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Customers - Contract Credit Notes

SALES

CUSTOMERS - CONTRACT CREDIT NOTES

The Contract Credit Notes tab from the Customer Listing screen is a brief
handling of the process. Mention will be made where the Credit Note without
Re-Invoice and with Auto Re-Invoice selection can be made. For a detailed
handling of the process click on the link to be redirected to Contract Credit

Notes - Without Re-Invoice and Contract Credit Notes - with Auto Re-

Invoice.

Ribbon Access: Sales > Customers

$ - BPO: Version 2.4.0.11 - Example Company — Lo [x
@ i [ Locations Contract Finance /HR Inventory i | Projects Manufacturing Procurement Sales | Service Reporting Utilities

I%&EH& 560G

s |Services Templates Commercials | POSLite Quotes Orders Invoices CEdt Statanﬁl

Master

1. The Customer Listing screen will be displayed.

2. Ensure that the correct Site and Status have been selected.

3. Select the row of the customer whose contract credit note(s) you wish
to work with.

4. Click on the Contract Credit Notes tile.
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$ - Customer Listing - BPO: Version 2.5.0.0 - Example Company kol
| f# Home | Equpment/locations  Contract  Finance /HR  Inventory  Main /Projects Sales  Service  Reporting  Utiities - & x
= m I . = -~ >
B = B O~ o BD &
View | Savelayout Workspaces | Hold e | [active «\Refresh | Export Reports Print
- e Statement
Format Current \ ‘ Reports 4 Print ad
CustomerCode | CustomerType CustomerName Department | DeptName | SiteDescription ' CustomerCreditlimit | Customer\WebSite CustomerPhoneNumber CustomerVATNo
oflc e e e e e = e e e -
cusoo1 RE Cash Sales Account Durban 10,000.00 000 000 0000 0000000000
m HOPOD1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 987654321
DEROO1 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 1234785 987654321
OFF001 RE Office Suppiies Unimited Durban 75,000,000.00 www.cnn.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
TIA001 RE Titan Group Durban 100,000.00 www.web.co.za 0318529632 123258741369
BOTO001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031 789 4563 9874563201
SAMOO1 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 123456789
DANOO1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785 123654789
PANDOL RE Panda Copiers Durban 50,000.00 031 123 4567 123456789
HACO01 m Hack PC - IT Shop Durban 0.00 031789 4561 6654357155
PINO0O1 GV Pink Shoes Durban 0.00 031456 7894 1234
HIL0000O1 HILLCRESTP  Mary Contrary Durban 0.00 083 559 00000
2US001 RE JustIn Time Durban 50,000.00 www.justinbme.co.za 031 1234567 123456789
LIT0001 RE Litte Bee Honey Durban 0.00 www.bee.co.za 031 1234567 123456789
GREDO1 RE Green Tea Supplies Durban 75,000.00 031456 7891 123456789
FINODO1 RE Fine Hair Salon Durban 0.00 www.finehair.co.7a 0311234567 1234
BETO001 RE Durban 0.00 1234
biancad RE Durban 0.00 0
D, Dancing Shoes Durban 10,000.00 031 123 4567 123456789
BIG0001 co Big Bargains Durban 10,000.00 031456 7897 123456789
| sevvanns e e F ~nn = "
Open Windows ~ | User: JulandaK | 10/02/2021 | Version: 2.5.0.0 | Example Company

5. The Contract Credit Notes for Customer : [customer code] screen will
display.

E/J? Note that you can select and/or change the site filter from this screen if the

customer has multiple sites.

ADD CONTRACT CREDIT NOTE

6. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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$ - .————DCMmcmmuhrcmr:ml»mvmmA-mmcmwvm —JLo]fx
| @ | vome | Eovpment/Locations  Contract  France /MR Inventory  Mantenance [Projects  Merufachuing _ Procwerent  Sdes  Servee  Repartng  Utites = & X
Py R . & BEE | B ool
OzXl »~» © ©® © B = MR | &
Add | Edit Delete View | Releasefor Remove fr Approve Reject | Savelayout Workspaces rint  Send CrNotes Export | [New +| Refresh
Pt o Mot O ot s ke Ceoe
Maintair p Process Print . Current p ad
CrNoteNo CrNoteStatus CustomerCode CustomerName DeptCode DeptiName: CustomerOrderNo Currency ExchangeRate TaxRate CrNof
r il e a0e e e e a0c e = = =
I CRODD0002 N HOPOOL Hope Works (Pty) Ltd R 1.00 14.00 3105
CRO000025 N HOPODL Hope Works (Pty) Ltd AR 1.00 14.00 17/1
CRO000026 N HOPOOL Hope Works (Pty) Ltd R 1.00 14,00 09/04
CR0O000027 N HOPQOL Hope Works (Pty) Ltd ZAR 100 15.00 17/04
Open Windows | User : JulandaK | 10/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

7. The Add new Contract Credit Note screen will be displayed.
* Refer to Contract Credit Notes Without Re-Invoice for a
detailed handling of the topic, or
* Refer to Contract Credit Note with Auto Re-Invoice for a
detailed handling of the topic.

