Customers - Invoices

SALES

CUSTOMERS - INVOICES

The Invoices tile from the Customer Listing screen will allow you to Add,

Edit, Comment and Reference, View and Print an Invoice.

Sales Invoices may have been created from other screens within BPO (such
as Calls or Projects), but all Sales Invoices created for the selected Customer

will be listed here.

If a Sales Invoice is created from this screen without linking to a related pro-
ject, call or work order, that invoice is classified as OTC (Over the Counter).

OTC (Over the Counter) Invoices are sales invoices that are created without
going through the New Deal Sale process (and therefore the costs are not
managed via Work In Progress). This is best used for a Shop Sale environment
where a customer is invoiced before the stock or service is collected. This
would be for a quick stock sale or internal service. Where delivery, third
party services or time would be spent on work, installation or imple-
mentation, it is advised to rather follow a New Deal Sale process. A Sales
Quote or Sales Order can be converted to a Sales Invoice, or a Sales Invoice
can be created directly. Where stock is invoiced, a part request is created so
that the stock can be issued to the invoice - its imperative to have strong con-
trols in place to ensure that stock is issued by the store person.For a sim-

plified OTC Invoicing process for stock items, see POS Invoicing.

The Issues Functions tab will display stock that is issued to the invoice, where

itis an OTC Invoice.

Ribbon Access: Sales > Customers
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Customers - Invoices

$ - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =B | x|
‘ E \ Equipment / Locations Contract an:/m Inventory lPruj:c(: i Sales ; Service Reporting Utilities
B 4 & 55 66 H
Customers| Services Commercials | POSLite Quotes Orders Invoices Credt Statement
Run
Master Processing ad

1. The Customer Listing screen will be displayed.
2. Select the Site where the customer can be located.
e 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 Invoices you wish to work with.
5. Click on the Invoices tile.

$ - Customer Listing - BPO; Version 2.5.0.4 - Example Company v2.5.0.0 [—J(B ][]
\77677 Home  Equipment /locations  Contract Finance /HR  Inventory i /Projects  Man i Sales  Service  Reporting  Utiities - & x
O 2 & AGQ = vlge D & Dy &
Add  Edt Descivate Delts Sync  View | Savelayout Workspaces | Hold  Release e S| _wn fepacal PR ‘
Processing . Format 4 Current - eports 4 Print . L
Links »
i 2 CustomerCode CustomerType CustomerName Department DeptName SiteDescription  CustomerCreditLimit  CustomerWebSite CustomerPhoneNumber  Custome
v e W0 o0 o o W - o0 o0 e~
Journals cusoo1 RE Cash Sales Account Durban 10,000.00 000 000 0000 0000
HOPOOL RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 9876
DER001 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 1234785 98/7
OFF001 RE Office Supplies Uniimited Durban 75,000,000.00 WWw.CNn.co.za 031789 4561 9874
YES001 o Young Electric Durban 100,000.00 082555555 2314
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561 1234
TIA001 RE Titan Group Durban 100,000.00 www.web.co.za 0318529632 1232
] BOTO001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031 789 4563 9874
SAMOO1 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 1234
bug Danny Storm IT Cafe Durban 75,000,00 031 785 4785 1236
RE Panda Copiers Durban 50,000.00 031 123 4567 1234
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561 6654
PINDODL GV Pink Shoes Durban 0.00 031 456 7894 1234
HILOODOO1 ~ HILLCRESTP  Mary Contrary Durban 0.00 083 559 0000
SHODDD0O1 ~ SHONGWENIP Mike Goldwen Durban 0.00 083 559 1234 0000
JUS001 RE Just In Time Durban 50,000.00 www.justintime.co.za 031 123 4567 1234
Credit Notes LITO00 1 RE Littie Bee Honey Durban 0.00 www.bee.co.za 031 123 4567 1234
GREDO1 RE Green Tea Supplies Durban 75,000.00 031 456 7891 1234
FINOOO1 RE Fine Hair Salon Durban 10,000.00 www.finehair.co.za 031 123 4567 1234
BETO001 RE Betties Summer Shop at t Durban 0.00 1234
Hotes biancad RE North West Branch Durban 0.00 0
| Danoo2 m Dancina Shoes Durban 10.000.00 031 123 4567 124 B
Open Windows + | User: JuandaK | 05/10/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

6. The Sales Invoices for Customer [customer code] screen will display.

7. The Site from the Customer Listing screen will not automatically pull
through to the Sales Invoices for Customer screen, click on the down
arrow to change the Site filter.
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Customers - Invoices

ADD SALES INVOICE

8. Click on Add.

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

s - Sales Invoices for Customer BOT0001 - BPO: Version 2.4.0.11 - Example Company — (=[x
| @ | vome | cqupment/Locaons  Contract  Finance /MR Inventory [Projects i Ssles  Service  Reporting  Utiities = & X

