TECHMNOLOGSTES

Projects - Invoices

PROJECTS

PROJECTS - INVOICES

When Project Invoices are raised, remember the following:

Parts, Labour, Sub-Contracts and Expenses must be logged
against the project before invoicing. These items cannot be added
to the invoice.

Internal Services, Travel and Warranties can be added to the
invoice.

The invoice must be printed in order for the transaction to post to
Pastel.

The first time an invoice is printed, it will state: Tax Invoice. Each
time thereafter, it will state: Copy - Tax Invoice.

If you need to re-print an original Tax Invoice due to a network
connection issue, etc. Then you will need to use the Print Queue

Reprint functionality.

Ribbon Access: Maintenance / Projects > Projects

$ -

‘767 Equipment /Locations  Contract  Finance [HR  Inventory IMantendnce/Plo}eds | Manufactring  Procurement  Sales  Service  Reporting  Utiities

[ o s’b E - a4 =S = = = »
8 ¥ E B | & &g o«
Instructions Tasks Generate | WorkRequests | Maintenance | |Projects| Standard  Work Order Technidan
Tasks Radar Methodology  Allocation  Allocation

BPO: Version 2.5.0.4 - Example Company v2.5.0.0

1. The Project Listing screen will be displayed.

2. Select the Site where the project can be located.

* The example has Durban selected.

3. Select the Status for the project.

* You will most probably mainly work with Open projects.
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Projects - Invoices

4. Click on the row of the Project you wish to raise an invoice for.
5. Click on the Invoices tile.

$ - € Proiect Listing - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [—J(alx]
@ _\W /locations  Contract  Finance /HR  Inventory i [Projects ) Saes  Service  Reportng  Utiities = E b
@ Q E Save Layout B Apply Project Methodology 6 f Emrjlnyeq Time lg @ Durban  ~ 1& @
= | & Workspacesv | | B Project Time :
A ok ¥, SaveFiter ] AdystProject Basetne p?;:, | & Progress Report Deh:::tmm 2 My Projects [ ] eh, (g Reorks
Maintenance F Analysis 5 Print i Current Reports &
Listing [ Hierarchy |
ProjecRef  + Desciption Status  StatusDesc  EndDate  ManagerName  Notify  CustomerCode  CustomerName  Depthame
- o S - s L o [
[ 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 HOPOD1 Hope Works (Pt..
1] PRI0000411  Site Inspection o Open 26/02/2022  David Rowe No HOPOD1 Hope Works (Pt.
PRI0000410  New machine installation o Open 26/02/2022 David Rowe No HOP0O1 Hope Works (Pt...
PRJO000408  Maintenance Project -SP400 O Open 26/02/2022 David Rowe No HOPOO1 Hope Works (Pt...
PRI00D0407  OSU1001 o Open 3i/03/2021 JulandaKessler  No OFFO01 Office Supplies ...
P . PRI0000406  B60DD4 o Open 3103/2021 StevenCooper  No BIG0001 Big Bargains
@ PRI0000405 8601010202 o Open 12/02/2021 WesleyHaynes  No PANDOL Panda Copiers
- PRI0000404  TTO41 -Bi-annually, Mono 10... O Open 17/07/2020  Belinda Sharman  No DER001 Derton /Techno...
- PRI0000403  TTO02 -Weekly - Call per WO O Open 06/03/2017 Belinda Sharman  No HOPOD1 Hope Works (Pt.
PRIO000402  test o Open 22/05/2020 BancaDuToit  No DEROOL Derton /Techno...
PRID000401  Implementation BPO2 o Open 20/01/2019 BiancaDuToit  Yes
PRIO0D0400  Testing BPO2 o Open 18/01/2019 BiancaDuToit  No
PRI0000399  Developmemnt BPO2 o Open 16/01/2019 BancaDuToit  Yes
[ PRIO0003%8  Design BPO2 o Open 14/01/2018  Bianca Du Toit Yes
PRI0000337  Spedfication BPO2 o Open 12/01/2019 BiancaDuTot  Yes
PRI0000396  TestBPO2 [} Open 20/01/2019 BiancaDuToit  Yes
PRI0000335  BPO v2.2.0.1Test Cyde o Open 08/02/2019 BiancaDuToit  No
CreditNotes B PRIO000394 1234 - Testctrtrequestaea... O Open 14/08/2018 BiancaDuToit  No HOPOD1 Hope Works (Pt...
PRI0000393  NDS Project o Open 30/07/2018 BiancaDuToit  No HOPOD1 Hope Works (Pt..
@ PRIO000392  credit validation check o Open 30/07/2018  Bianca Du Toit No OFF001 Office Supplies ... -
Open Windows ~ | User: JuandaK | 06/10/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

