office Supplies Unlimit.. PRIOR002 29,175.50 ZAR 01/10/2021  Julanda Kessler 1.00

15.00 Standard Labour for Project A

Open Windows ~

| User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

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

@ No changes can be made to the information on the Order as this is a view

only screen.

5. Click on Back to return to the Sales Orders for Customer listing

screen.
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® - View Customer Order - ORD000327 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (
\7@ | Home | Equpment /Locations  Contract  Finance /HR Inventory i [Projects i Sales  Service  Reporting  Utilies

H & &

Savelayout | PrintSales Print Proforma

Order Invoice
Maint ,! Format Print 4 ad

Customer Name | Office Supplies Uniimited . Reference PRICR002 .

w0
" [x

Billing address
Contact Name Samantha Times . Status N PO Box 9632 -
Commercial Type Class Commercial * OrderDate & Time 01/10/2021  ~ |12:41:06 Forest Hils =
Salesman Julanda Kessler e Shipping address
Billing Customer Office Supplies Uniimited - Billing Contact Samantha Times * gg:e:lg‘\:;vlsh Ave -
Order Currency South African Rand [Exchange Rate 1 g 1234 hd

Tax Rate 15.00 Addresses | Related References

SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription  WarehouseName ~ Quantity  QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyP

ML L3 3 LG o0 o0 = = '3 = = = = =

» No CRFT Design Design 1.000 0.000 0.000 0.000 0.000 650.000
No CTRT DEL Delivery Fee Delivery Fee 1.000 0.000 0.000 0.000 0.000 500.000 50/
No EXPS TOLL Tol Tol 2.000 0.000 0.000 0.000 0.000 35.000
No NN SP2020 SP2020 Sprint Co... SP2020 Sprint Colour... Main Warehouse 1.000 0.000 ea 0.000 0.000 0.000 22,000.000 22,00
No TRVL 100 Travel notexcee... Travel not exceeding. 1.000 0.000 0.000 0.000 0.000 350.000 3!
No WARR 29M5W 24Month Supplie... 24Month Supplier W... 1.000 0.000 0.000 0.000 0.000 ©00.000 0,
No SERV INST Installation Fee Installation Fee 1.000 0.000 0.000 0.000 0.000 1,200.000 1,20}

- 5
Comment | Standard Labour for Project Sub Total

vaT| 3,805.50 |

Grand Total 29,175.50

Open Windows v | User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

ORDER NAVIGATION BUTTONS

e The Forward navigation button, is only available in the '[I] -
Invoiced' Order Status. This allows for quick navigation to the
related documentation by navigating to any downstream process
documents related to the selected Sales Order, e.g. the linked
Sales Invoice or the related new deal Call.

* The Back navigation button will transport you back to the Cus-
tomer Listing screen.
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- BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=)o ][x
[Projects i Sales  Service  Reporting  Utiities - & Xx
a "
o R & - &
Desl | Savelayout Workspaces | PrintSales Pr Refresh
t x Order
: o
\m‘
OrderNo CustomerCode Cust OrderValue  Currency OrderDate | SalesmanMame ExchangeRate TaxRate Comments Status
® o e o | Back Forward | _ “0c = Al o s
| !
» OR000D0325 OFFO01 nm:zw ‘ 3,450.00 ZAR 23/09/2021  Julanda Kessler 1.00 15.00 ProjectQuote for Callout A
Open Windows v

| User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4

CREATE INVOICE

1. From the Sales Orders for Customer [Customer Code] 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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>