« 8 § 8 H &

Edit Commentand View SaveLayout Workspaces Print  Ser

g
Mal Q

oS
Links »
s InvoiceNo  CustomerCode clnfwham Depthame  InvoiceDescription | InvoiceValue = HnvoiceStat... Curency | CriNotes CrTotal ExchangeRate
Functions v e [ PRL 0l o = 0 el ol = -

» |Invoooo398 BOTO0O1 Bothas Networking ... Swap out Invoice 4,550.00 New R 0.00 1.00

INVO000366 BOTO0001 Bothas Networking i test 2,565.00 Printed usd 0.00 100

INVOD00298 BOTO0001 Bothas Networkingi.. 1234 10,944.00 Printed usD 0.00 10.00

INVOD00296 BOTO0001 Bothas Networkingi.. 1234 1,083.00 Printed 28R 0.00 1.00

INVOD00295 BOTO0001 Bothas Networkingi... frm order 1,083.00 Printed AR 0.00 10.00

INVOD00280 BOTO0001 Bothas Networkingi... forest tests projec... 14,29 Printed usb 0.00 10.00

V0000279 BOT0001 Bothas Networkingi... 1234 4,3%3.18 Printed usD 0.00 10.00

INVO000276 BOT0001 Bothas Networkingi... forest tests projec... 136.23 Printed uso 0.00 10.00

INVO000275 BOT0001 Bothas Networking i forex tests. 102.79 Printed usd 0.00 10.00

INVOD00274 BOTO0001 Bothas Networkingi forex tests. 116.83 Printed usD 0.00 10.00

INVOD00273 BOTO0001 Bothas Networkingi... test forex with tax 147.63 Printed usD 0.00 10.00

INVO000188 BOT0001 Bothas Networkingi... test 287.30 Printed ZAR 0.00 100

INVO000109 BOTO0001 Bothas Networking i test 517.49 Printed ZAR 0.00 100

INVOD00056 BOTO0001 Bothas Networking i OR 12 - Additional 34,855.00 Printed ZAR (CN00000B6 (N) 38,162.50 1.00

INVOD000S5 BOTO0001 Bothas Networkingi.. test 38,940.38 Printed 28R 0.00 1.00

INVOD00047 BOT0001 Bothas Networking i OR 654789 17,100.50 Printed ZAR 0.00 1.00

p— -

| Open Windows ~ | User : JuiandaK | 08/02/2021 | Version : 2.4.0.11 | Example Company

9. " The Add new Customer Invoice screen will display. " on page 2
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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Customers - Invoices

$ - Add new Customer Tnvoice - BPO: Version 2.4.0,11 - Example Company — (B ix
| | Home | Equpment/locatons  Contract  Finance /HR Inventory /Projects 4 Sales  Service  Reporting  Utiities - &
Save Back Delete | Savelayout
Ttem
Maintain - Format 4 2
Customer Name  Builders Storehouse L= Reference PO:BS250 - Billing address
Contact Name  Jackie van Scalkwyk Pl Status New aledoa L -
Commercial Type Class Commercial -] Date & Time 03/02/2021  ~ 1LiSiR2 = -
Salesman | Juiands Kessier v|* ;| Shipping address
Billing Customer  Buiders Storshouse £/ *  Billing Contact | Jackie van Scakwyk o+ éﬂs;‘:;n‘”d L~
ice Currency | South African Rand - Exchange Rate a3 | Dawny Industrial Complex
Tax Rate 15.00 v 15 Su ppress Line Detail on Print Addresses | Related References |
SuppressOnPrint | ItemType ItemCode  ItemDescription | InvoicelineDescription  WarehouseName  BatchSerialNo | Quantty  UnitCost  Markup | Discount  UnitSelingPrice  BaseCeyPrice | TaxRate | Dep
) =) - L3 -3 e 3 L3 - - = = = = e
SR e — S e
. »
Comment Sub Total 0.00
VAT 0.00
Grand Total 0.00
Open Windows ~ | User: Juandak | 08/02/2021 | Version : 2.4.0.11 | Example Company

12. Click on the Related References tab to enter the reference information
for the Customer Order.
* When referencing a call or work order which has stock

issued, but no invoice was created, these items will auto pop-
ulate.
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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Customers - Invoices