ADD SALES INVOICE

6. The Sales Invoices for Project [project ref number] listing screen will
be displayed.

7. 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.

8. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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Projects - Invoices

$ - Sales Invoices for Project PRI0000411 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (= Jla]{x]
‘ a JHume JLocations  Confract  Finance /HR  Inventory i / Projects i Sales  Service Reporting  Utlities - & X
T > - X
Oz B 5§ X/ <& T &
= - . Durban | |
Add | Edt Commentand View | Savelayout Workspaces | Print Send Invoices  Export Refresh
Reference - ToP eue A
M e P i o
Links L
‘ InvoiceNo | CustomerCode | CustomerName InvoiceDesaiption i Currency TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmpl
Functions ¥ e o o e = o = = = e o
Open Windows v | User:JuandaK | 06/10/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

9. The Add new Customer Invoice screen will display.
10. Complete the Sales Invoice Header and the Financial Header inform-
ation.
11. Confirm the Billing and Shipping Addresses, if these fields were not

populated when you entered the Header information.
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Projects - Invoices

$ - e——bm“ﬁmm- ion 2.5.0.4 - v2.5.0.0 =
Il Home ‘ i /locations  Contract  Finance /HR  Inventory [ Projects Sales  Service  Reporting  Utiities - & x
Save Back Delete | Savelayout
Item
Maintain ) Format Q
Customer Name | Hope Works (Pty) Ltd pP|* Reference HW000111 - Billing address
Contact Name  Mandy Jefferson p* Status New PO Box 7452 P =
Forest Hils
Commercial | Type Class Commerdial v Date & Time 06/10/2021  ~ 15315 o
Salesman | Julanda Kessler v|* Shipping address
Billing Customer | 5/ *  pilling Contact Bettie Summervel = fotodLthed LN -
Invoice Currency  South African Rand - Exchange Rate 15" Pink Town
— -] = L1 Suppress Line Detad on Print Addresses | Related References |

SuppressOnPrint  ItemType ItemCode  ItemDescription | InvoicelineDescription  WarehouseName  BatchSerialNo | Quantity  UnitCost  Markup  Discount | UnitSelingPrice  BaseCcyPrice

v a =

L3 o0 e L3 e = = = = = =
D E e e G | [
“ »
Comment Sub Total 0.00
VAT 0.00
Grand Total 0.00
Open Windows =

| User:JulandaK | 06/10/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

12. Click on the Related References tab to enter the reference information
for the Project.
* The Reference number field will auto populate with the pro-
ject selected.
13. Add the Items to be Invoiced as required.

