Invoices - Print Sales Invoice

SALES

INVOICES - PRINT SALES INVOICE

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

after, it will state Copy - Tax Invoice.

If you need to re-print an original Tax Invoice due to a network connection

issue, etc. Then you will need to use the Print Queue Reprint functionality.

When using the 'Email' option to send a Sales Invoice, note that it will be
emailed via the BPO Email Service on the server and not from Microsoft
Outlook on your desktop.

Ribbon Access: Sales > Invoices

$ - BPO: Version 2.4.0.11 - Example Company — o Jx
$ jpment [locaions ~ Conract  Finance /HR  Inventory  Maintenance [Projects  Mar Procurement | Sales | Service  Reporting  Utiites

$ 4l W 50E260E

Customers Services Templates Commerdials POSLite Quotes Orders |Invoices| Credit Statement
Notes Run

1. The Sales Invoices listing screen will display.
2. Select the Site where the invoice can be located.
* The example has Durban selected.
3. Ensure that the Status is set to New Order.
* Refer to the Introduction above for explanation on printing
previously emailed invoices.
4. Click on the row of the invoice you wish to print.
5. Click on Print.
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‘ £ —pp- Sales Invoices - BPO: Version 2.4.0.11 - Example Company =)L 8 J X
| 7@7 | Home | Equpment/Locations  Contract  Finance /HR _Inventory JProjects  Man B Sales  Service  Reporting  Utiliies - 8 x
Oz B E X/ = )
Add  Edt Commentand View | Savelayout Workspaces || Print oices  Export efresh
Reference -
Maintain a Format a " P a Current o
Links \. \.
= o :
InvoiceNo  CustomerCode  CustomerName Depthame  InvoiceDesaription  InvoiceValue  InvoiceStat.. Currency |CrNotes CrTotal Ex
Functions Qe 0 Qe Ac 0 = 0 "0 0 =
E]mvoms« HOPOO1 Hope Works (Pty) Ltd PO: HW250 963.17 New ZAR 0.00
e INV0000542 BUI0001 Buiders Storehouse PO: 540 0.00 New AR 0.00
INVO000539 PINODO1 Pink Shoes new quote1 245,525.00 New 28R 0.00
INVO000538 HOPOOL Hope Works (Pty) Ltd Short Term Contra... 5,750.00 New AR 0.00
INV000DS537 APPODOL Apple Juice Inc test 27.60 New ZAR 0.00
INV0000527 WES001 Westwood Dynamic testing sales process 24,150,00 New AR 0.00
INV0000504 CUS001 Cash Sales Account 575.00 New AR 0.00
INV0000500 HOPOO1 Hope Works (Pty) Ltd Swap out Invoice 149.43 New ZAR 0.00
INV0000398 BOT0001 Bothas Networkingi... SP540 4,560.00 New AR 0.00
INVOD00323 HOPOO1 Hope Works (Pty) Ltd Retest 1,947.12 New usD 0.00

Open Windows

| User : JulandaK | 02/03/2021 | Version: 2.4.0.11 | Example Company

4|

6. The Select the option as desired screen will display.

[ |
¢ Print Invoice will open the Invoice in the Report Pre-

view to view, print, export or email.

[ |
° Email Invoice will attach documents, add recipients,

the system will create a .pdf and email the Invoice.

|
° Print and Email Invoice will display both the Report

Preview and Email screens.

PRINT TAX INVOICE

7. To print the Tax Invoice, click on the Print Invoice radio button.

8. Click on Accept.
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Open Windows ~

<

@®rintinvoice!
2 Email Invoice

2) Print and Email Invoice

® - Sales Invoices o J[x
PR Home JEICREG OC S N o N e o) e oy N e Y e SN o QRN RO e S el e o S e g N e slx
a7 @ = =] @ | &
— = -
Oz B E R & B e &
Add  Edt Commentand View | Savelayout Workspaces | Print SendInvoices Export | [New < Refresh
e e | s
A |
Links »
el
InvoiceNo  CustomerCode  CustomerName DeptName  InvoiceDescription  InvoiceValue  InvoiceStat.. Currency | Crotes Ex
Functions v o Qe e Qe e = Qe s | e e
» INVOD0O544 HOPDO1 Hope Works (Pty) Ltd PO: HW250 963.17 New ZAR 0.00
e INV0000542 BUI0001 Buiders Storehouse PO: 540 0,00 New AR 0.00
INVODO0539 PIND0O1 Pink [ ZAR 0.00
e ) —Jajix
INVO0O538 HOPOO1 Hops — AR 0.00
INV0OS37 APPODOL Appif]_Home 4R 0.00
INVO00D527 WES001 wes| @ o ZaR 0.00
INVO00504 CUS001 Cash AR 0.00
Accept | Cancel
INV0000500 HOPOO1 Hope ZAR 0.00
INVO000398 BOTO001 Both) & ZAR 0.00
INVOD00323 HOPOO1 Hope usD 0.00

| User:luandak | 02/03/2021  Version:2.4.0.11 | Example Company

9. The Report Preview screen will display.

E/JQ Note that the header reads Tax Invoice. The first time an invoice is printed,

it will state: Tax Invoice. Each time thereafter, it will state Copy - Tax Invoice.