® - Edit Customer Tnvoice - TNV0000532 - 570 Version 2.5.0.5 - Example Company.
| @ | tome | Ecupment/Locaons  Contat  Fnance /R Inentory  Mantenance [Projects  Manufictring  Proarement  Sales  Servke  Reporting  Utifies
OxX ®
=
Sove  Back Dekte | Savelayout
Ttem
Vaintain .| Format . a
Customer Name | Hope Works (Piy) Ltd pl* Reference Nova = | Biling address
ContactName | Accounts Contact Ll Status New Eg::m"sﬂ oo
Commercial Default ~|* Date & Time  01/04/2022 - 133434 b
Salesman | Bianca CuTot - ng address
Billing Customer | Hape Works (Pty) Ltd £+ Billing Contact |Accounts Contact BN 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 I o = - - = = - - 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 SalesDepar.. A
[ Internal Service DEL DeliveryFee  Delivery Fee 1000 0.000  0.000  10.000 960,000 960.000 15,000 SelesDepar.. A
3 [u] Warranty 5w 1 Year Supplier ... 1 Year Supplier Warra 1000 0000 0.000  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

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.

$ Add new Customer Invoice - BPO: Version 2.4.0.11 - Example Company
| @ | vome | Equpment/locatns  Conwact  France /MR Inventory /Projects Ssles  Service  Reporting  Utiities - & x
Back Delete | Savelayout
Item
tain - 4 [
Customer Name  Buiders Storehouse Ealhd Reference PO: BS250 N Ry Rete
» Order No #,
Contact Name | Jacke van Scalkwyk ik Status New
= Work Order Reference
Commerdial Type Class Commerdial v|® Date & Time 08/02/2021 v | 11:15:32 - cenaio
eri
Salesman  Julanda Kessier - e ——
i . i .
Billing Customer  Buiders Storehouse P Billing Contact Jackie van Scalkwyk pel Contractho
Invoice Currency  South African Rand - Exchange Rate 135]* Project Reference .
Tax Rate 15.00 - 15 || Suppress Line Detail on Print Y Related References
SuppressOnPrint  ItemType | ItemCode InvoicelineDescripti Quantity  UnitCost | Markup | Discount UnitSelingPrice  BaseCoyPrice  TaxRate  Deg
¢ ] - o o0 - = - - - - - ol
» w} Parts 1717-147C  Black Toner SP1717 Black Toner SP1717  Main Warehouse 1000 0.000  0.000 0.000 540.000 ¢ 540.000]  15.000 Sa
B | |
« »
Comment Sub Total | 540.00
4—. VAT 81.00
Grand Total | 621.00
Open Windows ~ | User ; JlandaK | 08/02/2021 | Version ; 240,11 | Example Company
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Customers - Invoices

16. The Sales Invoices for Customer 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)
o - e i bk | O Versann LA LT | samghe ooy =\0 .=
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e .
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v o d Q o Kl Ll o o
+| mwoooo3ss soTooo1 Bothas Networking i... Swap out Invoice 4,560.00 New ZAR 0.00 Lml
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EDIT SALES INVOICE

1. From the Sales Invoices for Customer [customer code] screen,
2. Ensure that the correct Site has been selected, by clicking on the arrow
to change the Site filter.
* The Sales Invoices for Customer listing screen will be
updated with the Customer Invoices for the selected site.
3. Select the row of the Invoice you wish to edit.
4. Click on Edit.

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

Customers - Invoices

$ - Sales Invoices for Customer BOTO001 - BPO: Version 2.4.0.11 - Example Company — o x]
| @ | vome | Equipment/locations  Conract  Finance /MR Inventory [Projects Mar Ssles  Service  Reporting  Utiities - @ x
NS = = = > =X :
B = & & B ® &
Add Edit | Commentand View Save Layout Workspaces Print  Send Refresh
v@ 7 !
sintan ; a
Links ) \. .
e P T iavicao [ QustomerGode. [ Customerame Deptiame Currency | Crivotes _ . CrTotal ExchangeRate
Functions v ol e e W LAl = o o 0 N E =
[+]woooasss orooor Bothas Networkingii... 540 4,560.00 New R 0.00 100
INV0000366 BOTO0001 Boﬂ\asNeMorh’\gl, test 2,565.00 Printed usb 0.00 1.00
INVO000298 BOT0001 Bothas Networking . 1234 10,944.00 Printed usp 0.00 10.00
INVO000296 BOT0001 Bothes Networkingi... 1234 1,083.00 Printed R 0.00 100
1INVO000295 BOT0001 Bothas Networkingi.. frm order 1,083.00 Printed ZAR 0.00 10.00
INVOOQ0280 BOT0001 Bothas Networking i... forest tests projec... 14.29 Printed usD 0.00 10.00
INVO000279 BOT001 Bothas Networkingii.. 1234 4,363.18 Printed usp 0.00 10.00
INVO000276 BOT0001 Bothas Netwarkingi... forest tests projec... 136.23 Printed usD 0.00 10.00
1INV0000275 BOT0001 Bothas Networking i.. forex tests 102.79 Printed usD 0.00 10.00
INVO000274 BOT0001 Bothas Networking i... forex tests 116,83 Printed usD 0.00 10.00
INVO000273 BOT00O1 Bothas Networking i. test forex with tax 147.63 Printed usp 0.00 10.00
INVO000188 BOTO00OL Bothas Networkingi... test 287.30 Printed ZAR 0.00 100
1INVO000109 BOT0001 Bothas Networking i.. test 517.49 Printed ZAR 0.00 100
[INVO000056 BOT0001 Bothas Networkingi.. OR 12 - Additional ... 34,855.00 Printed ZAR CNO000066 (N) 38,162.50 100
INVO00OSS BOT0001 Bothas Networking i. test 38,940.38 Printed 7 0.00 100
INVO000047 BOT00O1 Bothas Networking... OR 654789 17,100.50 Printed R 0.00 100
‘ ,
|