8. Complete the Contract Credit Note header information as required.

2

9 “= To Auto Re-Invoice, ensure that the correct Invoice Number has

been selected and that Generate Invoice has been selected.

10. Complete the Reference information to stipulate the reason for the
Credit Note.

11. The Fees data grid will auto populate with any fees linked to the

Invoice. This information cannot be edited.

12. The Items data grid fields will auto populate based on the items already
linked to the selected Contract Invoice.
e Refer to Edit Contract Credit Note on how to Delete a Con-

tract Item and Copy Current Closing.
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13. In the Comments text box, type in the relevant reason for this contract
credit note.
14. Click on Save.

$ - HWchmm»mwmx»ww - /[a| x
‘ e | Home [locations  Contract  Finance /HR  Inventory i /Projects. i Sales  Service  Reporting  Utilities - & Xx
e — =
X o
Save | Back Delete | CopyCurrent | Savelayout | Print
Item Closing
Maintain ) ocessing .| Format .| Print .
= T fe fer
Ref ReferenceT, Referencelo
Cr Note No. ["“"’i“""' IN0D00920 o *] bos b
PO » REAS Reason Code Technicin Fault -
Customer Name  Hope Works (Pty) Ltd £ *  BilingPeriod 3 7 =
Salesman _Abigai Mine * OrderNo. | -~
CrNote Status ey -7
Crlote Date Time 24/11/2020  ~ 00:00:00 = . .
[Gemersevies W] <~ Close Rendnss [
Currency ZAR Exchange Rate 1
Tax Rate 15
W SeriaiNo FeeType FeeTypeDesc | AccountCode | Invoiceline .. Due VAT SuppressOn...
] e e alc e L3 = = .
» W R 1204 Bank Rental 23,789.93  3,568.99 [m]
] |.. | SerialNo MeterDefC... AccountCode .. OpeningRe... ClosingRea... ReadingDate MinBiling MinQuantity | Usage Due VAT NewClosing... | SuppressOn...
L a ol e = - - - - - — = =
‘Comment | Incorrect Meter Reading o Sub Total | B,m!.ﬁ‘
4—. VAT 3,58.48 |
Grand Total 27,358.42 \
‘ Open Windows v

| User : JulandaK | 08/03/2021 | Version: 2.4.0.11 | Example Company

The contract credit note will be saved and a Credit Note No will be allocated.

EDIT CONTRACT CREDIT NOTE

From the Contract Credit Notes for Customer [customer code] screen,
Click on the arrow to change the Status to New.

Select the row of the Contract Credit Note you wish to edit.

Click on Edit.

> wDd e

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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$ - ._———thadcwﬁtnotsfurﬂstum:ml-mhmMMl-wm (—Jlajlx
| ‘j | Home | Equpment fLocatons  Contract  Fimance /MR Inventory [Projects M Sales  Service  Reporting  Utiities - x
a7l . > e T ——
’ 5 4 - { { ] it e = S
Q| 2| XK Ew ~ == 9 O @ =] L | [Durban o
| Add | Edit |Delete View | Releasefor Remove fr Appro ciect | Savelayout Workspaces | Print Send Criotes Export | [new FI efresh
Approval 3 Cr Note - to Print Queue
Status # StatusDesc -
Maintair ] Process a Format “ Print ‘ 5 D
N New
R Released
A Approved
CriNoteNo CrioteStatus CustomerCode CustomerName DeptCode | Deptiame CustomerOrderho D Dedined TaxRate CrivoteDated
P Printed
® o0 e 3 Qe 3 L3 a0 e Canceled
(CRO000025 N HOPOO1 Hope Works (Pty) Ltd 14.00 17/11/2017)
CROD00026 N HOP0O1 Hope Works (Pty) Ltd x 14.00 09/04/2018
CROD00027 N HOPOO1 Hope Works (Pty) Ltd 2R 1.00 15.00 17/04/2018|