S— o_i
I @ | rome | caupment/Locations  Contract

sject PRI0D00407 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = Jlol x
Finance / HR Inventory [ Projects. i Sales Service  Reporting  Utiities - & X
OZ2XE Q00 LT @ & R = o ‘
’ = € = = l_é
QX E QO 4l © & 2 T
Add  Edit Delete View | Back Forward ||Create | Create AddItems NewDeal | Savelayout Workspaces = PrintSales PrintProforma Export Refresh
Invoice | New Deal  to WO Project » Order Invoice
Maintai ‘ igation Process Format X
OrderNo CustomerCode  CustomerName OrderDesaription OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate Comments Status
v ol A o Qe = o0 A o0 o0
iﬂr OFF001 Office Supplies Unlimit... PRIOR002 29,175.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 Standard Labour for Project A
Open Windows v

| User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

0 You will receive three (3) Invoice Generation prompt messages:

4. The first Invoice Generation message will confirm;

* Do you want to convert order no. OR[order number], for
customer, [customer name], to an invoice?
5. Click on Yes, if you are certain about your selection.
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$ - Sales Orders for Project PRI0000407 - 5P0: Version 2.5.0.4 - Example Company v2.5.0.0 (=Jlalix
‘ E ‘ Home ‘ Equipment / Locations Contract Finance / HR Inventory i [ Projects Sales Service Reporting  Utilities - & X
"3 L = —
OXE OO s & © & ] B | o
Add Edit Delete View Back F d | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project = Order Invoice
Maintain Navigation .| Process Format ! Print 4 Current L
OrderNo CustomerCode  CustomerName OrderDesaription OrderValue  Currency OrderDate  SalesmanName ExchangeRate TaxRate Comments Status
v W o o o0 = o0 = s o
» ORO000327  OFFOOL Office Supplies Unlimit... PRIOR002 29,175.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 Standard Labour for Project A
Invoice Generation 4_0
Do you want to CBHV‘E:[ order no. OR0000327, for customer, Office
Supplies Unlimited, to an invoice?
O— [ ][ w |
Open Windows ~

| User:JulandaK @ 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

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.

. L4 Sales Orders for Project PRIOD00407 - 510: Version 2.5.0.4 - Example Company v2.5.0.0 =18/ x
\ é Home ‘ Equipment / Locations Contract Finance / HR Inventory Maintenance [ Projects Manufacturing Procurement Sales Service Reporting  Utilities - & x
o g = - ” m O = | @ Lg Lﬁ = .
= [ "= ] =
@ M * - @ & Ll 0O @ b" =1 1_13 e . o
Add Edit Delete View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project b Order Invoice:
Maintain Navigation | Process Format P ! Print a Current 7 L
OrderNo CustomerCode = CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanMame  ExchangeRate TaxRate ~Comments Status
LA L3 o Qe = o0c = L3 = 3 o0c
» ORD000327  OFFO01 Office Supplies Unlimit... PRIOR002 29,175.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 Standard Labour for Project A
Invoice Generation 4—6
. i SR .
Do you wish to close the Order off? No further Invoices will be possible
from this Order if it is closed.
°—> No
Open Windows

| User : Julandak | 01/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0
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8. When you receive the third Invoice Generation message requesting;

* Do you wish to view the Invoice created, no INV[invoice
number]?

9. Click on Yes to view the Invoice.

e Click on No to return to the Sales Orders for Customer

$ - Sales Orders for Project PR10000407
e Home | Equipment/Locations Contact  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utities
S e = = 00 ) B @ OB & & = S
4 = i (i
L+ 4 X = Q@ Lo O L+ LI b 2} == L Durban Sl 4
Add Edit Delete  View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export | Refresh
Invoice NewDeal toWOQ Project =% Order Invoice |
Maintai Process 1
OrderNo CustomerCode = CustomerName OrderDescription OrderValue | Currency | OrderDate SalesmanMame  ExchangeRate TaxRate Comments Status
v o e o0 #Qe = o0 = 0 = = ol o0
» OR0000327 OFF001 Office Supplies Unlimit... PRIOR002 29,175.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 Standard Labour for Project A
Invoice Generation 4—9

0 Do you wish to view {Fz Invoice created, no. INVO000561?

00— = |

No

Open Windows ~

User : JulandaK | 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4

10.

or make changes to the Invoice, if required.

11.
12.

The Edit Customer Invoice screen will display. From here you can view

Click on Back to return to the Sales Orders for Customer screen, or
Click on Save if you have made changes to the Invoice.

