Customers - Orders

SALES

CUSTOMERS - ORDERS

The Orders tile direct you to a list of Sales Orders for a selected Customer.

This manual is a brief look at Sales Orders, accessed from the Customer List-
ing screen. For a detailed handling of the topic click on the link to redirect to

the Sales Orders manual.

Ribbon Access: Sales > Customers

L

BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — J(a ) x

Equipment / Locations Contract Finance /HR Inventory / Projects Mar i _' Sales _ Service  Reporting Utilities

-
B aQ & BEELRH

Customers| Services Commercals | POSLite Quotes Orders Invoices Credit Statement
| Notes Run

1. The Customer Listing screen will be displayed.
2. Select the Site where the customer can be located.
* The example has Durban selected.
3. Select the Status for the customer.
* The example has Active selected.
4. Select the row of the customer whose sales orders you wish to work
with.
5. Click on the Orders tile.
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Customers - Orders

& - a_-—»(mrwﬁm-mvgﬁ-m‘-wmvm = Jlalx]
| & | Home | Equpment/Locations  Contract  Finance [HR  Inventory " i | Sales  Service  Reporng  Utiliies - & x
p 'm = =) 7] = = 2
‘ XOoE B il (3 Hh i @
Add  Edit Deletz  Sync  View | Savelayout Workspaces | Hold Rl Export Reports Print
v - Statement
ing R eports P &
CustomerCode CustomerType CustomerName Department | DeptName SiteDescripion ' CustomerCreditlimit = CustomerWebSite CustomerPhoneNumber  CustomerVATNo
o0 o o o e o = o o o -
CUs001 RE Cash Sales Account Durban 10,000.00 000 000 0000 0000000000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 987654321
DER001 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785 98/7654321
OFF001 RE Office Supplies Unlimited Durban 75,000,000.00 www.cn.co.za 031789 4561 987456321
YES001 co Young Electric Durban 100,000.00 082555555 2314687641
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561 123456789
TIAOD1 RE Titan Group Durban 100,000.00 www.web.co.za 0318529632 12325874136¢
Dwroom m Bothas Networking inc Durban 50,000.00 www. web.co.za 031739 4563 9874563201
SAMO001 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 123456789
DANDO1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785 123654789
PANDO1 RE Panda Copiers Durban 50,000.00 031 123 4567 123456789
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561 6654357155
PINOOOL GV Pink Shoss Durban 0.00 031456 7894 1234
HILOOD001 ~ HILLCRESTP  Mary Contrary Durban 0.00 083559 00000
SHO000001 — SHONGWENIP Mike Goldwen Durban 0.00 083559 1234 00000
Us00L RE Just In Time Durban 50,000.00 www.justintime.co.za 031 123 4567 123456789
LIT0001 RE Littie Bee Honey Durban 0.00 www.bee.co.za 031123 4567 123456789
GREDO1 RE Green Tea Supples Durban 75,000.00 031456 7891 123456789
FINOOOL RE Fine Hair Salon Durban 0.00 www.finehair.co.za 031 123 4567 1234
BETO001 RE Betties Summer Shop at t. Durban 0.00 1234
biancad RE North West Branch Durban 0.00 0
DAN002 m Dancina Shoes Durban 10.000.00 031123 4567 123456789
‘
| User : JulandaK | 30/09/2021 | Version: 2.5.0.4 | Example Company v2.5.00

6. The Sales Orders for Customer [Customer Code] screen will be dis-

played.

@ The Site from the Customer Listing screen will not automatically pull

through to the Sales Orders for Customer screen.

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

* The Sales Orders for Customer listing screen will be

updated with the Customer Orders for the selected

ADD SALES ORDER

site.

8. Click on Add.

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

e - - for - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=B ] x|
@ | Home | Equpment/Locations  Contract  Finance /MR Inventory e | Projects i Sales  Service  Reporting  Utiities - 8 x
R | FJ —] (A HE A (=] @ 2 oy S

= 1
Q|2 X E © B o O & B & @& ®m g%
Add | Edit Delete View { | Create Create Addltems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export | Refresh
‘ Invoice MNewDeal toWO  Project > Order Invoice
‘m a Navigation 4 Process 4l Format 4 Print Al Current 4 123

Orderho CustomerCode | CustomerName OrderStatusDesc  OrderDescription  OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate OrderTme  DeptCode  Depthame
v A L3 L8 L3 o = Qe = a0c - = e L3 L¢3

OR0000033  BOTO0001 Bothas Networkinginc  Invoiced order OR 147 17,908.76 ZAR 02/07/2014  Belinda Sharman 1.00 0.00 11:27:55

OR0000039  BOTOOO1 Bothas Networkinginc  Invoiced order OR 12 - Additional ... 74,999.88 ZAR 03/07/2014  Belinda Sharman 1.00 0.00 09:34:25

ORO000150  BOTOOO1 Bothas Networkinginc  Invoiced order  test forex with tax 147.63 USD  25/10/2016  Bienca DuToit 10.00 1400 16:15:13

ORD000151  BOTO0O1 Bothas Networkinginc  Invoiced order  forex tests 116,83 USD  25/10/2016  Bianca DuToit 10.00 1400 16:21:41

OR0000152 BOTO0001 Bothas L d ords forest 148.68 USD 25/10/2016  Bianca Du Toit 10.00 14.00 16:33:09

ORD000153  BOTOOO1 Bothas Networkinginc  Invoiced order 1234 13.11 USD  26/10/2016  BiancaDuToit 1000 1400 13:13:45
» ORD000210  BOTO001 Bothas Networkinginc  Pro-forma test 71.25 USD  07/08/2017  Bianca Du Toit 10.00 0.00 11:41:28