Open Windows +

5
| User: JulandsK | 10/03/2021 | Version: 2.4.0.11 | Example Company

5. The View Contract Credit Note - CR[credit note number] screen will
display.

6. You can make changes to the Heading Information, Reference or Com-
ment.
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I .—_>V'Hcmltmd(relﬁlm - CRD000027 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=Jla](x
| @ | vome | Equpment/locatons Conract Finance /MR Inventory nce [Projects  Manufacturing iement  Sales  Sewvice  Reportng  Utiies. - 8 x
H 2 [ ]
QX o -
save Back Delete | CopyCurrent | Savelayout e
Item sing 5 .
Maintain 4| Processing 4| Format . Lt st ad
“ 1 ReferenceType  Referenceo
RefType eferenceType
Cr Note No. 7 Invoice No. IN0000465 p|*
R0 » REAS Reason Code
Customer Name Hope Works (Pty) Ltd £ *  pilling Period 4
Salesman |Bianca Du Toit |= Order No.
Cr Note Status New
CrMote Date Time 17/04/2018 v 12:00:00 3
Generate Invoice [ | Close Readings | |
Currency |ZAR Exchange Rate 1
TaxRate 15
W serialNo LocationDesc FeeType FeeTypeDesc  AccountCode  Invoiceline... Due VAT SuppressOn..
3 ol o Al e - = 5] =
s Service 1101 Monthly Ser... 500,00 75.00 (]
¥4 SerialNo MeterDefC... AccountCode .. OpeningRe.. ClosingRea.. ReadingDate Mingiling MinQuantity  Usage Due VAT NewClosing... SuppressOn.... ..
v Al L e = = = = = = = = = [}
V.. 2020-102048 Mono 1101 0 5000.00 5,500.00 01/01/2009 1,000.00 250 1,162.50 174.38 5,500.00 ]
v .. 2020-102048 Colour 1101 0 1,000.00 1,500.00 01/01/2009 0.00 0 500.00 75.00 1,500.00
=1 ———— - - oo TN IR e =5 _ ——— R p— =
“ ‘ »
Comment | Test Aggregate Biling document format T L Sub Total G,IBD.GII‘
»
VAT 624.00 ‘
Grand Total 4,784.00 ‘
Open Windows + | User: JulandaK | 10/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

DELETE CONTRACT ITEM

1. To delete a contract item, select the row of an item in the Fees and / or
Items data grid.
2. Click on Delete Item.
3. When you receive the Confirm delete line message to confirm;
* Are you sure you want to remove this meter line from the
credit note?

4. Click on Yes, if you are certain about your selection.
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‘ ¥ View Contract Credit Note - CRO000026 = JLB J X
% Home | Equipment /Locations Contract  Finance /[HR Inventory Maintenance / Projects Manufacturing  Procurement Sales Service Repor.* i - F
i a | 2)
3
O|X| & & &
Save Back | Delete | CopyCurrent | Savelayout | Print
Item Closing
es at P a
RefType ReferenceType ReferenceNo
Cr Note No. | CRO0D0026 Invoice No. | INDOD0453 p =
» REAS Reason Code
Customer Name  Hope Works (Pty) Ltd £ *  Billing Period &
Salesman  Bianca Du Toit * Order No.
Cr Note Status Ney
CrNote Date Time  03/04/2018 - 12:00:00
Generate Invoice | | Close Readings | |
Currency ZAR Exchange Rate 1
Tax Rate 14
‘ »
W SeriaiNo LocationDesc  FeeType FeeTs sc_ AccountCode  Invoiceline... Due VAT SuppressOn...
1] ] e W Confirm delete line 1—\‘. n
» W 2020103083 N
, o Are you sure you want to remove this meter line from the credit note?
=] ... SerialNo MeterDefC Accout Due VAT MNewClosing
1] 0 i o0c = = =
Ne
] 94 nmi03o1 Mono 118 263.26 36.86 2,077.00
m J‘ 95 nm10301 Colour 101 1,880.00 1,993.00 31/10/2017 0.00 0 1us 124.58 17.44 1,993.00
] . 2020-103053 Mono 1101 - 2,777.00 2,890.00 31/10/2017 1,100.00 100 112 1,101.32 154.18 2,890.00
1 ... 2020-103053 Colour 1101 895.00 1,015.00 31/10/2017 1,100.00 100 120 1,102.20 154.31 1,015.00
‘ »
Comment [ test . Sub Total 434173
VAT 607.84 ‘
Grand Total 4,949.57 ‘
Open Windows v User : JulandaK = 11/02/2021 | Version : 2.5,0.0 | Example Company Y

COPY CURRENT CLOSING

Your company may wish to include a predefined message, notifying customers of the
terms and conditions for returns, refunds, etc. which is copied onto the Credit Note.
These terms and condition messages would have been specified in the Company Con-
figurator.