10. From the preview screen you can make cosmetic changes to the Tax

Invoice, as well as Save, Zoom, Add a Watermark, Export or Email

from the preview screen.

11. Click on Close to return to the Sales Invoices listing screen.
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(8 Preview 4—. —JCalx]
File View Background -
O E(mp 880 -E-60a amse - a -~ B b= |[e]

Tax Invoice
Example Company
StreetNoandRoadName ~ POBox 1234
Area New Town
City Durban
South Africa South Africa
1234 1234
RegNo: 0000000asa4521 Fax No: 031124545
VATNo: 0000000 TelNo: 0311234567
LTy DR e
Date : 01/03/2021 00:00:00
Accoun t Manager : Bianca Du Toit
Your Ref : PO: HW250
Contract Ref: C00000042 Call Ref =
Sales Person: Julanda Kessler Machine No :
Attention : Jane. Alrich. Ship Contact Jane. Alrich
Cust Code : HoPoO: HOPOOL
Customer : Hope Works (Pty) Ltd Hope Works (Pty) Ltd
Billing PO Box 7452 Shipping Plot 91 Leaf Road
Address : ForestHills Address = LeafHills
NewTann PinkTonn
Durban South Durban South
1234 1234
TelNo: 031 123 45671 TelNo: 031 123 45671
FaxNo: 031123 45451 FaxNo: 031 123 43451
VAT No : 987654321 Email : snehlanhlandwalane@gmailcom
Ttem Code Ttem Description Quantity  UnitPrice Discount%  NetPrice Total
500-147K 5P500 Black Toner 100 540.00 10.00 486.00 558.90
ararv Vellow Tanar - <o1a18 o s
Pageof 1 100% =) { ] ®)

EMAIL INVOICE [ PRINT AND EMAIL INVOICE

@ If you get an error when trying to email the document, ask your administrator to

make sure that the correct shared folder location has been configured in BPO and that
you have the relevant folder rights to access the shared folder on the server.

1. From the Select the option as desired screen,
2. Click on the Email Invoice radio button.
3. Click on Accept.
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$ - Sales Invoices —
e || Home | Equipment /Locations  Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Repor.x - ® X
- & = == @ m  ——
) — == -] 453
O B § ®/ = T | oo &
Add  Edit Commentand View | Savelayout Workspaces | Print Send Invoices Export | |new +| Refresh
Reference ‘ A To Print Queue
4| @
Links [
E o
InvoiceNo  CustomerCode | CustomerName DeptiName InvoiceDescription  InvoiceValue | InvoiceStat... Currency  CriNotes
Functions v ol ol ] i} P = ol P o0
» INV0000S42 BUIODO1 Builders Storehouse PO: 540 0.00 Mew ZAR
[ INVO0D0539 PINOOO1 = et .00 New ZAR
INVOOODS38 HOPOO1 i Sclect the option a¢ destred =1 8% 00 New 2R
INVOD00S37 APPO001 Home \. ot -
INV0000527 WES0O1 w @ .00 New ZAR
INVODDDS04 CUS001 .00 New ZAR
Accept |
INVO000S00 HOPOO1 St | 48 New R
INV0000398 BOT0001 Processing & |00 New AR
INVOD00323 HOPOD1 .12 New usD
\; Print Invoice
|
\ © Emal Inveics!
‘ 0) Print and Email Invoice
Open Windows v | User : Julandak | 03/03/2021 @ Version : 2.4.0.11 | Example Company 7

4. The Email Sales Invoice: INV[invoice number] screen will display, for

both Email Invoice or Print and Email Invoice options.

EMAIL HEADER

* Employee: The employee who is currently logged on will display
in the employee field. Click on the drop-down arrow to choose an
alternative employee name, if required.

* From: The email address of the employee will display in this field.

* To: To add a contact email address,

i. Click on the search button to display the Select a contact
for this email screen.
ii. Click on the row of the email address of the Customer
Contact you wish to add.
iii. Click on OK.
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e CC: If a group email address has been set up on the order or

accounts contact, then the group email address will display here.

E/j Additional email addresses can be added to either the To: or CC: by

separating the email address with a [;].