ORD000313  BOTO0O1 Bothas Networkinginc  New order 337.17 USD  02/02/2021 Bianca Du Toit 10.00 1400 16:53:27

OR0000314 BOTO001 Bothas Networkinginc ~ New order am 6.61 USD 03/02/2021  Bianca Du Toit 10.00 0.00 11:29:40

ORD000315  BOTOOOL Bothas Networkinginc  New order 4,61 USD  03/02/2021 Bianca DuToit 10.00 0,00 11:55:36
“ »
Open Windows ~ | User: JulandaK | 0/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

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.
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a s e—__pudmmstnmoder-mvmum-wmvm mE )|
‘ J Home | Equipment /Locations  Contract F-wutm Inventory i [Projects  Manufacturing  Proawement  Sales  Service  Reporting  Utiities - & x
Save  Back Delehe Save Layout | Print Sales Print Proforma
Order Invoice
Maintain 4| Format . Print 4 (ol

Customer Name  Big Bargains Al Reference B6004 = Billing address
ContactName Tarryn Snow CUSTOMER CONTACT © * Status N PO Box 1985 P .
Commercial Type Class Commercial ~ * OrderDate & Time 01/04/2022  + |14:09:20 & [
Salesman Julanda Kessler v|* Shipping address
— Ty T E—|

Billing Customer Big Bargains o= Billing Contact Tarryn Snow CUSTOMER CONTAC O * New‘fc:m"‘ Ll -
Order Currency South African Rand - Exchange Rate 13+ Durban

Tax Rate 15.00 Addresses | Related References

SuppressOnPrint | ItemType  [temCode  ItemDescripion  OrderlineDescription  WarehouseName  Quantity  QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseCeyPrict
v a = o ol o o - = e - = = = =
» Parts 5P109-147K Black toner Black toner Main Warehouse 1.000 350.000  15.000 0.000 402.500 402.

C B s — I O B —_—

: :
pum, s o

vaT | 6038
Grand Total 462.88
Open Windows ~ | User : JulandaK | 01/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

RELATED REFERENCES

12. Click on the Related References tab to link the reference information

for the customer Order.

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.

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

Help v2.5.1.4 - Pg 4 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#$$xref$$_252
#$$xref$$_253

Customer Name Big Bargains B+ Reference B5004 * | ReferenceType ReferenceNo j
Contact Name Tarryn Snow CUSTOMER CONTACT £ * Status N b SeridNo =
Commercial Type Class Commercial ~ * OrderDate & Time 01/04/2022  ~ 14:09:20 5 | CallReference []
Salesman Julanda Kessler v|* | | ContractNo
Billing Customer Big Bargains pr Billing Contact Tarryn Snow CUSTOMER CONTAC ° * ‘L"ﬂ""
e = Project Reference N
Order Currency South African Rand - Exchange Rate 13]* o —— »
TaxRate 1500 Related References |

SupmressOnPrnt | TiemType [ltemCode  ItemDescription | OrderlineDescription | WarehouseName | Quantity | QuantityPerUOP | UnitType | UnitCost  Markup  Discount | UnitSelingPrice | BaseCoyPri
v = o o o W0 - - . = = = = =
» Parts SP109-147K Black toner Main Warehouse. 1.000 | | | 0.000 402.500
» Select typ.

16. The Sales Orders for Customer listing screen will be updated with the

new Order that you have created.

i©
1%
Ix
1
10

©
lis
£
L

i P o - - - - .
-
Ordete Curey Ordetste  leewetore [atergeion Tedise OdeTee  DepiCode

A = < c - - ° - ° - - ° ° °
ORODOO0I)  SOTUNO | St fetnarterg o exed ode OB 47 BA B SIMIW4 Beirde Parmar 1 am e
OROO00C  SOTH00 | Bofn hetwarterg e veced erde OR 11 Addtore . SO Sutrde Parmer 100 G Wi
OROOODI0  SOTUNO01L e W74 D IWWOW Serca Oy Tee L e s
OmoooRIsL  SOTMEOL ot ety v el wde e e 140 WRRE Serca Dy Te we e e
ORODOOISI  SOTUEO1 e s WHBW e Dy et L) R
ORO00013)  MOTH00 ! St fetearirg . veced ede LI R AW erce Dy Ter B e e
ORODo020  SOTUNO1L BoPam fteartrg e s b n»s wo SRV  Bance Dy Ter ° 0o s na»
OGRoDoR)L)  SOTUNO1 Bl Nty . N e 0 SABAYWAL e O et we e w80
SO0 | el o= 4 SMIWI1L  Merca Oy Tet L) “m ume
. BOT0001 New order 46.61 USD 03/02/2021  Bianca Du Toit 10.00 0.00 11:55:36
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Customers - Orders

EDIT SALES ORDER

A 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 that you wish to edit.
3. Click on Edit.