14. * Drag and drop rows to set the order you wish the items to

be displayed on the sales invoice. This order will directly be

pulled into the printed invoice when generated.
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® - Edit Customer Tnvoice - TNV0000532 - 570 Version 2.5.0.5 - Example Company. =)
| @ | tome | coupment/locstions  Conract  France[fR  Inventory  Mantenance [Projects  Manufschurng  Proarement  Ssles  Serviee  Reporting  Ubities _ & x
OX [
Sove  Back Dekte | Savelayout
Ttem
Vaintain .| Fomat 4 a
Customer Name | Hope Works (Piy) Ltd pl* Reference Nova * | pilling address
ContactName | Accounts Contact Ll Status New Eg::m"sﬂ oo
Commercial Default ~|* Date & Time  01/04/2022 - 133434 b
Salesman | Bianca CuTot - Shipping address
Biling Customer Hope Works Pt)Ltd £+ Billing Contact |Accounts Contact 0 * 2
TInvoice Currency  South African Rand ~ Exchange Rate 12*
TaxRate  15.00 - 15 (| suppress Line Detail on Print Addresses | Related References
SuppressCrPrint _ TtemType: TemCode | ttemDescription | invoiceL Quantty |UnitCost |Markup |Discount | UnitSelingPrice | BaseCeyPrice | TaxRate | Department | Stams
v = o o o o o0 = - - = = - - o o
[w] Parts CHAOD1 Chair Chair Main Warehouse 1.000 0.000 0.000 0.000 879.950 879.950 15.000 SalesDepar... A
A a Farts 500-147C  SPS00 BlackTon .. SPS00 Biack Toner Main Warehouse 1000 0000 0000  0.000 540,000 540.000  15.000 SslesDepar.. A
[ Internal Service DEL DeliveryFee  Delivery Fee 1000 0.000  0.000  10.000 960,000 960.000 15,000 Soles Depar... A
3 0 Warranty 1vsw 1 Year Supplier ... 1 Year Supplier Warra 1000 0000 0.000  0.000 250.000 250000 15000 Sales Depar... A
* Select type.

Comment Sub Total 2,533.95
roao

Open Windows + User : BiancaD | 25/03/2022 | Version:2.5.0.9 | Example Company

15. Click in the Comments text box to type in a comment related to the
invoice.

16. Click Save to save the Customer Invoice details.

i Add new Customer Invoice - ion 2.5.0.4 - h v2.5.0.0 [ =/l | x|
Ell—im\e‘ i /locations  Contract  Finance fHR  Inventory [ Projects i Sales  Service  Reportng  Utiities - & X
Save | Back Delete = Savelayout
Item
Customer Name | Hope Works (Pty) Ltd pP|* Reference HW000111 * feRErETwe 5 =
_— Order No -
Contact Name  Mandy Jefferson pl* Status  New
- » Work Order Reference  WO0006131 =
Commercial | Type Class Commercial M A Date & Time 06/10/2021  ~ 153156 o r—
Sales Julanda Kessi v|*
— «id ] Call Reference
- . -
Billing Customer | Big Bargains o Billing Contact | Tarryn Snow CUSTOMER CONTAC 2@ @\‘  Contract No
Invoice Currency |South African Rand - Exchange Rate 15 P;Q]E&rief&étie‘ > pRI0000411 .
TaxRate | 15.00 - 15 ] Suppress Line Detail on Print | Addresse Relsted References
SuppressOnPrint  ItemType ItemCode  ItemDescription | InvoicelineDescription  WarehouseName  BatchSerialNo | Quantity  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPrice
¥ =) = 3 e [:)3 e e = = — — — —
@ﬂ\wznasﬂu CALL Call Out Fee Call Out Fee 1.000 0.000 0,000 0.000 1,300.000 1,800.000
] Travel 100 Travel not exce... Travel not exceeding 1... 1.000 0.000 0.000 0.000 350.000 350.000
» (m| Warranty 12MSW 12 Month Suppli... 12 Month Supplier War . 1.000 0.000  0.000 0.000 0.000 LX
+ @ seecope. | E— [ E—
‘ »
Comment | Invoice to be faxed and emailed| Sub Total 2,150.00
VAT 322.50
Grand Total 2,472.50
Open Windows ~ | User:JulandaK | 06/10/2021 | Version:2.5.0.4 = Example Companyv2.5.0.0
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Projects - Invoices

16. The Sales Invoices for Project listing screen will be updated with the

new Invoice that you have created.

For a detailed handling of this topic refer to Invoices - Create Sales
Invoice (OTC)

® - s L e b Proge | PR GO004 1| BP0 Versmm 584 | nsmgle (smpany v %08 W VN

. e Gnageerd [saters  Comat Pearce YR ety [ v_— Aa S Sewe  fpewy U - @ =

- - —_— >
0 - a -~ 1’ e . W
e [ st od v - avad  Aorsapeces e Enpart Reter
et ee -
- R amatiaad A— - e g D -~y et argeaw ] r——Cew o eieta m——t
e T *9 ° =z o ° < 2
2,472.50 ZAR 1.00 15.00 06/10/2021 N KES001