Invoice

For a detailed handling of this topic refer to Orders - Convert to Sales
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Edit Customer Invoice - INVO0D0561 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 —Jloj(x
& Home | Equipment /Locations  Contract  Finance [HR  Inventory i [Projects i Sales  Service  Reporting  Utiities - & Xx
Maintain . hat . ad
Customer Name  Office Supplies Unlimited P* Reference |PRICR002 * | gilling address
Contact Name | Samantha Times P Status |New PO Box 9632 Ll -
Forest Hills c
Commercial Type Class Commercial ~|* Date & Time |01/10/2021 v 1430:20 3
Salesman | Jianda Kessler .- Shipping address
674 Nightwish A -
Billing Customer  Office Supplies Unlimited Pl Billing Contact | Samantha Times Ladld For:s;g Hills = z
Invoice Currency [South African Rand = Exchange Rate 1 =] | 23t 2
Tax Rate  15.00 v 15 || Suppress Line Detail on Print Addresses | Related References
|
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescripon  WarehouseName  BatchSeriaNo  Quantity  UnitCost  Markup  Discount  UnitSelingPrice  BaseCcyPrice
? -] = offc o ol o ol = = = = = =
3 (I Labour DES Design Design 1.000 0.000 0.000 0.000 650.000 650.000
o Expenses TOLL Tol Toll 2.000 0.000  0.000 0.000 35.000 35.000
o Parts 5P2020 SP2020 Sprint C... SP2020 Sprint Colour .. Main Warehouse 1.000 0.000  0.000 0.000 22,000.000  22,000.000
O Travel 100 Travelnotexce . Travel not exceeding 1... 1.000 0.000 0.000 0.000 350.000 350,000
o Warranty 29M5W 24Month Suppli... 24 Month Supplier War 1.000 0.000  0.000 0.000 600.000 600.000
o Internal Service INST Instalation Fee  Installation Fee 1.000 0.000  0.000 0.000 1,200.000 1,200.000
S e (B [ B
‘ »
Comment | Standard Labour for Project Sub Total 24,870.00
VAT 3,730.50
GandTotal | me0s|
Open Windows v | User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4

CREATE NEW DEAL

1. From the Sales Orders for Customer [customer code] screen,
2. Select the row of the 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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\

$ = —p sject PRI - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =l ][ x
\7@ | Home | Equpment/Locations  Contract  Finance /MR Inventory [Projects Sales  Service  Reporting  Utlies - & x
O » X E G BP0 & R & & ‘
— 0 L a L5/
& = & =
OXE OO LIIFNO & P
Add  Edit Delete View | Back Forward | Create | Create | AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice | New Deal | to WO Project » Order Invoice
Maintain 4| Navigatiq Process “ Format “ Print . Current u &
OrderNo CustomerCode  CustomerName OrderDescription OrderValue  Currency OrderDate | SalesmanMame ExchangeRate TaxRate Comments Status
v lc e o o0 = s0c = ol = = o "0
Dmﬂumﬂs BIGO0O1 Big Bargains PROJ4060R002 8,452.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 A

Open Windows ~

| User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

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

Complete the New Deal information as required.
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.
The New Deal message will confirm that;

» The new deal call has been created, reference no. [CN

number]

Click on OK
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$ - New Deal —J=J=

e Home Equipment / Locations Contract Finance / HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting  Utilities -
%

Client Contact Tarryn Snow CUSTOMER CONTACT Ad
Rental Deal || ‘/e

Call Type New Deal Sale v|*

.

Description PROJ4060R002

Call Date & Time 01/10/2021  ~ 145246 =
Scheduled Start 01/10/2021  ~
Scheduled End 08/10/2021  ~

New Deal Location |Durban North Pl = NewDeal +———————@) X
Y .

Assigned to  Theo Peterson

¥
0 The new deal call has been created, reference no. CND0O05274,

O—[ ]

Open Windows ~ User : JulandaK | 01/10/2021 | Version: 2.5.0.4 | Example Company v2.5.00

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 Customer [customer code] 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.