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

° v Sales Orders for Customer PINO0D1 - BPO: Version 2.4.0.11 - Example Company =l o X
77@7 | Home Equipment fLocations ~ Contract  Finance /HR  Inventory | Projects Sales Service Reporting Utiities - & X
a1 =| | 4 : B EE] ~ R @ = > > ’ |
) = . ! Lé S
QX E © e fF © & & & - /
| Add | Edit |Delete View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice New Deal to WO Project = Order Invoice
" Pr >
OrderNo CustomerCode  CustomerName OrderStatusDesc  OrderDescription OrderValue Currency OrderDate SalesmanName  ExchangeRate TaxRate OrderTime DeptCode  DeptName
LA« 3 L3 L3 L3 afc = [ 3 - L: 3 = = L : L: 3 L3
ORD000301  PINQOO1 Pink Shoes Invoiced order test email 241,500.00 ZAR 07/04/2020  Kame Pillay 1.00 15.00 04:38:56
OR0000302  PINO0O1 Pink Shoes Invoiced order test email 724,895.60 ZAR 08/04/2020  Kame Pillay 1.00 15.00 09:51:43
E] OR0000303  PINO0O1 Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pillay 1.00 15.00 16:35:25
OR0000307  PINOOO1 Pink Shoes Invoiced order new quote1 245,525.00 ZAR 21/04/2020  Kame Pillay 1.00 15.00 14:25:03
OR0000309 PINOOO1 Pink Shoes Invoiced order new order 115.00 ZAR 23/04/2020 Kame Pili‘{ 1.00 15.00 01:50:39
ORD000310 PINOOO1 Pink Shoes Invoiced order new order 2 621.00 ZAR 23/04/2020 Kame Pillay 1.00 15.00 02:15:11
:
Open Windows ¥ | User:JuandsK & 10/03/2021  Version:2.4.0.11 = Example Company
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.
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Customers - Orders

* 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

- @ it Cotomer Order - ORO000303 - BRO: Version 25.0.4 - Example Company v2.5.0.0 (—JlaJx]
|eg/.wnmm Contract  Finance /MR Inventory " [Projects  Man Sdles  Sevie  Reporing  Utiities - & x
| save | Back |Delete | Savelsyout | Printsses FrintProforma

Tiem Order Tnvoice

Maintain .| Format . Print 4 o

Customer Name PinkShoes P * Reference Testemai Billing address
Contact Name | Sam Twins Pl Status [N 5
Commercial Type ClassCommercal v | * OrderDate & Time [09/04/2020  ~| 16:35:25 &
Salesman | Kame Pilay .- ‘ Shipping address
Billing Customer Pink Shoes pl= Billing Contact Sam Twins pl* FER . »
Order Currency South African Rand - Exchange Rate 13 B .
Tax Rate R Addresses ~ Related References

SuppressOnPrint  ItemType  ItemCode  ItemDescription  OrderlineDescripton  WarehouseName  Quantity  QuantityPerUOP  UnitType  UnitCost  Markup  Discount  UnitSelingPrice  BaseCeyPrice

| - e e e 0 - - I - - - - -
D Parts P500 Sprint Colour Cop.. Sprint Colour Copier  Main Warehouse 1.000 0.000 0.000 0.000 0000  210,000.000  210,000.C
] Parts 17856  DrumforSP1717  Drum for SP1717 Main Warehouse 1.000 0.000 0.000  0.000  0.000 0.000 0.
o Parts 26789-101 101BlackToner 101 Black Toner Main Warehouse 1.000 0.000 0.000 0000  0.000 0.000 0.
m] Labour  ADMN Administration  Administration 1.000 0.000 0000 0000 0,000 344,000 394,
‘ 5
— aro [ ]
VAT ‘ 31,551.60 |
——
Open Windows ¥ | User:JulandaK | 30/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0 4

DELETE SALES ORDER

A 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 that you wish to remove.
3. Click on Delete.

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

4. The Confirm delete Order message prompt will display;
* Are you sure you want to delete this Order?
5. If you are sure that this is the correct order that needs to be removed,

then click on Yes to proceed.

$ - > Sales O for Customer PING0O1 2 =JBJx
@ Home | Equpment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects ~ Manufacturing  Procurement  Sales  Service  Reporting  Utities - & X
p (s [ ; = @ o= 2 @ m )
=] T
le 0 @ & & & @ % __ <%
d | Create Create Addltems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO  Project & | Order Invoice |
P )
OrderNo CustomerCode  Customerhame OrderStatusDesc  OrderDescription  OrderValue  Currency OrderDate  SalesmanName ExchangeRate TaxRate OrderTme  DeptCode  Depthlame
LA A e e o0c = o0 = o = = o0 a0 e
ORO000301  PINOOOL Pink Shoes Invoicedorder  test email 241,500.00 ZAR  07/04/2020  Kame Pillay 100 15.00 04:38:56
OR0000302  PINODOL Pink Shoes Invoicedorder  test email 724,895.60 ZAR  08/04/2020  Kame Pillay 100 1500 09:51:43
Elonmmauz PINODOT Pink Shoes New order Test emai 241,895.60 ZAR  09/04/2020  Kame Pillay 100 15.00 16:35:25
ORO000307  PINODOYL Pink Shoes: Invoiced order  new quotel 245,525.00 ZAR  21/04/2020  Kame Pillay 100 1500 14:25:03
ORO000309  PINODOL Pink Shoes Invoiced order  new order 11500 ZAR  23/04/2020  KamePilay 100 1500 0L:50:39
ORO000310  PINODOL Pink Shoes Invoiced order  new order 2 62100 ZAR  23/0%/2020  KamePilay 100 1500 021511
.—P Confirm delete Order
0 Are you sure you want to delete this Order?
o—[ =1
‘
Open Windows ~ | User : JuandaK | 10/03/2021 | Version: 2.4.0.11 | Example Company