1. Click on Copy Current Closing to notify the system to include the cur-

rent closing message on the Contract Credit Note.
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& - View Contract Credit Note - CRO000026 - BPO: Version 2.4.0.11 - Example Company (=l jlx]
\7§7” Home | Equpment/locations  Contract  Finance /MR Inventory [Projects N Sales  Service  Reportng  Utiities = s e
HO X| &
@ »
Save Back Delete | CopyCurrent | Save Layout Print
Item Closing
Maintain 4| Processing . Format 4 a Rid
— RefType ReferenceType ReferenceNo
CrNote No. [cro000028 Invoice No. | INOD00453 P+
_— » REAS Reason Code
Customer Name | Hope Works (Pty) Ltd £ *  Billing Period 8
Salesman | Bianca Du Toit . Order No.
CrNote Status |New
Cr Note Date Time | (9/04/2013 v | 12:00:00 s
Generate Invoice | | Close Readings | |
Currency | ZAR Exchange Rate |1
Tax Rate | 14
SerialNo LocationDesc FeeType FeeTypeDesc AccountCode Invoiceline... Due VAT SuppressoOn.
k3 L3 Qe L3 [+ 13 3 e = = -
» ¥ 2020-103053 N Inswance 1203 Insurance 550.00 77.00 O
& .. serialo MeterDefC... AccountCode .. OpeningRe.. ClosingRea.. ReadingDate MinBiling MinQuantity  Usage Due VAT NewClosing .. | SuppressOn... .
] o0 0 A = = = = = = = = -
¥ 94 nmi0301  Mono . 195900  2,077.00 31/10/2017 250.25 0 118 263.26 368  2,077.00 [m] ]
¥ 95 nm10301  Colour 1101 .. 1,880.00 1,993.00 31/10/2017 0.00 0 13 12458 1744  1,993.00 [m] ]
¥ .. 2020-103053 Mono 1101 . 277700 2,890.00 31/10/2017 1,100.00 100 112 1,101.32 15418  2,890.00 [m] []
v ¥ .. 2020-103053 Colour 1101 895,00 1,015.00 31/10/2017 1,100.00 100 120 1,102.20 154,31 1,015.00 ] o -
Comment | Incorect meter reading| * Sub Total | 4,34LT5‘
VAT | 607.34
Grand Total | 4,949.57‘
Open Windows v | User: JuandaK | 10/03/2021 | Version:2.4.0.11 | Example Company

UNDER
CONSTRUCTION

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

“

| @ | Home Equpment/locaons  Contract  Finance /MR Inventory [Projects Sales  Service  Reportng  Utiities = ' 5

View Contract Credit Note - CROD00026 - BPO: Version 2.4.0.11 - Example Company = Jla ] x

HOX & B/ (&

Save Back Delete | CopyCurrent | Savelayout | Print
Ttem ng

Maintain .| Processing 4| Format .| Prnt . @
e Reffype ReferenceType  ReferenceNo
CrNote No. | cRo000025 Invoice No. | IN000D453 ol
=== | » REAS Reason Code
‘Customer Name | Hope Works (Pty) Ltd £ *  Billing Period 5 *
Salesman |Bianca Du Toit - Order Ho.

Cr Note Status Ney
CrNote Date Time [03/04/2018  ~ |12:00:00 =

Generate Invoice | | Close Readings | |
Currency ZAR Exchange Rate 1
Tax Rate 14
SerialNo LocaionDesc  FeeType  FeeTypeDesc AccountCode Invoiceline... Due VAT SuppressOn
1] e e ol o e o = = N
v M 2020-103053 N Inswance 1203 Insurance 550,00 72.00 m]
W .. [SeriaNo MeterDefC... AccountCode ..  OpeningRe... ClosingR ReadingDate MrBilng  MinQuantity | Usage Due VAT NewClosing... | SuppressOn... .
v 0 e o - = = = = = = = = -
¥ 94 nm10301  Mono . 195900  2,077.00 31/10/2017 250.25 0 118 %3.26 %86  2,077.00 o 0
¥ 95 nm10301  Colour 1101 .. 1880.00  1,993.00 31/10/2017 0.00 0 13 124,58 1744 1,993.00 ] 0
¥ .. 2020-103053 Mono 1101 .. 277700 2,890.00 31/10/2017 1,100.00 100 12 1,013 15418  2,850.00 ] []
» M .. 2020-103053 Colour 1101 §95.00  1,015.00 31/i0/2017 1,100.00 100 120  1,102.20 15431 1,015.00 m] -
Comment | Incorect meter reading| * Sub Total 434173
VAT | sulu‘
Grand Total 494.57|
Open Windows v | User:JuandsK & 10/03/2021  Version:2.4.0.11 = Example Company

UNDER
CONSTRUCTION

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

2. After you have made the necessary changes to the Contract Credit

Note, click on Save.