Open Windows ¥

| User: JulandaK | 12/03/2021 | Version:2.4.0.11 = Example Company

5. "The

Edit Customer Invoice - [invoice number] screen will display. " on

page 2

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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TECHMNOLOGTES Customers - |nVOiC€S

invoice when generated.

$ - Edit Customer Invoice - INVODO0532 - BP0: Version 2.5.0.9 - Example Company 3|
| @ || Home | Equpment/iocatons  Contact  Fnance /MR Inventory  Maintenance [Projects  Manufacturng  Procwement  Sales  Service  Reportng  Utilies _ & x
Ox 1/
=
Sove Back Dekte | Savelayout
Ttem
Maintain .| Format . 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 Toun -
Salesman BancaluTot v * Shipping address
Billing Customer | Hope Works (Pty) Ltd £t Billing Contact |Accounts Contact BN
Invoice Currency  South African Rand ~ Exchange Rate 15]*
TaxRate | 15.00 - 15 [] suppress Line Detail on Print Addresses | Related References
SuppressOrPrint  ItemType ItemCode  ltemDescription | InvoiceL Quantty | UnitCost | Markup | Dscount  Unitselingrice | BaseCcyrice | TaxRate | Department | Status
A = 3 3 L3 e = = = = = = = e e
[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 SalesDepar.. A
[} Internal Service DEL DeliveryFee  Delivery Fee 1000 0000 0.000  10.000 960.000 960.000  15.000 SelesDepar.. 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 Sub Total 2,533.95
Grand Total
Open Windows ¥ | User:BiancaD | 25/03/2022 | Version: 2.5.0.9 | Example Company

8. Click on Save.

éa For a detailed handling of this topic refer to Invoices - Edit Sales

Invoice
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Customers - Invoices

$ - .—__bmtcm"mmm-mvmom-mvmu.ul-mﬁemw (=Jlajlx
e | por€ | Equpment/locaions  Contract  Finance /R Inventory [Projects  Mar i Procwement  Sales  Service  Reporting  Utiiies - & x
Save | Back |Delete | SaveLayout RS
tem [ R
Maintair .| Fomat . vos '
Customer Name  Bothas Networking inc. L[+ Reference SP540 o L .| Billing address
Contact Name Joan Botha s pl* Status New b « [Branch Name p L
S Postbox No
Commercial | Discount Commercial RN Date&Time 30/10/2017  ~  13:3%10 N
Salesman |Bianca Du Toit Sl S s, scnminl
. 3 " . [129BulRd p
Billing Customer | Cash Sales Account £ *.  Billing Contact | Customer Contact pl= -
Invoice Currency | South African Rand - " Exchange Rate 13]* ":" town Cenbdl, 5
Tax Rate - 1 N | Suppress Line Detail on Print ddresses | Related References
int  ItemType ItemCode  ItemDescription | Invoicel AN v Vlenry UnitCost  Markup  Discount  UnitSelingPrice  BaseCcyPrice  TaxRate Department  Status
v - e 3 alc [N e = = = = = = = e
» Internal Service INST InstalationFee  Instalation Fee N 1,000 0000 0000  10.000 800.000 800.000  15.000 Sales Depar
- seect e [ : [
Comment | Swap out Invoice Sub Total 720.00
VAT 108.00
Grand Total 828.00
Open Windows + | User: JulandaK = 12/03/2021 | Version:2.4.0.11 | Example Company |

You will return to the updated Sales Invoices for Customer listing screen.

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 Customer [customer code] screen,
2. Select the row of the Invoice you wish to add or view the Comment and
Reference information for.