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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$ - —> ustomer PINO0O1 - BPO: Version 2.4.0.11 - Example Company [=Jlo.]lix
| e | Home | Equpment/Locations  Contract  Finance /HR  Inventory [Projects M Sales  Service  Reporting  Utiities - & x
'y = | ¢ ; ™ [0 Y= = =& 2 » o= X
7 = d — - == S
© 2z X|E| O e o° @ & B & @ 85 . 6
| Add  Edit Delete | View | _Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO  Project - | Order Invoice |
Maintair .| Naview . Process J 4 Print 4 Current A &
Orderho CustomerCode  CustomerName OrderStatusDesc  OrderDescription  OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate OrderTme  DeptCode  Depthame
o0 e L3 Qe oD = e = e = = o0 a0e e
OR0000301  PINOOO1 Pink Shoes. Invoiced order test email 241,500.00 ZAR 07/04/2020  Kame Pillay 1.00 15.00 04:38:56
ORD000302  PINOOO1 Pink Shoes Invoiced order  testemail 724,895.60 ZAR 08/04/2020  Kame Pillay 100 1500 09:51:43
DORDUDGIJE PIN00O1 Pink Shoes: New order Test email 241,895.60 ZAR 09/04/2020  Kame Pillay 1.00 15.00 16:35:25
OR0000307  PINO0O1 Pink Shoes Invoiced order new quotel 245,525.00 ZAR 21/04/2020  Kame Pillay 1.00 15.00 14:25:03
OR0000309  PINO0O1 Pink Shoes. Invoiced order new order 115.00 ZAR 23/04/2020  Kame Pillay 1.00 15.00 01:50:39
ORD000310  PINOOO1L Pink Shoes Invoiced order  new order 2 621.00 ZAR 23/04/2020  Kame Pillay 100 1500 02:15:11
‘ »
Open Windows + | User : JuandaK | 10/03/2021 | Version : 2.4.0.11 | Example Company

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

E/] No changes can be made to the information on the Order as this is a view

only screen.

5. Click Back to return to the Sales Orders for Customer listing screen.
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Customers - Orders

I o

Salesman Kame Pilay
Billing Customer Pink Shoes
Order Currency South African Rand
Tax Rate
SuppressOnPrint  ITtemType | ItemCode
| a0c L s0c

$ - View Customer Order - 0R0000301 - BPO: Version 2.4.0.11 - Example Company el
| @ | rome | Equpment/Locations  Contract  Finance/HR  Inventory i [Projects Sdles  Sevice  Reportng  Utiities Sos 2

Back | SeveLavout | PrntSales PrintProforma |

Order Tnvoice

Maint.. .| Format . Print Al o

Customer Name Pink Shoes * Reference  test emai Billing address

Contact Name Sam Twins Status F
Commercial Type Class Commercal * Order Date & Time 0704200~ |04:36:56
Shipping address

Billing Contact Sam Twins
Exchange Rate 1
lis.
ItemDescription | OrderLineDeseription Quantity | Quantity
o0 L3 0 = = o0 =

0P UnitType

UnitCost  Markup  Discount  UnitSelingPrice  BaseCeyPrice

Addresses | Related References

» [No N sps00 Sprint Colour Cop... Sprint Colour Copler  Main Warehouse 1,000 0.000 0000 0000 0000  210,000.000  210,000.000
,
- o[ )
VAT‘ 31,5w.w‘
omorom| s
Open Windows ~ | User:uandak = 04/02/2021 | Version:2:4.0.11 = Example Company

ORDER NAVIGATION BUTTONS

* 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 view the Sales Customer

Invoice that has been created from the selected Sales Order.
* The Back navigation button will transport you back to the Cus-

tomer Listing screen.
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$ - - ion 2.4.0.11 - Example Company (—Jlalix
| @ | rome | Equipment/Locations  Conract  Finance /MR Inventory i fProjects  Mar - = x
p= = = = . 2
X [ =
O XEOCO|BE &= B8
Add  Edt Dekte Bak Forward | Create eal | Savelayout Workspaces | Print Sales
= Order
Navigatior S
Ocderfo | CustomerCode | Customertiame OrderStatusDesc | OrderDesciption—_ Ordervalue | Currency OrderDate  Salesmanilame | ExchangeRate |TaxRate | OrderTime  DepiCode | Depthiame | Commentd
0 0 - o ——— . oy oy 0 e e
——— — =
o —— 15.00 04:38:56
CustomerCode = CustomerName OrderStatusDesc w1500 o9sn:43
0 1500 16:35:25
‘n‘ 'u( 0 1500 14:25:03
|00 15.00 01:50:39
Pink Shoes Invoiced order [0 s ozisu
1 SRS |

Open Windows ¥

b
| User: JulandakK | 12/03/2021 | Version:2.4.0.11 = Example Company Z

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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Customers - Orders

° - Sales Orders for Customer PINODO1 - BPO: Version 2.4.0.11 - Example Company = Jlo J[ x
e Home Equipment / Locations Contract Finance / HR Inventory i | Projects Sales Service Reporting Utilities. - =
@ () S = W My | o Z =] @ 2 @ ™~
O X 5 O lo|o @ & & & W™ .9
Add Edit Delete View Back Forward | Create | Create  AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice | NewDeal toWO  Project = Order Invoice
= P a
OrderNo CustomerCode = CustomerName OrderStatusDesc | OrderDescription OrderVaiue  Currency OrderDate SalesmanName  ExchangeRate TaxRate OrderTime DeptCode  Deptiame
v ol e oc oflc ol = ol = o = = sl ] ol
OR0O000301  PINODOL Pink Shoes Pro-forma test email 241,500.00 ZAR 07/04/2020  Kame Pilay 1.00 15.00 04:38:56
ORO000302  PINOOOL Pink Shoes New order test email 724,895.60 ZAR 08/04/2020  Kame Pilay 1.00 15.00 09:51:43
OR0000303  PINO0OL Pink Shoes New order Test email 241,895,60 ZAR 09/04/2020  Kame Pilay 1.00 15,00 16:35:25
DG{DODOIW PINO0OL Pink Shoes New order new quotel 245,525.00 ZAR 21/04/2020  Kame Pilay 1.00 15.00 14:25:03
ORO000309  PINOOOL Pink Shoes New order new order 115.00 ZAR 23/04/2020  Kame Pilay 1.00 15.00 01:50:39
OR0000310  PINODOL Pink Shoes Invoiced order  new order 2 621,00 ZAR 23/04/2020  Kame Pilay 1.00 15,00 02:15:11
“
| Open Windows ~ User ; JuandaK | 04/02/2021 | Version : 24.0.11 | Example Company -

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

FIRST INVOICE GENERATION MESSAGE

4. The first Invoice Generation message will prompt you;
* Do you want to convert order no. [order number], for cus-
tomer, [customer code], to an invoice?