- + | pwvooooss2 Hopoos Hope Works (Pty) Ltd HW000111

Opan Wrdons ~ Ve Merdes  0A/W/021  vewsn 1304 Cxsegie Compery <1300

EDIT PROJECT INVOICE

1. From the Sales Invoices for Project PRJ[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.

3. Select the row of the Invoice you wish to edit.

4. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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Projects - Invoices

$ - o—bslshmhrpmmpmu-mumm-wmmvuu (= Jla]{x]
‘ a \Hmne JLocations  Confract  Finance /HR  Inventory i / Projects i Sales  Service Reporting  Utlities - & X
> - X

O 8 & X <& T &

= - . Durban || |
Add it |Commentand View | Savelayout Workspaces | Print Send Invoices  Export Refresh

Reference i ToP eue A
Maintain 7 Format 4 P 2 rrént a

[inks m
Enter text to sear r

InvoiceNo | CustomerCode | CustomerName InvoiceDescription i Currency TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmpl
Functions v Al ol A #fc = ol = ol 0

- Elmvoooossz HOP0O1 Hope Works (Pty) Ltd HW000111 2,472.50 ZAR 1.00 15.00 06/10/2021 N KES001
Issues

Open Windows v

| User:JuandaK | 06/10/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

5. The Edit Customer Invoice - [invoice number] screen will display.

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

7. Make the required changes to the Invoice Item frame.
* To Add a new Invoice item, click on the Select type text box
of the first available item line.
* To remove an item, click on the row of the item you wish to

remove and click on Delete Item.

. * Drag and drop rows to set the order you wish
the items to be displayed on the sales invoice.

This order will directly be pulled into the printed
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Projects - Invoices

invoice when generated.

7‘ - Edit Customer Invoice - INVO000532 - BPO: Version 2.5.0.5 - Example Company (=]
| @ | ome | Equpment/iocatons  Conact  Fnance /MR Inventory  Maintenance [Projects  Manufactrng  Prowement  Sals  Service  Reporting  Utiltes _ & x
Sove Back Dekte | Savelayout
Ttem
Maintain 4| Fomat a
Customer Name | Hope Warks (Piy) Lid pl* Reference Nova * | Billing address
Contact Name | Accounts Contact P Status New O Rox 72 LN -
Commercial |Defauit - Date&Time 01042022  v| 133434 & New Teun ha
Salesman  Biancs Du Toit - Shipping address
Billing Customer | Hope Works (Pty) Ltd £t Billing Contact |Accounts Contact BN 2
Invoice Currency  South African Ran Exchange Rate 15]*
TaxRate | 15.00 15 [] suppress Line Detail on Print Addresses | Related References
SuppressOrPrint  ItemType liemCode | ltemDescription | InvoiceL Quantity | UniCost | Markp | Dscount | UnitselingPrice | BaseCeyPrice | TaxRate | Department | Status
v = o e o o o = - - = = - - e o
[w] Parts CHADOL Chair Chair Main Warehouse. 1.000 0.000 0.000 0.000 879.950 879.950 15.000 Sales Depar... A
A a Parts 500-147€  SPS00 BlackTon... SPS00 Biack Toner Main Warehouse 1000 0000 0000  0.000 540.000 540.000  15.000 SelesDepar.. A
[} Internal Service DEL DeliveryFee  Delivery Fee 1000 0000 0.000  10.000 960.000 960.000 15,000 Sales Depar... A
3 5] Warranty 1vsw 1 Year Suppler .1 Year Supplier Warra. 1000 0000 0.0 0.000 250,000 250.000 15000 Sales Depar... A
* Select type.
Comment SubTotal 2,533.95
e
©Open Windows User : BiancaD | 25/03/2022 | Version: 2.5.0.9 | Example Company
8. Click on Save
‘ i Edit Customer Invoice - INVOD00562 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [ =/l | x|
Ill-im‘ Jlocatons  Contract  Finance [HR  Inventory /Projects L Sales  Service Reporting  Utiities - & x
Save Back |Delete | Savelayout T
Item » L
Maintain 4| Format | o O, o
Customer Name |Hope Works (Pty) Ltd P Reference HWO000111 + Billing address
Contact Name |Mandy Jefferson Pl Status |New | [EobagiEs LN -
N = New Town -
Commercial | Type Class Commerdal * | v * Date & Time 06/10/2021 v | 15:31:56 5 | =
Salesman | Julanda Kessler . -|* * Shipping address
T - \Plot 91 Leaf Road -
Billing Customer |Big Bargains i Billing Contact |Tarryn Snow CUSTOMER CONTAC 2 *{ | | cafHille > a
Invoice Currency  South African Rand - Exchange Rate 154 Pg‘*TM ‘Q
Tax Rate | 15.00 - 15 .. [_] Suppress Line Detail on Print | Addresses || Related References |
SuppressOnPrint  ItemType ItemCode  ItemDescription”  InveicelineDesaripion  WarehouseName  BatchSerialNo | Quantity  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPrice
¥ =) = o e Mol ol ol = = = = = =
3 O Internal Service CALL Call Qut Fee: Call Oyt Fee 1.000 0.000 0.000 0.000 1,800.000 mﬂﬂi
O Travel 100 Travel notexce... Travel not exceeding 1. 1.000 0.000 0.000 0.000 350.000 350.000
[ Warranty 12Ms5wW 12 Month Suppli... 12 Month Sum\iﬁ‘ War... 1.000 0.000 0.000 0.000 0.000 0.0
o <M [seectope.. I 2 I L1
“« »
Comment | Invoice to be faxed and emaied Sub Total 2,150.00
VAT 322.50
GandTotal| 2w
Open Windows | User:lulandaK @ 06/10/2021 | Version:2.5.0.4 = Example Company v2.5.0.0 Y