$ - View Contract Credit Note - CRO000026 - BPO: Version 2.4.0.11 - Example Company —llajlx
| e ‘ Home Equipment /Locations Contract Finance / HR Inventory | Projects Sales Service Reporting Utilities - & X
HOX & =R &
Save | Back Delete | CopyCurrent | Savelayout | Print
Item ng
g 4| Format 4| Prnt 4 ad
Cr Note No. |CRO000025 Invoice No. | INOD00453 ) RefType ReferenceType Referencello
» |REAS Reason Code
‘Customer Name | Hope Works (Pty) Ltd P *  Billing Period 3
Salesman | Bianca Du Toit Order No.
CrNote Status |New
Criote Date Time 03/04/2018  ~  12:00:00 =
Generate Invoice || Close Readings ||
Currency |2aR Exchange Rate |1
Tax Rate 14
W SerialNo LocationDesc  FeeType FeeTypeDesc AccountCode Invoiceline... Due VAT SuppressOn
v o e o I W e - =
» ¥ 2020-10%053 N Inswance 1203 Insurance 550,00 72.00 m]
W .. SerialNo MeterDefC... AccountCode .. OpeningRe.. ClosingRea... ReadingDate MinBiling MinQuantity  Usage Due VAT NewClosing... | Suppresson... ...
v 0 0 e - - - = - - . . = C]
¥ 94 nm10301  Mono 1,959.00  2,077.00 31/10/2017 250.25 0 118 2%63.26 3686  2,077.00 [m] 0
¥ 95 nm10301  Colour 1101 1,880.00  1,993.00 31/10/2017 0.00 0 13 124,58 1748 1,993.00 n] 0
¥ . 2020-103053 Mono 101 2,777.00  2,890.00 31/10/2017 1,100.00 100 12 L0132 15418 2,890.00 m] 0
» ¥ .. 2020103053 Colour 1101 895.00 1,015.00 31/10/2017 1,100.00 100 120 1,102.20 154.31 1,015.00 ] ]
Comment | Incorect meter reading| Sub Total 4,34”3‘
VAT 507.84
Grand Total 49457
Open Windows v | User: JuandaK | 10/03/2021 | Version:2.4.0.11 | Example Company

DELETE A CONTRACT CREDIT NOTE

1. From the Contract Credit Notes for Customer : [customer code] listing

screen,

Select the row of the contract credit note you wish to remove.
Click on Delete.

Delete.

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

that;
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* Are you sure you want to delete this Credit Note?

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

‘ v ._-—pContrmCrcditNotes’orCustomer:HOPool rsion 2.5.0.0 - Example Con y e=dllB.][2¢
i » | fome /locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Repor’h - & P
2%l » = © B B & B (o] 4
9 L@ lad =Y » @ — Lg | |ouwb= OF
Add  Edit |Delete | View | Releasefor Remove from Approve Reject | Savelayout Workspaces | Frint  Send Crhotes Export | |New ~ | Refresh
Approval 0 - to Print Oueus
‘\. - i
CriNoteNo CrNoteStatus CustomerCode CustomerName DeptCode DeptiName CustomerOrderNo Currency ExchangeRate Ta
v e e s o e e 0 o = B
Bcnmmnx N HOPOO1 Hope Works (Pty) Ltd R 1.00
CRO000027 N HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
ZAR 1.00

CRO0D0051 N HOPQO1 Hope Works (Pty) Ltd

.—D Confirm delete Credit Note

BN 0 Are you sure you want to delete this Credit Note?

e[ =] =

.
| Open Windows ~ User : Julandak | 11/02/2021 | Version: 2.5.0.0 = Example Company 4

VIEW CONTRACT CREDIT NOTE

1. From the Contract Credit Notes for Customer : [customer code] listing

screen,
2. Select the row of the contract credit note you wish to view.

3. Click on View.
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R4 .——’Conlmcmmﬁxcmmner:mm1»mvmmn-amnﬂecmuwvuu — Lo jix
| @ | vone | Esoment/tocators  convact Fronce/#R  inventory  Manteonce Progcts  Morufoctrng  Proawement  Sdes  Sendee  Reportng Utites  — 8 X
[ [ - @ — o8 [ T were— y
3 v [ - Durb: v
@ L‘/_'f x L@ ”~ & [ =] = [N =] e @
Add  Edit Delete | view | Releasefor Re pprove  Reject | Savelayout Workspaces vint S ptes  Export | |New Refresh
Approval te ote = P
Maintair Format 4 Print 4 Current 4 L
CrNoteNo CriNoteStatus CustomerCode CustomerName DeptCode DeptName CustomerOrderNo Currency ExchangeRate TaxRate CriNof
Lt ol oD ol allc Al oD o0 = = —
CRO000002 N HOPOOL Hope Works (Pty) Ltd AR 1.00 14.00 31/05
CRO000025 N HOPOOL Hope Works (Pty) Ltd AR 1.00 14.00 17/1
CRO000026 N HOPOO1 Hope Works (Pty) Ltd ZAR 100 14.00 09/04
CRO000027 N HOPQO1 Hope Works (Pty) Ltd ZAR 1.00 15.00 17/04
Open Windows ~ | User: JulandaK | 10/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

4. The View Contract Credit Note - [ ] will display.

E/] Note that no changes can be made to the Credit Note from this View only

screen.