3. Click on Comment and Reference.

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

Reference.
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Customers - Invoices

® - @ > 5oes Invoices for Customer BOTO001 - BPO: Version 2.4.0.11 - Example Company (B ]
| @ | vome | Equpment/iocatons  Contact  Finance /MR Inventory [Projects i Sdes  Semice  Reportng  Utiites - & x
p a7 - = =X =
O B2 B B &£ o - [+ ¥
| add  Edt |commentand| vew | savelayout Workspaces | Print sendinvoces Export Refresh
Reference = To Print Queue |
Maintain 4 Format 4 Print i Current " P
Links L] \.
Entertextiosearche Pl eNo | CustomerCode | CustomerName Depthame  InvoiceDesaription | InvoiceValue  InvoiceStat... | Currency  Criotes CrTotal ExchangeRate
Functions v I 0 0 o0 = o0: e e = -
3| BOT0001 Bothas Networking i.. Swap out Invoice 4,560.00 New R 0.00 1.00
BOTO001 Bothas Networking i. test 2,565.00 Printed usD 0.00 1.00
INVO000298 BOTOO0L Bothas Networking 1234 10,944.00 Printed usD 0.00 10.00
INVO000296 BOTO001 Bothas Networking i 1234 1,083.00 Printed R 0.00 100
1INV0000295 BOTO001 Bothas Networking i. frm order 1,083.00 Printed ZAR 0.00 10.00
1INV0000280 BOTO001 Bothas Networking i. forest tests projec. 14.29 Printed usD 0.00 10.00
INVO000279 BOTOODL Bothas Netwarking .. 1234 4,363.18 Printed usD 0.00 10.00
INVODDO276 BOTODDL Bothas Netwarking .. florest tests projec... 136.23 Printed usp 0.00 10.00
1INV0000275 BOTO001 Bothas Networking i. forex tests 102.79 Printed usD 0.00 10.00
INVOD00274 BOTOODL Bothas Networking forex tests 116,83 Printed usp 0.00 10.00
INVO000273 BOTO00L Bothas Networking i test forex with tax 147.63 Printed usD 0.00 10.00
INV0000188 BOTO001 Bothas Networking i. test 287.30 Printed ZAR 0.00 100
INV0000109 BOTO001 Bothas Networking i. test 517.49 Printed ZAR 0.00 1.00
INVOD00OS6 BOTOO0L Bothas Networkng | OR 12 - Additional 34,855.00 Printed R CND00D0SS () 38,162.50 100
INVO000OSS BOTO00L Bothas Networking test 38,340.38 Printed R 0.00 100
INV0000047 BOTOO0L Bothas Netwarking .. OR 654789 17,100.50 Printed R 0.00 100
Open Windows + | User : Jiandak | 08/02/2021 | Verson: 2.4.0.11 | Example Company

4. "The Invoice No. [invoice number] comment maintenance screen will dis-
play." on page 2The Invoice No: INV[invoice number] comment main-
tenance screen will display.

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

6. 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
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Customers - Invoices

$ - .———»nwmnmmomasawmme»«-mummu-mmkc«m =l o|Lx
@ | Home | Equpment/locsons  Contract  Fnance /MR Inventory [Projects Sdles  Serice  Reportng  Utiites - & x
e
et . s
Reference SP540| *
Comments Swap out Invoice
Open Windows v User : Julandak | 08/02/2021 | Version : 2.4.0.11 | Example Company

VIEW CUSTOMER INVOICE

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

View screen.

1. From the Sales Invoices for Customer [customer code] listing screen,
2. Select the row of the Invoice you wish to view.
3. Click on View.
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$ - .———»&ushwﬁmforCustomrnoTooox-mvmuml-mcm-w - e
@ | tome | Equpment/locatons  Contract  Fnance /MR Inventory [Projects i Sdes  Semice  Reportng  Utites _ &
() - 2 o P
O B = B o &
| Add Edit  Comment and Print  SendInvoices  Export Refresh
Reference T e
>N
L b £
Links 2
Enter te A
InvoiceNo  CustomerCode  CustomerName DepthName InvoiceDesaription  InvoiceValue  InvoiceStat... Currency  CriNotes CrTotal ExchangeRate
v o e ol = o o o = =
I Bothas Networking i.. Swap out Invoice 4,560.00 New R 0.00 1.00
Bothas Networking i. test 2,565.00 Printed usD 0.00 1.00
1INV0000298 BOT0001 Bothas Networking i 1234 10,944.00 Printed usD 0.00 10.00
INV0000296 BOTO001 Bothas Networking i 1234 1,083.00 Printed ZAR 0.00 1.00
1INV0000295 BOTO001 Bothas Networking i. frm order 1,083.00 Printed AR 0.00 10.00
1INV0000280 BOTO001 Bothas Networking i. forest tests projec. 14.29 Printed usD 0.00 10.00
INV0000279 BOT0001 Bothas Networking i... 1234 4,363.18 Printed usD 0.00 10.00
INV0000276 BOTO001 Bothas Networking i... forest tests projec... 136,23 Printed usd 0.00 10.00
1INV0000275 BOTO001 Bothas Networking i. forex tests 102.79 Printed usD 0.00 10.00
1INV0000274 BOTO0001 Bothas Networking i forex tests 116.83 Printed usb 0.00 10.00
1INV0000273 BOTO001 Bothas Networking i test forex with tax 147.63 Printed usD 0.00 10.00
INV0000188 BOTO001 Bothas Networking i. test 287.30 Printed ZAR 0.00 100
INV0000109 BOTO001 Bothas Networking i. test 517.49 Printed ZAR 0.00 1.00
INV00000S6 BOTO001 Bothas Networking i OR 12 - Additional 34,855.00 Printed AR CND0000ES (N) 38,162.50 1.00
INV00000S5 BOT0001 Bothas Networking i test 38,940.38 Printed 28R 0.00 100
INV0000047 BOTO001 Bothas Networking i... OR 654789 17,100.50 Printed ZAR 0.00 1.00