5. Click on Yes, if you are certain about your selection.
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Customers - Orders

® -

Sales Orders for Customer PINOOO1

, to an invoice?

O— [+ 1 w

o

% Home | Equipment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utiities - &

A ) v = 3 A [Ed 2 @ == [ ) o )

QX E O e o @ & & T o e

Add  Edt Delete View | Back F Create  Create  AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh

Invoice NewDeal toWO  Project w rder Invoice
o P - a

OrderNo CustomerCode  CustomerName OrderStatusDesc | OrderDesaription  OrderValue  Currency OrderDate  SalesmanName ExchangeRate TaxRate OrderTme  DeptCode | Depthame
v ol e e ol W = W = o = = Wl o0 o0

OR0000301  PINODO1 Pink Shoes Fro-forma test email 241,500.00 ZAR 07/04/2020  Kame Pilay 100 15.00 04:38:56

ORO000302  PINODO1 Pink Shoes New order test email 724,895.60 ZAR 08/04/2020  Kame Pilay 100 1500 09:51:43
» ORO0000303  PINO0O1 Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pilay 1.00 15.00 16:35:25

OR0000307  PINOOO1 Pink Shoes Pro-forma new quote1 245,525.00 ZAR 21/04/2020  Kame Pilay 100 1500 14:25:03

ORO000303  PINODO1 Pink Shoes New order new order 115.00 ZAR 23/04/2020  Kame Pilay 100 15.00 01:50:39

OR0000310  PINODO1 Pink Shoes Invoiced order  new order 2 62100 ZAR 23/04/2020  Kame Pilay 100 1500 02:15:11

. — P> | Invoice
I BN Do you want to convert order ne. OR0000303, for customer, Pink Shoes

Open Windows ~

User : Julandak | 04/02/2021 | Version: 2.4.0.11 | Example Company 4

SECOND INVOICE GENERATION MESSAGE

6. The second Invoice Generation message will prompt you;

* 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, if you are certain about your selection.
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Customers - Orders

$ - Sales Orders for Customer PINOO01 2.4 I —JCo
e Home | Equipment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utiities - & Xx
y o 4 — ) r ™y OO a @ == 2 g ey S
Oz XE O e O @ & = e e
Add Edit Delete View Back Forvard | Create Create  AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO  Project w rder Invoice
& a
OrderNo CustomerCode  CustomerName OrderStatusDesc | OrderDesaription  OrderValue  Currency OrderDate  SalesmanName ExchangeRate TaxRate OrderTme  DeptCode | Depthame
v ol e e ol W = e = o = = Wl o0 ol
OR0000301  PINODO1 Pink Shoes Fro-forma test email 241,500.00 ZAR 07/04/2020  Kame Pilay 100 15.00 04:38:56
ORO000302  PINODO1 Pink Shoes New order test email 724,895.60 ZAR 08/04/2020  Kame Pilay 100 15.00 09:51:43
OR0000303  PINO0OO1 Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pilay 1.00 15.00 16:35:25
» OR0000307  PINOOO1 Pink Shoes Pro-forma new quote1 245,525.00 ZAR 21/04/2020  Kame Pilay 100 1500 14:25:03
ORO000303  PINODO1 Pink Shoes New order new order 115.00 ZAR 23/04/2020  Kame Pilay 100 15.00 01:50:39
OR0000310  PINODO1 Pink Shoes Invoiced order  new order 2 62100 ZAR 23/04/2020  Kame Pilay 100 1500 02:15:11
.—» Invoice Generation
5 Do you wish to close the Order off? No further Invoices will be possible
from this Order if it is closed.
o—— o
‘ ¥
Open Windows ~ User : Julandak | 04/02/2021 | Version: 2.4.0.11 | Example Company 4

THIRD INVOICE GENERATION MESSAGE

8. When you receive the third Invoice Generation message requesting;
* Do you wish to view the Invoice created, no [invoice num-
ber]?
9. Click on Yes to view the Invoice.
* Click on No to return to the Sales Orders for Customer

screen.
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$ - Sales Orders for Customer PINOOO1 - 570: Version 2.4 — (o )(x

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

OZXEOQ00 BH © i R 2 2 W o

Add  Edt Delete View | Back Fovard | Creste Create  Addltems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO  Project - Order Invoice

OrderNo  CustomerCode | CustomerName OrderstatusDesc  OrderDesaripton  Ordervalue | Currency OrderDate  SalesmanName | ExchangeRate TaxRate | OrderTme | DepiCode  Deptame
v o e o o o = I = e = = e 0 oD

OR0000301  PINODO1 Pink Shoes: Pro-forma test email 241,500.00 ZAR 07/04/2020  Kame Pillay 1.00 15.00 04:38:56

OR000030Z  PINOOOL Pink Shoes New order testemai 724,895.60 ZAR  0B/04/2020  Kame Pilay 100 1500 09:51:43

OR0000303  PINOOOL Pink Shoes New order Test emai 241,895.60 ZAR  09/04/2020  Kame Pilay 100 1500 16:35:25
» OR0000307  PINOOO1 Pink Shoes Pro-forma new quote1 245,525.00 ZAR  21/04/2020  Kame Pilay 100 1500 14:25:03

OR0000303  PINOOOL Pink Shoes New order new order 11500 ZAR  23/04/2020  Kame Pilay 100 1500 01:50:39