5. Click Back to return to the Contract Credit Notes for Customer listing
screen.
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a ¥ ..——-PVEnCnntractCrcd‘ltllute - CRO000051 - BPO: Version 2.5.0.0 - Example Company -l | x
| e Home fLocations  Contract  Finance /HR  Inventory i [Projects  Manufacturi Procurs Sales  Service  Repor’k - &
[ 2
. )
HOIX B R &£
save | Back |Jgglete | CopyCurrent | Savelayout | Print
RefType ReferenceType ReferenceNo
Cr Note No. [cRo000051 Invoice Mo. | INODOD0OS *
L » REAS Reason Code
Customer Name *  Billing Period |3
Salesman [Beinda Sharman e Order No.
Cr Note Status [ne
Cr Mote Date Time [25/10/201
Generate Invoice Close Readings
Currency |ZAR Exchange Rate |1
Tax Rate |14
V|  SeriaiNo LocationDesc  FeeType FeeTypeDesc AccountCode Invoiceline... Due VAT SuppressoOn..
e e W0 ;] o = = )
5 Service 1100 Monthly Ser .. 150.00 21.00 0
[ .. SerialNo MeterDefC... 'AccountCode .. OpeningRe.. ClosingRea.. ReadingDate MinBiling MinQuantity Usage Due VAT NewClosing
1] Al Al ofc = = = = = = - = =
— — — b
Comment | This field is mandatory and needs to be updated * Sub Total | 150.00 ‘
VAT 21.00
Grand Total 17100
Open Windows User : JulandaK | 11/02/2021 | Verson: 2.5.0.0 | Example Company .

RELEASE FOR APPROVAL

1. From the Contract Credit Notes for Customer : [customer code] listing
screen,

2. Ensure that the Status has been set to New.

3. Click on the row of the Credit Note you wish to release for Approval.

4. Click Release for Approval.

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

Release.

5. When you receive the Sales Credit Note - Release message to confirm;
* The credit note number CR[credit note number], has been
released for authorisation successfully.
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6. Click on OK

For a detailed handling of this topic refer to Release / Remove /

Approve / Reject Processes

$ - .——-—-bCoﬂtradCrcditNotes’orCustomer:HOPool i sion 2.5.0.0 - Example Cor Y [ =18
| e Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Repor’h - & X
Py N D & B & B o 48
{ = -
@ 2 X o X — ' JIEES o
Add  Edit Delete View | Release for | Remo e Savelayout Workspaces | Frint  Send Crfotes Export Refresh
Approval = pong S tiotes
Format A Print i Current A
CriNoteNo CrNoteStatus CustomerName DeptCode DeptiName CustomerOrderNo Currency ExchangeRate Ta
LK o0 Qe o0 o o0 o o = B
CRO000026 N HOPOO1 Hope Works (Pty) Ltd R 1.00
CRO0D0027 N HOPOD1 Hope Works (Pty) Ltd 78R 1.00
E]cmmuon N HOP0O1 Hope Works (Pty) Ltd ZAR 1.00
._—D Sales Credit Note - Release X
>
The credit note number CRO000051, has been released for authorisation
successfully.
‘
| Open Windows ~ User : Julandak | 11/02/2021 | Version: 2.5.0.0 = Example Company Al

REMOVE FROM APPROVAL [ PLACE ON HOLD

1. From the Contract Credit Notes for Customer : [customer code] listing

screen,
2. Ensure that the Status has been set to Released to list all the Contract

Credit Notes that have been Approved.
3. Click on the row selector in front of the Credit Note you wish to

remove from approval.
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4. Click on Remove from Approval.

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

Remove.

5. When you receive the Sales Credit Note - Hold screen to confirm that;
» The credit note number CN[credit note number], has been
placed on hold successfully.
6. Click on OK.

For a detailed handling of this topic refer to Release / Remove /

Approve / Reject Processes

$ - .__.—-p Contract Credit Notes for Customer : HOPOO1 rsio ). a —
% Home Equipment / Locations Contract  Finance /HR Inventory Maintenance [ Projects Manufacturing Procurement Sales Service Repor.* - & X
[E p o (=] > e ——————— \
> = ¢ 5 - 1 - P
O Xle @ %O [ , BB, | (oo &
Add  Edt Delete  View slease for | Remove from | Approve  Reject | Savelayout Workspaces t SendCrhotes Export Refresh
Approva Approval | CriNote  Cr Note - to Print Queus
Maintai d Process '\ d Format 4 Print I Curre: \ .| &
CriNoteNo CrNoteStatus CustomerCode CustomerName DeptCode  DeptName CustomerOrderNo Currency ExchangeRate Ta
A #0c Al e Wl L3 e Wl = =
CRO000002 R HOPOOL Hope Works (Pty) Ltd R 1.00
CRO000017 R HOPOO1 Hope Works (Pty) Ltd AR 1.00
CRO000025 R HOPOD1 Hope Works (Pty) Ltd AR 1.00
CRO0000S0 R HOPOO1 Hope Works (Pty) Ltd 08 1.00
CRO000051 R HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
CRO0D0052 R HOPOO1 Hope Works (Pty) Ltd AR 1.00
©—— | soiesCredithote - Hola X
ey
The credit note number CROD00D02, has been placed on hold
successfully.
Open Windows User : Julandak | 11/02/2021 | Version: 2.5.0.0 | Example Company