Open Windows

| User:JuiandsK | 08/02/2021 | Version: 2.4.0.11 | Example Company

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

5. Note the Comment and Reference Number fields have been updated

with the changes made, using the Comment and Reference button.

6. 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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View Customer Invoice - INVO000398 - BPO: Version 2.4.0.11 - Example Company

s -
@ | tome | Equpment/locatons  Contract  France /MR Inventory [Projects Sdles  Serice  Reportng  Utiites - &
O B &
Back | Savelayout | Prnt
| «~
Customer Name  Eothas Networking inc . [Reference se50 =] eilling address
' Status New g;asfg;;m‘e

Contact Name | Joan Botha
Commercial Discount Commercial
Salesman  Bianca Du Toit
Billing Customer | Cash Sales Account

Date & Time [30/10/2017  + 13:34:10
Shipping address
_ . | [129BulRd
Billing Contact | Customer Contact Jersey Town

New town Central

Exchange Rate 1

Invoice Currency |South African Rand
Tax Rate 14 Suppress Line Detail on Print T— |
Discount  UnitSelingPrice  BaseCoyPrice | TaxRate  Der]

iption | InvoicelineDescription | WarehouseName  BatchSerialNo | Quantity | UnitCost | Markup

SuppressOnPrint | ItemType ItemCode  Item!
e e o = = = -

O o o
Comment | Swap out Invoice Sub Total 0.00
VAT 0.00
Grand Total 0.00

Open Windows User : JulandsK | 08/02/2021 | Version: 2.4.0.11 | Example Company

PRINT INVOICE

E/,T You will be able to Print Invoice, Email Invoice or Print and Email the Sales
Invoice from the Sales Invoices for Customer listing screen or the View Customer

Invoice screen.

From the Sales Invoices for Customer [customer code] screen,
Click on the row of the Invoice you wish to print.

Click on Print.
The Select the option as desired message will display.

Click on the radio button of the option you require.

ok bR

=

‘ﬁ' 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.
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6. Click on Accept.

® - .———bslunwumbrcmrcusoo: BPO: Version 2.5.0.4 - Example Company v2.5.0.0 —
| @ | Home | Equpment/locatons Contract Finance /R Inventory . /Projects  Mar . Procrement Sales Service Reportng  Utiities - 8 X
= = = 7
O B E R = A s r—
Add Edt  Commentand View SaveLayout Workspaces Print | Send Invoices  Export Refresh
Reference = To Print Queue
Maintain print - pr
Links n
e . InvoiceNo  CustomerCode  CustomerName Depthame InvoiceDescription  InvoiceValue  InvoiceStat.. Currency  CrNotes CrTotal
e e O o o = o e F = -
INVDOD0358 CLS001 Cash Sales Account 589,95 Printed AR 0t
INVO0D0357 CUS001 Cash Sales Account 589,95 Printed ZAR 0
INVD000352 CUS001 Cash Sales Account Partial Issue OTC 1,769.85 Printed ZAR 0.
INVDOD0351 CUS001 Cash Sales Account OTC Quick PartRe... 8,550.00 Printed 28R 1]
INVDODO349 CLSO001 Cash Sales Account OTC Issue 11,704.85 Printed ZAR X
INVD000333  CUS001 Cash Sales Account otc procurement p... 11,916.99 Printed zaR CNOD0DD63 (P) 0
INVD000332 CUS001 Cash §; : ZAR CNOD0006S (P) 1,593.¢
INVO000328 CUS001 o s T e 4_.lli = R 04
INVD0D0327 CUS001 Cashsl| Home | ZAR 0.
INVD000326 CUS001 Cash s @ @ AR 0.
INVD000325 CUS001 Cash 5| ZAR LY
Accept | Cancel
INVDODO319  CUS001 Cash | AR 0.
INVD000317 CUS001 Cash S| :‘_,,,3:;‘\. a ZAR CNDOD0OS7 (N) 812
INVD000270 CUS001 Cash s AR CNO000O47 (N) | CNOODDO4... 0.
INVOOD0265  CLS001 Cash i ZAR CNDOD004S (R) 0t
INVO0D0259  CUS001 Cash | AR 0
INV0000205 CUS001 Cash i AR 0.
INVD000202 CUS001 Cash s © Emai Invokce: AR 0.
INVO0D0201 CUS001 Cash i ~ ZAR CNDO00O51 (R) 0.
INVO0D0200 CUS001 Cash | O Prnt and Emal Invoice AR QND000117 (P) 5,700.0 _
/4
4 v
Open Windows ~ | User : JuandaK | 06/10/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0