* The example has the accounts contact person added to To:jack-

ie@builderStorehouse.co.za; accounts@builderStorehouse.co.za.

$ - .,_._—-pemaasalesmmnmooosu PO: Version 2.4.0.11 - Exampl ny — e
[ e Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Repor.y - & X
Delete Save Back
Attachment
Proces &
Employee Jeff Rivers v|*
From Jeff@TEST ALPHA v2.4.0.0 DB.co.za *
To l jackie @buildersStorehouse. co.2a; accounts @builderStorehouse. co.za ‘
CC |group@BuildersStorehouse.co.za o Select a contact for this email P — Lo [
IAttachments | SALESINVOICE_INVO000542.pdf Home
o =/ |
Subject |Tax Invoice - INVO000542 Ok | Badk | Savelayout
Pro a
Message Dear Jackie, ]
Attached please find the latest Tax Invoice for Builders Storehouse|
records. ParentContacthame ContactType ContactTypeDesc ContactFirsthame
Kind Regards ? A e alc Al
Jackie
. Ll I ACCOUNTS Accounts Contact Jerry
Open Windows ~ | User : JulandaK | 03/03/2021 | Version: 2.4.0.11 | Example Company

e Attachments: BPO will create a PDF of the order and attach it
automatically (you can attach additional documentation if

required).
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2

=  If there are outstanding parts that have not been issued, a Back

Order report will also be attached.

i. To add an additional attachment, click on the search button
in the Attachments field to display the Select File window.
ii. You can browse to find the file location of the document
you with to attach, then click on the file you wish to attach.
iii. Once you have selected the file, click on Open.

$ - Email Sales Invoice: INVD000542 - 7 s ! o
e || Home | Equipment /Locations  Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Repor.x
Delete Save  Back

Attachment

Employee Jeff Rivers v|*
From Jeff@TEST ALPHA v2.4.0.0 DB.co.za
To | jackie@buildersStorehouse. co.za; accounts @builderStorehouse.co.za

€C | group@BuidersStorehouse.co.za

Attachments | SALESINVOICE_INV0D00542.pdf

@ SelectFile X
Subject [Tax Invaice - INV0000542 A |« Users > JulandaK > Documents > Customers v ©  Sesrch Customers ¥

Organize ~ New folder - [ e
Message Dear Jackie, e
N

Attached please find the lats 28 This PC Name Date modified Type
records.

== C on NBDBOD6S |@ 20210112 Customer Invoice 2021/01/08 2:00 PM  Microsoft Excel W...

Kind Regards B Deskiop

|| Documents
¥ Downloads
D Music

[&] Pictures

B videos

= Local Disk (C:)
= CD Drive (D:)
= Backups (E)

¥ Network v < o >

File name: | 20210112 Customer Invoice 4 4 All files (%) v

— (S

iv. The document has been added as an Attachment.
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‘ ¥ Email Sales Invoice: INVO000542 - BPO: Version 2.4.0.11 - Example Company | =Jlo | x
‘,76 | Home 1 eqmlmﬁms Contract  Finance /HR  Inventory i /Projects  Man i Sales  Service  Repor.’s - & X :
Delete Save  Back
Attachment
Processing " A
Employee Jeff Rivers v
From Jeff@TEST ALPHA v2.4.0.0 DB.co.za *
To jacki torehouse, co.za; b ehouse.co.2a P
CC |group@BuildersStorehouse.co.za »p
| SALESINVOICE TNV0000542.pdf 2
120210112 Customer Invoice, xlsx ‘ .
I
Subject | Tax Invoice - INVO000542 -
Message Dear Jackie, *
Attached please find the latest Tax Invoice for Builders Storehouse for your
records.
Kind Regards
Open Windows ~ | User : Julandak = 03/03/2021 = Version : 2.4.0.11 = Example Company 7

Delete Attachment

You may choose to delete an obsolete or incorrectly attached document.

5. Click on the attachment you wish to remove.
6. Click on Delete Attachment.
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$ - Email Sales Invoice: INVO000542 - BPO: Version 2.4.0.11 - Example Company =
% Home [locations  Contract  Finance /HR  Inventory i [Projects  Manufa Pr Sales  Service  Repor.{ - & Xx
Delete Save Back
Attachment
e &
Employee Jeff Rivers v|*
From Jeff@TEST ALPHA v2.4.0.0 DB.co.za *
To | jackie@buildersStorehouse. co.za; accounts @builderStorehouse.co.za Padl
€C | group@BuildersStorehouse.co.za »
el
8 ®
|
Subject [Tax Invoice - INV0000542 -
Message Dear Jackie, *
Attached please find the latest Tax Invoice for Builders Storehouse for your
records.
Kind Regards
Open Windows v | User : Julandak = 03/03/2021 Version : 2.4.0.11 = Example Company b

EMAIL SUBJECT AND MESSAGE

* Subject: Click in the text box to type the email subject line.