OR0000310  PINO0O1 Pink Shoes Invoiced order new order 2 621.00 ZAR 23/04/2020  Kame Pilay 1.00 15.00 02:15:11

. | Invoice

R BN o Do you wish to view the Invoice created, no. INV00005407

O——[=1

Open Windows ~ | User: JulandaK | 04/02/2021 | Version : 2,4.0.11 | Example Company 4

10. The Edit Customer Invoice screen will display where you can view or
make changes to the Invoice, if required.

11. Click on Back to return to the Sales Orders for Customer screen, or

12. Click on Save if you have made changes to the Invoice.

For a detailed handling of this topic refer to Orders - Convert to Sales Invoice
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Customers - Orders

$ - aitc-sm"nslnm-mpmvmuml-mm [ —lle | x
\7@ Equipment /Locations  Contract mee;m Inventory i I Projects Sales  Sevice  Reportng  Utiities ElE ad
Save Bad( Deiebe Save Layout
Maintain \,:. s i
Customer Name  Pink Shoes pl* Reference | test email * | silling address
Contact Name |Sam Twins p|* Status New »
Commercial Type Class Commerdal v|* Date & Time  04/02/2021 v | 144252 3
Salesman | Kame Pilay ~|= Shipping address -
Billing Customer Pink Shoes Pl Billing Contact | Sam Twins pl* d
Tnvoice Currency  South African Rand - Exchange Rate 13]*
TaxRate 15.00 - 15 | Suppress Line Detail on Print Addresses ‘ e ‘
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescription | WarehouseName  BatchSerialNo  Quantity  UnitCost  Markup  Discount | UnitSelingPrice | BaseCoyPrice  TaxRate
v a - ol o o0e o o = - = = = - =
» O Parts 5P500 Sprint Colour Co.... Sprint Colour Copier  Main Warehouse 1.000 0.000  0.000 0.000  210,000.000  210,000.000 1.
* B seetonen | | — [—
‘ »
Comment Sub Total 210,000.00
VAT 31,500.00
Grand Total 241,500.00
Open Windows ~ | User: JulandaK | 04/02/2021 | Version : 2,4,0.11 | Example Company &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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Customers - Orders

> for G - BPO: Version 2.4.0.11 - Example Company =l jx]
@7____\ Home | Equpment/lLocations  Contract  Finance [HR  Inventory " [Projects Sales  Sevice  Reportng  Utiities S ad
2xXE 06 Llrle &4 = =B 2 = "
OzXE 00 L[Fe . H @& @5 __ o
Edt Delete View | Back Forvard | Create | Create | Addltems NewDesl | SaveLayout wmpaoes Print Sales  Print Proforma  Export Refresh
Invoice |NewDeal| toWo  Project Order Invoice ‘ ‘
OrderNo | CustomerCode | CustomerName OrderStatusDesc  OrderDescription  OrderVakie | Currency OrderDate  Salesmaniame | ExchangeRate |TaRate OrderTme  DeptCode  Depthiame
e Es o e = 0 — o0c = = W ! A
OR0000301  PINOOO1 Pink Shoes Invoiced order test email 241,500.00 ZAR 07/04/2020  Kame Pillay 1.00 15.00 04:38:56
[+] oronoozoz oo Pink Shoes: New order test emai 724895.60 ZAR  0B/04/2020  Kame Play 100 15.00 09:5143
ORO0D0303  PINGOOL Prk Shoes New order Test emai 24189560 AR 09/04/2020  Kame Pilay 100 1500 16:35:25
ORO000307  PINGOO1 Pik Shoes: Invoiced order  new quote 1 24552500 7R 21/04/2020  Kame Pilay 100 1500 14:25:03
ORO000303  PINDOOL Pink Shoes New order new order 11500 ZAR  23/04/2020  KamePilay 100 1500 01:50:39
ORO000310  PINOOD1 Pink Shoes Invoiced order new order 2 621.00 ZAR 23/04/2020  Kame Pillay 1.00 15,00 02:15:11
— y
Open Windows | User : JulandeK | 04/02/2021 | Version : 2.40.11 | Example Company

"The New Deal screen will be displayed." on page 3
5. 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.

7. When you have completed the new deal information, click on OK.
8. When you receive the New Deal message to confirm that;
The new deal call has been created, reference no. [ref-
erence number]
9. Click on OK.
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Customers - Orders

$ - .—__proewoeal ; —JtaJx
% Home | Equipment /Locations Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing Procurement  Sales  Service  Reporting Utilities -
=
Client Contact | Sam Twins v|*
Rental Deal [ ]
I(aITvn: New Deal Sale . |4/‘.
-

Description 850004

Call Date & Time 04/02/2021  ~ 15:11:04 3
Scheduled Start  24/10/2019 v

Scheduled End 31/10/2013  ~
New Deal X

New Deal Location Pinetown

Assigned to | Belinda Sharman
0 The new deal call has been created, reference no. CNODOSTES.

O— [ ]

Open Windows ~ User : Julandak | 04/02/2021 | Version : 2.4.0.11 | Example Company 4

10. You will return to the Sales Orders screen.
11. The OrderStatusDesc will have updated to Invoiced order.

For a detailed handling of this topic refer to Orders - Convert to New Deal
Sale / Rental

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;
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TECHMNOLOGSTES

Customers - Orders

* Are you sure you wish to add these order items to asso-
ciated work order no [ J?
5. If you are certain about your selection, click on Yes.