APPROVE A CREDIT NOTE

1. From the Contract Credit Notes for Customer : [customer code] listing

screen,
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2. Ensure that the Status has been set to Released.
3. Click on the row selector in front of the Credit Note you wish to

approve.
4. Click Approve Cr Note.

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

5. When you receive the Input Validation message to confirm;
* Are you sure you want to Approve cr note no. CR[credit

note number].
6. Click on Yes.

For a detailed handling of this topic refer to Release / Remove /

Approve / Reject Processes

® - .,__.—-» Contract Credit Notes for Customer : HOPOO1 - £/ sio 2.0 ] =B
g Home | Equipment/Locatons Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procrement  Sales  Service  Reporth - &
p o EHE > By | —————— z
> & I} =] - s =
X & @900 R , ' == o
Add Edit = View clease for Remove from | Approve | Reject | Savelayout Workspaces t Rglgased + | _Refresh
Apprava Approval | Crivote |crote -
CrNoteNo CrNoteStatus CustomerCode CustomerName DepiCode  DeptName CustomerOrderNo Currency ExchangeRat: Ta
e e ae e e e Wle W0e = =
[+] crooooorz R HOPOO1 Hope Works (Pty) Ltd R 100
CRODDD025 R HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
CRODD00S0 R HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
CRODD0OS1 R HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
(CRO0D0052 R HOPOO1 Hope Works (Pty) Ltd ZAR 1.00

. | Input

> 0 Are you sure you want to Approve cr note no. CRO000017.

Open Windows + User : JulandaK | 11/02/2021 | Version: 2.5.0.0 = Example Company
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REJECT A CREDIT NOTE

1. From the Contract Credit Notes for Customer : [customer code] listing
screen,

2. Ensure that the Status has been set to Released.

3. Select the row of the Credit Note you wish to reject.

4. Click on Reject Cr Note.

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

Reject.
5. When you receive the Input Validation message to confirm that;
* Are you sure you want to Reject cr note no. CR[credit
note number].
6. Click on Yes.

For a detailed handling of this topic refer to Release / Remove /

Approve / Reject Processes
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® - .._—p Contract Credit Notes for Customer : HOPOO1 > ) -le
% Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporth - &
[t =N (=] > e r—
> ] [ S =] - 1 - )
O 2 X3 @ 9o = - Ty | [ Y
Add  Edt Delete  View | Release for Remove from Approve | Reject | Savelayout Workspaces t SendCrhotes Export Refresh
Approva Approval Cr Note | Cr Note = to Print Queue
| ® 2
CriNoteNo CriNoteStatus CustomerCode CustomerName DeptCode Deptiame CustomerOrderNo Currency ExchangeRate Ta
o0 o fls o0 0 e W0 e = B
CRO000017 R HOPOD1 Hope Works (Pty) Ltd ZAR 1.00
‘CRO000025 R HOPOO1 Hope Works (Pty) Ltd ZAR 100
CR0O000050 R HOP0O1 Hope Works (Pty) Ltd ZAR 1.00
CRO000051 R HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
‘CRO0D0052 R HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
.—P Input validation
ey ‘
Are you sure you want to Reject cr note no. CR0000017.
O—[ = 1
Open Windows v User : JulandaK | 11/02/2021 | Verson: 2.5.0.0 | Example Company

PRINT A CREDIT NOTE

Credit notes with an Approved and Printed status will be available for printing.

1. From the Contract Credit Notes for Customer : [customer code] listing
screen,
2. Ensure that you select the Status you require.
* For the purpose of the manual, Approved has been selected.
3. Select the row of the Credit Note you wish to print.
4. Click on Print to display the Select the option as desired screen.

E/j Note that when selecting to Email Invoice, the invoice will be emailed via
the BPO Email Service on the server (not from MS Outlook).
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5. For the purpose of this manual, Print Credit Note has been selected.
6. Click on Accept to proceed.