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

7. From here you can make cosmetic changes to the document, as well as
Save, Print, Add a Watermark, Export or Email the Invoice.

8. Click on Close to return to the Sales Invoices for Customer screen.
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[jg\mvimq—. = =) 3

File View Background s
& i [wrpi6ao 9@ & Q [00% <] & - * B D= ][E]

Copy - Tax Invoice

Example Companyv2.5.0.0
StreetNo and Road Name POBox1234

Area New Town

City Durban

South Africa South Africa

1234 1234

RegNo: 0000000asa4521 Fax No: 031124545
VATNo: 0000000 Tel No: 031123 4567

(LT il 1o
Date : 01/06/2017 00:00:00

Account Manager : Bianca Du Toit

Your Ref : OTC Quick Part Return - Aclass
Call Ref :
Sales Person : Judith Mudzengi Machine No :
Attention : Customer Contact Ship Contact Customer Contact
Cust Code cusoo1 CUs001
Customer : Cash Sales Account Cash Sales Account
Billing Branch Name Shipping
Address : Postbox No Address :
Area
City
0000
South Africa
Tel No: 000 000 0000 Tel No: 000 000 0000
Fax No: 000 000 0000 Fax No: 000 000 0000
VAT No : 0000000000 Email :
Item Code Item Description Quantity  Unit Price  Discount % MNet Price Total
sp1818 Sprint copier 1.00 7,500.00 .00 7.500.00 £,550.00
Page 1of 1 100% (=) { } ) |

Refer to Proforma Invoice and Printing a Sales Invoice for a detailed handling

of the functions.

SEND INVOICES TO PRINT QUEUE

1. From the Sales Invoices for Customer [customer code],
2. 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
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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.

3. Click on Send Invoices to Print Queue.
4. When you receive the Print Queue Processing message to confirm

that;

* The selected items have been sent to the print queue.

5. Click on OK

For a detailed handling of this topic refer to Invoices - Send Invoices To Print

Queue
$ - Sales Invoices for Customer SAMOO1 =B,
@ | Home | Equpment/iocaons  Contract  Fimance /MR Inventory [Projects g Sales  Service  Reportng  Utiities - =
< “ = S 3 = =N
Q 7 E &2 B & T | — o
Add  Edt Commentand View | Savelayout Workspaces Send Invoices | Export — Refresh
v 7o Print Queue
- Bt a
Links » ./
o 2l invokceNo | CustomerCode | Customertiame DeptName  InvoiceDescription  InvoiceValue  InvoiceStat.. Currency  CrNotes Crotal ExchangeRate
Functions v ol e 0 a 0 = e e o = =

U INV0000302 SAMOD1 Samanthas Diner call413 1,365.72 Printed ZAR CN0000053 (P 1,365.72 1.00
Issues | V0000288 SAMOO1 Samanthas Diner OTC Part request 6,156.00 Printed ZAR 0.00 1.00
INVOD00267 SAMOD1 Samanthas Diner test 285.00 Printed R CNO000038 (R) 285.00 .00
INVOD00261 SAMOD1 Samanthas Diner Auto Invoice 59.00 Printed R 0.00 .00
INVO000256 SAMOD1 Samanthas Diner test 12,872.60 Printed R 0.00 .00
7 [ Mv0000239 samo01 Samanthas Diner Auto Invoice 17100 Printed R 0.00 1.00
- INVO000234 SAMO01 Samanth print Queue Processing 4—‘ X R 0.00 Lo
R INVOD0O165 SAMOD1 Samanth| - 2R 0.00 100
' INV0000161 SAMOD1 Samanth| L 28R 0.00 1.00
A . INV0000107 SAMOD1 Samanth| 0 The selected items have been sent to the print queue. ZAR CNO000024 (P) 588.03 1.00
U~ I\ mwooooo7s samoor Samanth| R CNO0000 15 (P) 2,017.95 1.00
"+ || mwvooooos3 samoot Samanth| R 0.00 1.00
INVODD0D4S SAMOO1 Samanth| '—> R 0.00 100
: || |mwvooo0042 samoo1 Samanth| R 0.00 .00
» INVO000039 SAMOO1 Samanthas Diner 123 19,468.35 Printed 2R 0.00 1.00