2

= Remember that this is the first reference to the email, that your Cus-

tomer will see

* Message: Type an email text message.

7. Once you have completed your email, click on Save.
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a ¥ Email Sales Invoice: INVO000542 - BPO: Version 2.4.0.11 - Example Company =_JLc
e Home | Equipment /Locations  Contract Finance /HR  Inventory i /Projects  Manufa Pr Sales  Service  Repor.’f - & X
Delete Save Back
Attachment 4_—_.
Processing 4 &
Employee Jeff Rivers v|*
From Jeff@TEST ALPHA v2.4.0.0 DB.co.za *
To | jackie@buildersStorehouse. co.za; accounts @builderStorehouse.co.za Padl
€C | group@BuildersStorehouse.co.za »
Attachments | SALESINVOICE_INV0D00542.pdf L
Subject [Tax Invoice - INV0000542 *
Message Dear Jackie, *
Attached please find the latest Tax Invoice for Builders Storehouse for your
records.
Kind Regards|
Open Windows v | User : JulandaK | 03/03/2021 @ Version : 2.4.0.11 | Example Company 7

8. You will return to the Sales Invoices listing screen.

E/T You will not be able to view the Invoice in the New Status list.

9. Click on the down arrow to change the Status to Printed.
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$ - —p- Sales - BPO: Version 2.4.0.11 - Example Company [(=J(a]x]
\E | Home | flocatons  Contract  Finance /HR  Inventory /Projects  Man Sales  Service  Repor.’) - & x
o ﬂ @ ] % st iR ¥
Add  EGt Commentand View | Savelayout Workspaces | Print  SendInvoices Export Refresh
Reference o To Print Queue
Maintain 2 Format 4 Print A Current a A L
a L
ol .
|| InvoiceNo  CustomerCode | CustomerName DeptiName InvoiceDescription  InvoiceValue - InvoiceStat... Currency  CriNotes
AL : e e a0c e = -7 | e Alc -
INV0000544 HOPOO1 Hope Works (Pty) Ltd PO: HW250 -~ 983,17 Printed ZAR
| mwoooos43 Butooo1 Bulders Storehouse e 575.00 Printed ZAR
» INVOODDS42 BUIODO1 Bulders Storehouse PO: 540 0.00 Printed ZAR
INVODDOS41 PINOOOL Pink Shoes PO: 23676 241,500.00 Printed ZAR
INVO000536 YESOOL Young Electric teting123 2,415.00 Printed ZAR CN0000144 (N)
INVODDO535 HOPOD1 Hope Works (Pty) Ltd test test 4,025.00 Printed ZAR CN00D0143 (N)
INVODD0S34 PANOOL Panda Copiers test 19000 Printed usD CND00014S (N)
INVO000S33 PINOOOL Pink Shoes Tech 1,213.71 Printed 28R
INVODDOS32 PINOOOL Pink Shoes test 0.00 Printed ZAR
INVODD0531 PINOOOL Pink Shoes test 0.00 Printed ZAR
INVODD0530 HOPOD1 Hope Works (Pty) Ltd test 74.89 Printed AR
INV0DD0529 HOPOD1 Hope Works (Pty) Ltd test 0.00 Printed ZAR
INVO0D0528 PINOOO1 Pink Shoes Swap out Invoice 5,175.00 Printed ZAR
INVODDO526 PINOOOL Pink Shoes new copier 241,895.60 Printed AR
INV0000525 BIGO001 Big Bargains Test email 602.60 Printed ZAR
INV0000524 HOPOO1 Hope Works (Pty) Ltd test 14,651.95 Printed ZAR CN0000139 (P)
INV0D00523 HOPOO1 Hope Works (Pty) Ltd test 14,674.90 Printed ZAR CN0000138 (P)
INVO0D0522 TIAOO1 Titan Group 1234 575.00 Printed AR
INVOD00521 GET001 GetUp and Go test 621,00 Printed ZAR
INV0000520 GET001 GetUp and Go 1234 1,104.00 Printed ZAR
INVODDO519 GET001 GetUp and Go 1234 993,60 Printed ZAR
INVODDOS18 NEW102 New Customer test 621,00 Printed ZAR v
. »
Open Windows ~ | User : JulandaK | 03/03/2021 | Version: 2.4.0.11 | Example Company

Related Topics

Print Invoice
* View Invoice

Send Invoices To Print Queue

MNU.063.007
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