You will return to the updated Sales Invoices for Project listing screen.
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For a detailed handling of this topic refer to Invoices - Edit Sales Invoice

COMMENT AND REFERENCE

You will be able to add or view the Comment and Reference information for the Cus-

tomer Invoice from the Customer Listing Screen.

1. From the Sales Invoices 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.

3. Select the row of the Invoice you wish to add or view the Comment and
Reference information for.

4. Click on Comment and Reference.

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

$ - e.——bs-ksbmicsforpmjectpmn-mnmum—mc»mwvm.o (e lx
e Home | Equipment/locations Contract Finance /[HR  Inventory | Projects i Pr Sales  Service Reportng  Utiities. - & X

Al @ = = e
O ®|E R o B e g &
Add Edit |Commentand| View Savelayout Workspaces Print  Send Invoices  Export Refresh |
Reference ‘ﬂ v ) Print Queue A1

Links a

B P TiwoceNo | CustomerCode | GustomerNiame InvoiceDesaripbon | Ir jue | Currency ToRate | InvoiceDate | InvoiceStatus | SalesmanEmpl]
Functions v | e ol a a - ol = - - 0 0

Elmvumusaz HOPOO1 Hope Works (Pty) Ltd HWO000111 2,472.50 ZAR 1.00 15.00 06/10/2021 N KES001

Open Windows v . | User:JulandaK = 06/10/2021 | Version:2.5.0.4 Example Company v2.5.0.0 y
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Projects - Invoices

5. The Invoice No: [invoice number] comment maintenance screen will
display.

6. Make the necessary changes or add the required information to the
Reference or Comment fields.

7. Click OK to update the Invoice information and to return to the Sales
Invoice for Customer listing screen.

For a detailed handling of this topic refer to Invoices - Comment and Refer-
ences
$ - e___—pnwn‘unm i - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = JLaix
e | Home | Equipment/Locations Confract Finance /HR  Inventory | Projects i Pr Sales  Service  Reporting  Utiities. = s x
19|10
Ok Back
P «&‘E_o Q
Reference (D |
Comments Invoice to be faxed and emailed
—®
Open Windows | User: JulandaK | 06/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 4

VIEW CUSTOMER INVOICE

You will only be able to view and print the Invoice, no changes can be made in the View

screen.
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1. From the Sales Invoices 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.