$ - .———PContract Credit Notes for Customer : HOPOO1 - 1/ : .0 =Je ]
% Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procrement  Sales  Service  Reporth - & X
[E o [ 2; e e
N - | — 3 5 =] 1 > "y
O F X3 - 0 & = B~ O
Add  Edt Delete View | Releasefor Removefrom Approve Reject | Savelayout Workspaces | Print | sendCriiotes Export Refresh
A Process " Format B \ Current ) J o
CriNoteNo CrNoteStatus CustomerCode CustomerName DeptCode DeptiName CustomerOrderNo Currency ExchangeRate Ta
o0 o e 0 13 e i et = 4
CRO000002 A HOPOO1 Hope Works (Pty) Ltd R 1.00
sl Select the option as desired — (B ]lx
Home |
I Accept | Cancel |
|
2]

@1 —[crucmins

) Email Credit Note

© Print and Email Credit Note

Dot Wirkdows = User ; JulandaK | 11/02/2021 | Version:2.5.0.0 | Example Company

7. The Tax Credit Note will display in the Preview screen.

E/j Note that when you print the document for the first time, it will display as
Tax Credit Note. Printing the document thereafter will displaying as Copy - Tax
Credit Note.

8. From this screen you can make cosmetic changes to the document as
well as Save, Print, Add a Watermark, Export or Email the Credit

Note.
9. Click on Close to return to the Sales Credit Notes for Customer

screen.
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V) Preview4—. _ o ﬂ
File View Background -

80 4 IF A B8O B ® @ | Q [w% ~|Q SN -IIQI
/ Copy - Tax Credit Note

Example Company

StreetNoand Road Name POBox1234

Area New Town
City ForestHills
South Africa South Africa
0000 1234
RegNo.: 0000000asad521 FaxNo.: 031124545
VAT No.: 0000000 TelNo.: 0311234567
Reason : Within service contract Document No.:  CR0000005
Date : 27/05/2014 00:00:00
Related Invoice :  IND000002
Account Manager : Bianca Du Toit
Customer : HOP001 Hope Works (Pty) Ltd
Billing Address: PO Box 7452 Attention : Mandy Jefferson
i Tel No. : 031 555 1234
New Town X
1234 Fax No. : 031 123 4545
Email : snenhlanhlandwalane@gmail.com
VAT No. : 987654321
Machine and Shipping Details
Contract : 00000004
Location : 56 Birch Street Forest Hills
Serial No. : 20-852963 Shipping Address : Plot 91 Leaf Road
Model No. 2020 LeafHills
Pink Town
1238
Fees
Description SubTotal
Page 1of 1 100% © { ] *)

SEND CREDIT NOTES TO PRINT QUEUE

1. From the Contract Credit Notes for Customer : [customer code] listing
screen,

2. Ensure that the Status has been set to Printed.

3. Select the row of the Credit Note or select a batch of Credit Notes you

wish to send to the Print Queue.

[ ]
¢ To Select a Range: Click in the row selector of the first
credit note. Hold down the Shift key on your keyboard and

click in the row selector next to the last credit note in your
list.
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Customers - Contract Credit Notes

[ |
To Select alternate Invoices: Hold down the Ctrl (Con-

trol) key on your keyboard and click in the row selector in
front of each Credit Note you want to include in the Print

Queue.

4. Click on Send Cr Notes to Print Queue.
5. When you receive the Print Queue Processing message confirming

that;

The selected items have been sent to the print queue.

6. Click on OK

# Home | Equipment /Locations

@ X

Add

$ - .——b Contract Credit Hotes for Customer : HOPOO1 =)L

Contract  Finance /HR  Inventory  Maintenance [Projects  Manufacturing  Procurement  Sales  Service  Reporth - &
; o= 7 = [ SRR —
— % = 5 - )
L E = = |y || o
e fro pprove Save Layout  Workspaces nt | Send Cr Notes | Export Refresh

to Print Queue

CrNoteNo CriloteStatus
o o0 o

* e

CustomerCode CustomerName DeptCode DepthName CustomerOrderNo Currency ExchangeRate Ta

0 wlc e afc e 0 = =
CRO00000S P HOPOD1 Hope Works (Pty) Ltd AR 1.00
CRO000011 P HOPOO1 Hope Works (Pty) Ltd Test Comment On Invoice ZAR 100
STC0000002 P HOPOO1 Hope Works (Pty) Ltd 7896 ZAR 1.00
CRO000018 P HOPOO1 Hope Works (Pty) Ltd 1234 ZAR 1.00
CRO000020 P HOPOOL Hope Works (Pty) Ltd ZAR 1.00
CRO000022 p HOPOO1 Hope Works (Pty) Ltd ZAR 1.00
» CRO00D0D31 P HOPOD1 Hope Works (Pty) Ltd 123 ZAR 1.00
CRO000038 P HOPO1 Hope Works (Pty) Ltd ZAR 1.00
CR0O000041 P HOPOO1 Hope Works (Pty) Ltd test ZAR 100

H Print Queue Processing x
S
o The selected items have been sent to the print queue.
Open Windows ~ | User: JulandaK = 11/02/2021 @ Version: 2.4.0.11 = Example Company 7

MNU.061.037
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