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 [WO number]?
5. Click on Yes.
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® - for Project PR BPO: Version 2.5.0.4 - Example Company v2.5 =dlo(ax
\? Home | Equpment/Locations Contract  Finance /HR  Inventory [Projects Sales  Service  Reportng  Utlites - & x
OZ2XE Q00 L Flola =R - o ‘
7 = & n =
O2XE Q0O 3 F|O0& < 8
Add  Edit Delete View | Back Forward | Create Create [addItems| NewDeal | Savelayout Workspaces & PrintSales PrintProforma Export Refresh
Invoice New Deal | to WO Project » Order Invoice
Maintai ‘ Navigation Format = X
OrderNo CustomerCode = CustomerName OrderDesaription OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate Comments Status
v ol A o Qe = o0 = A = = o o
OR0000325  OFFO01 Office Supplies Unlimit... PR1408/1 3,450.00 ZAR 23/09/2021  Julanda Kessler 1.00 15.00 ProjectQuote for Callout A
Dmmmam HOP0O1 Hope Works (Pty) Ltd ~ PRJ408/003 1,886.00 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 A
Add ltems to WO ¢————()
Are you sure you wiktu add these order items to associated work
order no. WO00061307
00— [ = |
Open Windows v | User:JulandaK @ 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

6. You will return to the Sales Orders for Customer listing screen.
7. The Work Order items will have been added to the Sales Order.
8. The OrderStatusDesc field for the Order, will have changed from New

Order to Invoiced order.

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

NEW DEAL PROJECT
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1. From the Sales Orders for Customer [customer code] screen,

2. 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.
a i T Project PR)! - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = B | x|
| @ | Home | Equpment/locations  Conbract  Finance /MR Inventory i [Projects  Man ing Proarement Soks Service  Reportng  Utiities slE %
o () W [= D B olal m z 9 o> »
OzXE OO & &7 ©|& & & W, S
Add Edit Delete View Back Forward | Create  Create  AddItems |NewDeal| Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project - Order Invoice
Maintai 4 Navigation “ Process F Print G 23
OrderNo CustomerCode ~ CustomerName (OrderDescription OrderValue  Currency  OrderDate SalesmanName  ExchangeRate TaxRate  Comments Status
® e e Qe = st = A = = #fc e
OR0000325 OFFO01 Office Supplies Unlimit... PRJ408/1 3,450.00 ZAR 23/09/2021  Mulanda Kessler 1.00 15.00 Project Quote for Callout A
ORO0D0330  HOPODL Hope Works (Pty) Ltd  PRI408/003 1,836.00 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 A
DORWDOSJJ. BEADOL Bearing and Shoe PPRJ408/BS001 908.50 ZAR 01/10/2021  Julanda Kessler 1.00 15.00 A
Open Windows ~ | User:JulandaK = 01/10/2021 | Version : 2.5.0.4 = Example Company v2.5.0.0 4
.

"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.

N o 0k

When you receive the New Deal message to confirm that;
* The new deal project has been created, reference no. PRJ
[project ref number]
8. Click on OK.
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©
0l

e,___—>newne-lrmject BPO: Version 2.5.0.4 - Example Company v2.5.0. o=
& x

Home | Equpment/Locations Contract  Finance /HR  Inventory [Projects Sales  Service  Reporting  Utilites =

Client Contact  John Bearing

o

[>6]
c

Contact Type Project Manager
Rental Deal ||
Work Order Type New Deal Sale

Description |PRI408/BS001

Scheduled Start 01/10/2021

Scheduled End  08/10/2021
| New Deals Location Pinetown 2| *

Assigned to | Wesiey Haynes B New Deal 4—6 x

F
o The new deal project has been created, reference no. PRI0000413.

O— [ |

Open Windows v | User:JulandaK = 01/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
|

PRINT SALES ORDER [ PRINT PROFORMA INVOICE

1. From the Sales Orders for Project - PRJ[project ref number] screen,
2. Select the row of the Sales Order you wish to print.
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3. Click on the print option you require.
* Print Sales Order
* Print Proforma Invoice
4. The example has Print Sales Order selected.