$ - Sales Orders for Customer PANOO1 .11 - Example Compan: — (o
@ | Home | Ecupment/Locations © Contract  Finsnce [HR  Inventory  Maintenance /Frojects  Manufacturing  Proarement  Sales  Service  Reporting  Utiities - &
= a7 - 8 [T 7 2 =

OUXE 00 L T[oe R B & @ &8 __ o

= z ml b [ e =
Add  Edit Delete View | Back forward | Create  Create | AddItems [NewDesl | Savelsyout Workspaces | PrintSales  PrintProforma  Export Refresh
| Invoice  New Deal | to WO Praject - Order Invoice ‘
Maintain | T Process \ Al Format J Print Al Current )
Orderflo CustomerCode | Customerhiame OrderstatusDesc DrderDesa\pmrderVa\ua Curency OrderDate  SalesmanName  ExchangeRate TaxRate  OrderTme  DeptCode | Deptilame

v d0c ol o ol ol = s = s = = o0e s o0e
ORDO0ODET  PANDDL Panda Copiers Invoicedorder  CO789 674.50 USD 11/11/2014  Belinda Sharman 1000 1400 16:20:42
ORO000130  PANOD1L Panda Copiers Invoiced order  test 59.00 USD 19/04/2016  Belinda Sharman 1000 1400 17:00:18
ORO000147  PANODL Fanda Copiers Invoiced order  OR121212 000 USD  O05/07f2016 Belinda Sharman 1000 14.00 09:16:25
ORDO00209  PANDDL Panda Copiers Invaiced order 44,86 USD  07/08/2017  Bianca Du Toit 1000 1400 11:39:08
ORDO0D305  PANDDL Panda Copiers New order Test 854.00 USD 14/04/2020  Kame Pilay 10.00 0.00 11:59:51

Donununxm PANDO1 Panda Copiers New order Panda WO Refl 3500 USD  05/02/2021 Julanda Kessler 10.00 0.00 15:01:08

Add ltems to WO

Are you sure you wish to add these order items to associated work
ordér no, WODODS779?

Yes

.—.

Cpen Windows ~

| User : Julandak | 05/02/2021 | Version: 2.4.0.11 | Example Company -

You will return to the Sales Orders for Customer listing screen.
The Work Order items will have been added to the Sales Order.
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
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TECHMNOLOGSTES

Customers - Orders

$ - — for Customer PANOO1 - BPO: Version 2.4.0.11 - Example Company =N
[~ @ tome | Equpment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufocturing  Procurement  Soles  Service  Reporting  Utlities 2 X
P = ; =T @ =N
4
(+ » Q @ @ @ lﬁ o =i L4
Add = View | Back Forward Save Layout Workspaces | PrintSaes P = Export Refresh
hd Order
Maintain 4| Mavigation . Process A Format g Print A Current 4 &
Orderto CustomerCode  Cu o Desc | OrderDesaipion  OrderValue  Currency CrderDate  Salesmaniame  ExchangeRate TaxRate OrderTime  DeptCode | Deptiame
v |0 o o o0c s = Wl = ol = = o ol o
ORODO00S7  PANOO1 Panda Copiers Invoicedorder  CO789 674,50 USD 11/11/2014  Belinda Sharman 10.00 1400 16:20:42
ORODO0130  PANOO1 Panda Copiers Invoicedorder  test 55.00 USD 19/04/2016  Belinda Sharman 10.00 1400 17:00:18
OROD00147  PANDO1 Panda Copiers Invoicedorder  OR121212 0.00 USD  05/07/2016  Belinda Sharman 1000 1400 09:16:25
OROD00203  PANOO1 Panda Copiers Invoiced order 4495 USD  07/08/2017  BiancaDuToit 1000 1400 11:39:08
OROD00305  PANDD1 Panda Copiers New order Test 854.00 USD 14/04/2020  Kame Pilay 10.00 0.00 11:50:51
» OROO0D31S  PANOOL Panda Copiers Panda WO Refl 3500 USD  05M02/2021  Julanda Kessler 10.00 0.00 15:01:08
‘ v
Open Windows + | User : AbigaiM | 08/02/2021 | Version: 2.4.0.11 | Example Company

NEW DEAL PROJECT

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.
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Customers - Orders

3. Click on New Deal Project.

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

Deal Project.
‘ kd Sales Orders for Customer PANOO1 - BPO: Version 2.4.0.11 - Example Company [—Jlo [ x
{ e | Home | i /locatons  Contract  Finance /HR  Inventory i [Projects  Manufacturing  Pr Sales  Service  Repor.'h - & Xx
O XE 0O & O|i £ & w® 5
2 = &S ™
O X 5 00 o 0 O|&|n Rl *
Add Edit Delete View Back Forward Create  Create  Add Items] New Deal = Print Sales Print Proforma  Export Refresh
Invoice NewDeal toWO | Project |\ Order Invoice |
Maintair 4| Navigati Al Process \ Print A Current | i
OrderNo CustomerCode  Ci Order sDesc | OrderDescripti OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate  OrderTime
? e ac e o e = e = o0 — —. o
ORD000067  PANOO1 Panda Copiers Invoiced order COo789 674.50 USD 11/11/2014  Belinda Sharman 10.00 14.00 16:20:42
OR0000130  PANOO1 Panda Copiers Invoiced order test 59.00 usD 19/04/2016  Belinda Sharman 10.00 14.00 17:00:18
ORD000147  PANOO1 Panda Copiers Invoiced order OR121212 0,00 USD 05/07/2016  Belinda Sharman 10.00 14.00 09:16:25
ORD0OD0203  PANOO1 Panda Copiers New order 44.96 USD 07/08/2017  Bianca Du Toit 10.00 14.00 11:39:08
ORD000305  PANOO1 Panda Copiers New order Test 854.00 USD 14/04/2020  Kame Pilay 10.00 0.00 11:59:51
‘ »
‘ Open Windows v | User : JulandaK | 05/02/2021 @ Version: 2.4.0.11 = Example Company 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.
When you receive the New Deal message to confirm that;
* The new deal project has been created, reference no. [ref-