Open Windows

User : JuisndaK | 08/02/2021 | Version : 2.4.0.11 | Example Company

ISSUES TILE

1. From the Sales Invoices for Customer [customer code] listing screen,

you can view the stock issued for a selected Invoice.
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2. Click on the row of the Invoice you wish to view the linked issued
items.
3. Click on the Issues tile.

$ - P Sal iices for Customer PINOOO1 - BPO: Version 2.4.0.11 - Example Company — a3
j767 | Home | Equipment/locations  Contract  Finance /HR Inventory [Projects i Sdles  Service  Reportng  Utiities - &8 x
¢ ] = EHE 2) s X
OO0 B E B ] b - P ¥
Add  Edt Commentand View | Savelayout Workspaces | Print Send Invoices Export Refresh
Reference - To Print Queue
Maintain Print @
Links |
Enter text 2|
InvoiceNo  CustomerCode | CustomerName DeptName | InvoiceDescription | InvoiceValue | InvoiceStat... |Curency | Crivotes CrTotal Exchangel
Functions ‘ ML 0 D 0 e = Qe e #0e = =
1INVO000541 PINOOO1 Pink Shoes PO: 23676 241,500.00 Printed ZAR 0.00
Issues INVOOD0539 PINOOOL Pink Shoes new quotel 245,525.00 New ZAR 0.00
INVODD0S33 PINODO1 Pink Shoes Tech 1,213.71 Printed R 0.00
PINODOL Pink Shoes test 0.00 Printed 2R 0.00
1INVO000531 PINOOO1 Pink Shoes test 0.00 Printed ZAR 0.00
» INVODOOS28 PINDOOL Pink Shoes. Swap out Invoice 5,175.00 Printed R 0.00
INVODDOS26 PINOOO1 Pink Shoes new copier 241,895.60 Printed 2R 0.00
Open Windows ~ | User ; JulandaK | 12/03/2021 | Version: 240,11 | Example Company

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

Print Part Issue Note

5. Click on the row of the Part Issue Note you wish to print.
6. Click on Print.
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® - Issues for Sales Invoice : INV0000528 - BPO: Version 2.4.0.11 - Example Company (— (B J0x
| @ | Home | Equpment/iocatons  Contract  Finance /MR Inventory [Projects : Sales  Service  Reportng  Utiities - & x

- [} 2 -

=
O { &R S
Back Save Layout Workspaces Print |Export | Refresh
a

Docho DocType EventDate PartCode PartDesc Binl SerialNo UnitCost Quantity Value

v e - o0c o 0 e e = = =
Dslwmmw ISSUE 17/04/2020 SP2020 SP2020 Sprint Colour MF C. Main Warehouse DBN-C1 2020-103057 2,625.000 1.000 -2,625.000
Open Windows | User : Juiandak | 08/02/2021 | Version: 2.4.0.11 | Example Campany

7. The Part Issue Note for the Sales Invoice will display in the Preview
screen.

8. From here you can make cosmetic changes to the document, as well as
Save, Print, Add a Watermark, Export or Email the Part Issue Note.

9. Click Close to return to the Issues for Sales Invoice screen.
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File View Background
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Page1of 1

Part Issue Note

Example Company
StreetNoandRoadName PO Box1234
Area NewTown
City Durban
South Africa South Africa
0000 1234

RegNo.: 0000000asads2l FaxNo.: 031124545

VATNo.: 0000000 TelNo.: 0311234567
DocumentRef.:  SI00000908
Date : 17/04/2020 00:00:00
Pracessed By : Kame Pillay Time : 08:56:38
Reference: Swap Part Request- Additional Ref.:  W00002333
PQO000295
Order No.: Reference Type:  Work Order
Order Ref.: Location :
Contract No.: €00000078 Serial No. : $P2020-CONDD2
Employee Name: Kame Pillay
Contact : Sam Twins Shipping Address:  House
Customer : pink Shoes Road
Town
010203
Code Description Warchouse  Batch/Serial  Quantity  Unit Price Line Cost
52020 592020 Sprint Colour MF Copier Hain 2020-103057 100 2.625.0000 2,625.0000
Warehouse

100% ()

c

MNU.061.034
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