3. Select the row of the Invoice you wish to view.

4. Click on View.

SalsllmmsforProjecthn BPO: Version 2.5.0.4 - Example Company v2.5.0.0 — e x
Home Empmmm.omm Contract anrzfl-ll [nvmhxy fProjects  Man Sales  Service Reporng  Utiities = & X
@ L“J J e B ‘Qi
Add Edit  Comment and V;ew Save Layout Wuri@pa:es Pnnt Send Refresh |
Reference -
" rrent &

L
Enter text to seard »

InvoiceNo  CustomerCode | CustomerName InvoiceDescription I ] Currency TaxRate | InvoiceDate  InvoiceStatus  SalesmanEmply
Functions * | Al Al L "0 = ol = = = ol 0
- E]mvumussz HOPOO1 Hope Works (Pty) Ltd HWO000111 2,472.50 ZAR 1.00 15.00 06/10/2021 N KES001

Issues

Open Windows v | User:JulandaK = 06/10/2021 | Version:2.5.0.4 Example Company v2.5.0.0 y

5. The View Customer Invoice - INV[invoice number] screen will display.
Note the Comment and Reference Number fields have been updated
with the changes made, using the Comment and Reference button.

7. Click on Back to return to the Sales Invoice for Customer listing

screen.

For a detailed handling of this topic refer to View Tax Invoice
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$ - HVmMrm-mm-mvmma-wmvmn (=JCa]ix]
| e | Home | Equipment/Locations Contract Finance /HR  Inventory n / Projects L Pri Sales  Service Reporting  Utlities - & x|
O B &
Save Layout | Print
L
Maint. . .| Format al PP a had
Customer Name Hope Works (Pty) Ltd ol A Reference HW000111 * | Billing address
Contact Name | Mandy Jefferson * " status New PO Box 1985 -
‘ New Town .
Commercial ' Type Class Commerdial < " Date & Time 06/10/2021 v | 15:31:56
Salesman | Juanda Kessier . Shipping address
. . - Plot 91 Leaf Road -
Billing Customer | Big Bargains bt ' Billing Contact | Tarryn Snow CUSTOMER CONTACT | * Leaf Hills
Invoice Currency  South African Rand * Exchange Rate 1 o|» | |PokTown 2
Tax Rate 15 N | Suppress Line Detail on Print | addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescripton  WarehouseName | BatchSerialNo | Quantity  UnitCost | Markup  Discount  UnitSelingPrice  BaseCcyPrice
v |l o ol e, o ol ol = — — - - =
» No SERV (CALL Call ll.ﬂJ Fee Call Out Fee 1.000 0.000 0.000 0.000 1,800.000 1,800.00C
No TRW 100 Travql notexce... Travel not exceeding 1.. 1.000 0.000 0.000 0.000 350.000 350.000
No WARR 12M5W 12 l"mﬂ’l Suppli... 12 Month Supplier War .. 1.000 0.000 0.000 0.000 0.000 0.00Q
“ - »
Y 8
Comment | Invoice to be faxed and emailed Sub Total 2,150.00
VAT 322.50
Grand Total 2,472.50
Open Windows = | User:JuandaK | 06/10/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

PRINT PROJECT INVOICE

You will be able to Print Invoice, Email Invoice or Print and Email the Sales Invoice

from the Sales Invoices for Project listing screen or the View Customer Invoice screen.

1. From the Sales Invoices 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.

3. Click on the row of the Invoice you wish to print.
Click on Print.

5. The Select the option as desired message will display with the fol-
lowing options;

[ |
¢ Print Invoice will open the Sales Invoice in the Preview

screen to view, print, export or email.
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Projects - Invoices

[ |
° Email Invoice will allow you to add recipients and the
system will create a .pdf of the Sales Invoice as an Attach-
ment to the email.
* = Print and Email Invoice will display both the Report

Preview and Email screens.
6. Click on the radio button of the option you require.

E/T Selecting the Email Invoice, will email the invoice via the BPO Email Service

on the server and not from MS Outlook.

* The example has Print Invoice selected.
7. Click Accept to proceed.