$ - — Project PR - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=B ](x
| @ | rome | Equpment/iocatons  Contract  Fnance /MR Inventory i [Projects  Mar i Pr sales  Service  Reporting  Utiities =i e
) = | SR 4R 3 g =
- ] ) om
O XE OO =& = A .
Add £t Dokt View | Back Foward | Create ol | Savelayout rint Proforma Export Refresh
) ) &
'OrderNo CustomerCode CustomerName OrderDescription OrderValue  Currency OrderDate SalesmanMame ExchangeRate TaxRate Comments Status
0 e e e = o0c = Al = = e o0c
[+]oroooozzs  orFoo1 Office Supplies Uniimit. . PRI408/1 3,450.00 ZAR  23/09/2021 Julenda Kessler 100 15.00 ProjectQuote for Callout A
ORD000330  HOPOO1 Hope Works (Pty)Ltd  PRI408/003 1886.00 ZAR  01/10/2021  Julanda Kessler 100 15.00 A
ORO000331  BEAODL Bearing and Shoe PRI408/BS00L 908.50 ZAR  01/10/2021 Juanda Kessler 100 1500 A
Open Windows ~ | User: JuandaK | 01/10/2021 | Version: 2.5.0.4 | Example Company v25.0.0

4. The Select the option as desired message will display with the fol-
lowing options;
* = print Order will open the Sales Order in the Preview
screen to view, print, export or email.
[ |
¢ Email Order will allow you to add recipients and the sys-

tem will create a .pdf of the Sales Order as an Attachment to

the email.

[ |
° Print and Email Order will display both the Report Pre-

view and Email screens.
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5. Click on the radio button to select the option you require.

@ When selecting to Email the Quote, the quote will be emailed via the

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

e The example has Print Order selected.

6. Click on Accept.

Sty (wders b Prages ! P 0000008

® -
@  teametjioten  Cowad e /W bty Meiee [amcs  Mendachong  Seosesest e Seve  Gepeteg  USee -
-
[+ ~ Q9 A H &£ & % —
A bad e fw et L R L S e ] - Lt S b
- -
e mrme aw st e - - P S —vartare  {arargrisw sdaw aeeen e
*9 ° e ° < z < <
* ORO000 1% s aa ) e -~ e L4 m 1IN0V L Law e v L 1500 Sagct Quete 'w (o o 0l
000 1 % - L e worts Py e ~ ) L 00 1 SuUWIIL LA e— Lm LY ) .
RO000 1) | L Searg wd Poe ~ e | W LR% e S Lawrvie fovee iy ] s® .
‘H—» a Select the option as desired = PR
‘\ Home ‘
Accept | Cancel
A
* | ©Frint Grder)
| © Email Order
O Print and Email Order
O oordios e Merdel QU1 vermen 1504 Enengie Compery «1 000

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. From this screen 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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@Prcview‘_e

File View Background

Da E(fmAa 6800 8- Q. [w0% | & E—— D.g-]@
/
Sales Order
Example Company v2.5.0.0
StreetNo and Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.: 0000000 TelNo.: 031123 4567
Document Ref.: ‘OR0000325
Date : 23/09/2021 00:00:00
Sales Person: JulandaKessler Your Ref : PR1408/1
Attention : Accounts Contact Ship Contact : Accounts Contact
Billing PO Box 3632 Shipping OFF001 - Office Supplies Unlimited
Address : Forest Hills Address :
12345
Customer : OFF001 - Office Supplies Unlimited
Tel No. : 031 123 4567 Tel No. : 031123 4567
Fax No. : Fax No. :
VAT No. : 987456321 Email :
Item Code Item Description Quantity  Unit Price  Discount % Net Price Total
acc Accounting 2.00 1,500.00 0.00 3,000.00 3.450.00
ToLL Tall 1.00 0.00 0.00 0.00 0.00
Call Out Fee 1.00 0.00 0.00 0.00 0.00
Page 1of 1 | 100% (=)

MNU.058.012
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