N o ok

erence number]
8. Click on OK.
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a ¥ New Deal Project - JLa

% Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporh -

&

Client Contact John Markus | ®
Contact Type Project Manager v
Rental Deal
Work Order Type New Deal Sale v *
Description 8601010202 *

Scheduled Start | 05/02/2021 -

Scheduled End | 12/02/2021 = New Deal X
New Deals Location Durban North P *
Assigned to  Wesley Haynes v|® o The new deal project has been created, reference no. PRIOD00405.
® »[ o
Open Windows v User : Julandak | 05/02/2021 = Version : 2.4.0.11 = Example Company g

9. You will return to the Sales Order screen.
10. The OrderStatusDesc will have updated to Invoiced order.

For a detailed handling of this topic refer to Orders - Convert to New Deal

Project

PRINT SALES ORDER [/ PRINT PROFORMA INVOICE
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Customers - Orders

1. From the View Customer Order - OR[Order Number] screen,
2. Click the print option that you require.

* Print Sales Order

* Print Proforma Invoice
3. The example has Print Proforma Invoice selected.

$ - .,_/>v-ewmstunm0rder-oem307-mvmmn-mmplecemw — o lx
@ | fome | Equpment/locaons  Conract  Finance /MR Inventory [Projects Sdes  Sevice  Reporing  Utiites - & x
& f (2 @

© B | & £ o
Back Save Layout | Print Sales  Print Proformal
Order Invoice __|
a D
Customer Name Pink Shoes * Reference new quotel Billing address
Contact Name Sam Twins Status N bil add
Commercial Type Class Commercial * Order Date & Time 21/04/2020 v |14:25:03
Salesman Kame Pilay . Shipping address
Billing Customer Pink Shoes . Billing Contact 'Sam Twins - R"‘g:g’
Exchange Rate 1. Town
|

Order Currency South African Rand
Addresses | Related References

15.00

Tax Rate
SuppressOnPrint  ItemType | ItemCode  ItemDescription OrderLineDesaription | WarehouseName  Quantity | QuantityPerUOP  UnitType  UnitCost Markup  Discount  UnitSelingPrice | BaseCcyPrice
e e = = w0 = = = = =

% alc e e #0c
» No NN SP500 Sprint Colour Cop... Sprint Colour Copier  Main Warehouse 1.000 0.000 175,000...  0.000 0.000  210,000.000  210,000.000
No INVN SOPGFT  S50PageFeeder .. 50PageFeeder Tray  Main Warehouse 1.000 0.000 0.000  0.000 0.000 3,500.000 3,500.000

v
Sub Total 213,500.00 |

Comment
VAT ‘ 32,025.00 ‘

Grand Total 245,525.00

User : Julandak | 04/02/2021 | Version: 2.4,0.11 = Example Company Y

Open Windows ~

4. The Select the option as desired message will display, prompting for

your response.
5. Click on the radio button to select to either Print Order, Email Order

or Print and Email Order.

E/j When selecting to Email the Quote, the quote will be emailed via the

BPO Email Service on the server and not from MS Outlook.
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6. The example has Print Order selected.
7. Click on Accept to proceed.

® - R e e aiBAE
. - Fommert | ocators Cortract Fraree & el o e - - Sy i - @ =
-
o : o
- =4 -
Bed  Sewiedt  Ptiees St Selene
» i
(wetomney Rome e o o Boteronce oo sow [V SSpPe.
oot Romme e " . aten ol ot
(ommemacwsl ow e ——— © Owder Date & Teme _Ca X * e
R . vy aabas
g (wotomer e Sow o g (oot s . _“_:
Owdes (wrvemcy ot A bare 1w hange Rate /. Tomn
Tae Sate R ASS S ot e
W Select the option as desired 4~ T
SEEenOPet  Newge DeeCels  DesCesopte » g { e Owtent ek Ommet  UeSelngus  BeseCovee
Home
v 9 ° o ° o -

.- PN PN O Om e @ o AN G0 080 MO  2I.0000
. e o Wugeronte W0l \cceot | cancel o 00 EE 3 1,500 000 3,500 900
OCESSir D

() Print and Email Order
et b el 213900 00
wAT nsnw
ot o Vol Mine
g s © Vs M ABNIEI1 vewen 14811 Esaegle Company

8. The Sales Order and/or the Proforma Invoice (this will depend on the
print option you made earlier) will display in the Preview screen.

9. 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.

10. 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

Help v2.5.1.4 - Pg 24 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#$$xref$$_244
#$$xref$$_243
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Customers - Orders

File

(3 Preview 4—.

View Background

N CEIEEY

W% | @

Pagelof1

Proforma Invoice
Example Company

StreetNoandRoadName — POBox1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asads21 FaxNo.: 031124545
VATNo.: 0000000 TelNo.: 0311234567
DocumentRef.:  OR0000307
Date : 21/04/2020 00:00:00
Sales Person: KamePillay Your Ref : new quotel
Attention : Sam Twins Ship Contact : Sam Twins
Billing bill add Shipping PINODO1 - Pink Shaes
Address : Address : e
Road
Town
010203
Customer : PINOGO1 - Pink Shoes
Tl No.: 031 456 7834 031456 7854
Fax No.:
VAT No. : 1234 pillaykame 1@ gmail.com
Ttem Code Ttem Description UnitPrice  Discount %  Net Price Total
SP500 Sprint Colour Copier 210,000.00 000 210,000.00 241,500.00
S0PGFT 50 Page Feeder Tray 3500.00 0.00 3,500.00 4025.00

100% ()

&

MNU.061.032
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