® - o———bs:hslmforpmj.ctpmoowu sion 2.5.0.4 - Exam any v2.5.0.0 =JEl=x
\Tf :I;IE /locations ~ Contract  Finance /[HR  Inventory /Projects  Manufa Procurement  Sales  Service  Reporting  Utiities - & X
T [ o S
O B § X <& T &
Q= Durban B |
Add  Edit Commentand View | Savelayout Workspaces | Print | Sendinvoices Export b Refresh
Reference i gt e ;
Maintain . Form ‘ Prin a Current &
Links » 6
Enter text to search. r
InvoiceNo | CustomerCode | CustomerName InvoiceDescription i Currency TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmplny
Functions H' e LS L +a = o0 = = = L 0
- \Elmvoooossz HOPOO1 Hope Works (Pty) Ltd HW000111 2,472.50 ZAR 1.00 15.00 06/10/2021 N KES001
Issues
\ IE‘sdectu»eopﬁonasdsimdd——a_ I8 [ x
Home | .
Accept| Cancel ,‘
a
© Print Invoice] '
. v
©) Email Invoice
© Print and Email Invoice:
‘ Open Windows | User:JuandaK | 06/10/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

8. The Tax Invoice will display in the Preview screen.

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

well as Save, Print, Add a Watermark, Export or Email the Invoice.
10. Click on Close to return to the Sales Invoices for Project screen.

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

(2 preview «—————— @)

File View Background

[mpBaD:-=-0a

80 # | ([100% v & *r B B -=
Tax Invoice
Example Company v2.5.0.0
StreetMo andRoad Name POBox1234
Area New Town
City Durban
South Africa South Africa
1234 1234
RegNo: 0000000asa4521  Fax No: 031124545
VATNo: 0000000 Tel No: 031123 4567
LR TR il vy
Date : 06/10/2021 00:00:00
Account Manager : Bianca DuToit
Your Ref : HW000111
Call Ref :
Sales Person: JulandaKessler Machine No :
Attention : Tarryn Snow CUSTOMER CONTACT Ship Contact Mandy Jefferson
Cust Code BIG00D1 HOPOD1
Customer : Big Bargains Hope Warks (Pty) Ltd
Billing PO Box 1985 Shipping Plat 91 Leaf Road
Address : New Tawn Address : LeafHills
Durban Pink Tawn
Durban South
1234 1234
TelNo: 031123 4567 Tel No: 031555 1234
Fax No Fax No : 031 123 4545
VAT No: 123456789 Email : snenhlanhlandwalane@gmailcom
Item Code Item Description Quantity  Unit Price  Discount % Net Price Total
CALL call Out Fee 1.00 1,800.00 00 1,800.00 2,070.00
nn Traval nat aveaading 100 bm 100 asn nn nn 2sn nn an2 sn
Page 10f 1 100% (=)

SEND INVOICES TO PRINT QUEUE

You can send Invoices to the Print Queue directly from the Sales Invoices for Project

screen, instead of going to the Print Queue Reprint screen. This means that a batch of

invoices can be send to the customer.

E/j Print Queue is only available where the status has been changed to Printed.

1. From the Sales Invoices for Projects listing screen,
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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. Select the Invoice(s) you wish to send to the Print Queue.

[ ]
¢ To select a range of invoices: Click on the row of the

first Invoice. Hold down the Shift key on your keyboard

and click on the row of the last invoice in your list.

[ |
° To select alternate invoices: Hold down the Ctrl (Con-

trol) key on your keyboard and click on the row of each
Invoice you wish to include in the selection.
4. Click on Send Invoices to Print Queue.
5. When you receive the Print Queue Processing message, informing you
that;
* The selected items have been sent to the print queue.
6. Click on OK.

W

-
For a detailed handling of this topic refer to Invoices - Send Invoices
To Print Queue
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® - €@ 5oles Invoices for Project PRI0000411 - 5°0: Version 2.5.0.4 - Example Company v2.5.0.0 =BG
| é Home | Equipment/Locations Contract  Finance /[HR  Inventory | Projects i Sales  Service Reporting  Utiities - & X
| & Y = @ =) g — e "
’ = = —
‘ O u =l I~ L8 | oo o
Add  Edt Commentand View | Savelayout Workspaces | Print_|Send Invoices | Export Refresh
Reference - To Print Queue 2
Mainta v Format 3 Print 2 Lrvent a
Links » é
e et e, R e et InvoiceDesaription  InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmplNo
Functions v b s s o0 = o = = = 0 o0
[ ] mvooooss2 Hopoo: Hope Works (Pty) Ltd HW000111 247250 ZAR 100 1500 06/10/2021 P KES001
Print Queue Processing <—° X
F :
The selected items have been sent to the print queue.
Open Windows ~ | User: JuandaK | 07/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

ISSUES TILE

1. From the Sales Invoices for Project [project ref number] listing screen,
you can view the stock issued for a selected Invoice.

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 the row of the Invoice you wish to view the linked issued
items.

4. Click on the Issues tile.
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- Sales Invoices for Project PRI000007 1 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =8| x
[ g | Home | Equi /Locations  Contract  Finance [HR  Inventory ' | Projects E Sales  Service Reporting  Utiies - 5 x
o B I ® H & ® W ;
b = = y
@ & = = T~ W = o
Add  cdt  Commentand View | Savelayout Workspaces | Print  SendInvoices  Export A Refiesh
Reference - To Print Queue ’
Maintain o Format 4 Print Cus D
Links * a
Enter text to search... |
! Ll o P e o —— InvoiceDesaription  InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmplNo
Functions W W e W = s = = = e o0
Elmcmom TIA0OL Titan Group OR158 1,835.40 ZAR 1.00 14.00 11/04/2016 P DUTO01L
INVO000418 TIAOOL Titan Group test 453.85 ZAR L.00 14.00 29/01/2018 P DUT001
INV0000559 TIAOOL Titan Group InvoicePRIO7 1 1,258.43 ZAR 100 15.00 20/08/2021 N KES001
I « »
Open Windows ~ | User: JuandaK | 07/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

5. The Issues for Sales Invoice: [invoice number] listing screen will dis-

play.

Print Part Issue Note

6. Click on the row of the Part Issue Note you wish to print.
7. Click on Print
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‘ v ]'mlslnrsﬂﬂlmrm INV0000203 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =8| x
| Hnme ‘ Emm/unznms Contract  Finance /HR  Inventory i { Projects Sales  Service  Reporting  Utiities - &8 x
© @ H (2= o
Back | Savelayout Wulspacﬁ print | Export | Refresh
4 X
IDocNo DocType EventDate PartCode PartDesc WarehouseName BinLocationName SerialNo UnitCost Quantity Vi
O W = e o s o e = = q
5100000220 ISSUE 19/02/2015 SP204 SP204 Colour Copier Main Warehouse DBN-A1 204-10203 350.000 1.000
5100000220 1SSUE 19/02/2015 204-147C 5P204 Cyan Toner Main Warehouse DBN-A1 001912105, 350.000 1,000
5100000220 ISSUE 19/02/2015 204-147¢ SP204 Yellow Toner Main Warehouse DEN-A1 001912105... 350,000 1.000
5100000220 ISSUE 19/02/2015 204-14M SP204 Magenta Toner Main Warehouse DBN-A1 001912105... 350.000 1.000
‘
Open Windows ~ | User: JuandaK | 07/10/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

8. The Part Issue Note for the Sales Invoice 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 Part Issue
Note.

10. Close the screen to return to the Issues for Sales Invoice screen.
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r}?previm<—e

File View Background

loa nwe 688 - 8- 0« -] & -+ 8 8- = -|0]
|
Part Issue Note
Example Company v2.5.0.0
9 StreetNo and Road Name POBox1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 031123 4567
Document Ref.: S$100000220
Date : 19/02/2015 00:00:00
Processed By : Unknown Time : 08:20:57
Reference: test Additional Ref. : WO00000205
Order No. : Reference Type: Work Order
Order Ref.: Location :
Contract No.: Serial No. :
Employee Name: BiancaDuToit
Contact : Jackie Sutherland Shipping Address : 658 Dime Road
Customer : Titan Group South Riding
1478
Code Description Warehouse  Batch/Serial  Quantity Unit Price Line Cost
5P204 5P204 Colour Copier Main 204-10203 1.00 350.0000 350.0000
Warehouse
204-147C SP204 Cyan Toner Main 00191210520 1.00 350.0000 350.0000
Warehouse 3
204-147V 5P204 Vellow Toner Main 00191210510 1.00 350.0000 350.0000
Warehouse 4
Page 1 of 1 100% (=)

1

(+)

MNU.058.013
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