cC(O=
Credit Notes - Print Process

SALES

CREDIT NOTES - PRINT PROCESS

The first time a credit note is printed, it will state: Tax Credit Note. Each
time thereafter, it will state Copy - Tax Credit Note.

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

Ribbon Access: Sales > Credit Notes

$ - BPO: Version 2.4.0.11 - Example Company — B JLx
% _Equipment /Locations  Contract  Finance /HR  Inventory /Projects  Manufacturi r Sales | Service  Reporng  Utiliies

$ Q B &% EE= B|LE

Customers Services Templates Commercals | POSlite Quotes Orders Invoices | Credit | Statement
Notes Run

1. The Sales Credit Notes listing screen will be displayed.
2. Select the Site where the credit note was created.

* The example has Durban selected.

w

. Select the Status for the credit note you wish to print.

E/j A Credit Note can only be printed when in the Approved or Printed status.

* The example is printing an Approved credit note.
4. Click on the row of the Credit Note you with to print.
5. Click on Print.
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$ - Sales Credit Notes - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 —Jj(a
@ | tome | Equpment/locaons  Contract  Finance /HR _ Inventory i [Projects M i Sales  Service  Reporting  Utiities - & x
g e = == [ - ‘
O 7 X E © = =g P I
Add  Edt Delete View | Releasefor Removefrom Approve Reject | Savelayout Workspaces || Print | send criotes  Exportf| [approved - | Refresh
Links » ./
| Enter text to search »
CrioteNo CustomerCode CustomerName Depthame CrNoteStatusDesc CrioteDescription Currency
Functions v i o e e e e e
CND0000%8 HOPOO1 Hope Works (Pty) Ltd Approved test CRNT 28R
Retums CND0000SS HOPOO1 Hope Works (Pty) Ltd Approved CRNT CCON ZAR
CND000100 HOPOO1 Hope Works (Pty) Ltd Approved ctenicos R
CNO0000101 HOPOO1 Hope Works (Pty) Ltd Approved CCON ZAR
CNO000110 HOPOO1 Hope Works (Pty) Ltd Approved test ZAR
CND000112 HOPOO1 Hope Works (Pty) Ltd Approved test AR
CND00D114 HOPOD1 Hope Works (Pty) Ltd Approved 1234 R
CND000115 HOPOO1 Hope Works (Pty) Ltd Approved test Z8R
CND000116 HOPOO1 Hope Works (Pty) Ltd Approved test ZAR
CND0O0D118 HOPOD1 Hope Works (Pty) Ltd Approved test R
CND000122 BEADOL Bearing and Shoe Approved i AR
CND000123 APPO0OL Apple Juice Inc Approved 1234 28R
CND00D124 BIGO0O1 Big Bargains Approved 123 ZAR
CND000126 APPO0OT Apple Juice Inc Approved test ZaR
CND00D127 BET0001 Betties Summer Shop at the Beach Approved test ZAR
CND000128 BEADDL Bearing and Shoe Approved test Z8R
CND000129 HOPOO1 Hope Works (Pty) Ltd Approved test AR
CND00D141 PINO0OL Pink Shoes Approved test ZAR
E] CNOOD0148 HOPOO1 Hope Works (Pty) Ltd Approved HW200 Z4R
| ‘ »
| Open Windows ~ | User: Juandak | 21/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

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

[ |
¢ Print Credit Note will open the credit note in Report

Preview to view, print, export or email.

|
° Email Credit Note will attach documents, add recip-

ients and the system will create a PDF and email the credit

note.

|
° Print and Email Credit Note will display both the

Report Preview and Email screen.

PRINT TAX CREDIT NOTE

7. To print the Credit Note, click in the Print Credit Note radio button.
8. Click on Accept.
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$ - sales Credit Notes =J(a
@ | Home | Equpmentjlocaons Contract Fmance /HR  Inventory  Maintenance /Projects  Manufacturing  Proawement  Sales  Service  Reporting Utities - &
= ] == > =N <
/ = — s N
= - ¢ =]} -
OZXE . © R/ = s JIES &
Add Edi Delete  View ove e e Save Layout Workspaces Print  Send CrNotes  Export Approved v Refresh
P Format *
Links 2
= CriloteNo CustomerCode CustomerName [ D G iption Currency
Functions Lk e G e oBc 0: #0c ]
— CNO000098 HOPOO1 28 Select the option as desired — (o o test CRNT ZAR
e CNO000099 HOPOO1 | roved CRNT CCON ZAR
Home
CND00D100 HOPDO1 - \roved cten icos ZAR
CND000101 HOPOO1 @ Q oved CCON ZAR
CND00O110 HOPDO1 et Lo oved test ZAR
CND000112 HOPDO1 1\‘ roved test ZAR
CND00O114 HOPDO1 | Processing A ltoved 1234 AR
CNDO0D115 HOPDO1 oved test ZAR
CND00D116 HOPDO1 ‘ oved test 78R
CND00D118 HOPDO1 S ‘ roved test ZAR
CN0000122 BEAOD1 ._ 2ot Credt ot K roved e 2R
CND000123 APP0O01 | ) Email Creditt Note r oved 1234 ZAR
CNDODD124 BIGO001 ") Print and Ema Credit Note oved 123 ZAR
CND000126 APPOO01 roved test ZAR
CND000127 BET0001 /|toved test ZAR
CND00D128 BEADO1 Bearing and Shoe Approved test ZAR
CNO000129 HOPOO1 Hope Works (Pty) Ltd Approved test ZAR
CND0DD 141 PINDOD1 Pirk Shoes Approved test ZAR
» CNO0DD148 HOPOO1 Hope Works (Pty) Ltd Approved HW200 ZAR
‘ »
| Open Windows | User: JulandaK | 21/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0 |

9. The Report Preview screen will display.

@ The header reads 'Tax Credit Note'. The first time a credit note is printed, it

will state: Tax Credit Note, each time thereafter, it will state Copy - Tax Credit

Note.

10.

From the preview screen you can make cosmetic changes to the doc-

uments, as well as Save, Zoom, Add a Watermark, Export or Email the

credit note.

11.
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1B Preview <— il
review o =
File View Background =
80 4 BA 660 B~ 8 & Q 0% ~| & MK D IR IR~ g I@

Tax Credit Note
Example Company v2.5.0.0
StreetNoandRoad Name POBox1234

Area New Town

City Durban
South Africa South Africa
1234 1234
RegNo.: 0000000asad52i FaxMNo.: 031124545
VATNo.: 0000000 TelNo.: 0311234567

Sales Person: John Twain Document Ref.:  CN0000148

Reason : Within service contract Date : 16/04/2021 00:00:00
Account Manager : Bianca Du Toit

Comments :  Labourincorrectly invoiced Related Invoice :  INV0D00S49

Attention: Mandy Jefferson Billing Address: POBox 7452

Cust Code: HOPOOL ForestHills

Customer: Hope Works (Pty) Ltd NewTown

1234

Tel No. : 0315551234

Fax No. : 031123 4545

VAT No. : 987654321

ItemCode  Item Description Quantity  UnitPrice Discount %  Net Price Total

SPI7I7MFC  SP1717 Multi Functional Copier 100 14,000.00 000 14000.00 16,100.00

1717147 BlackToner SP1717 200 800.00 000 1600.00 1,840.00

Page 1of 1

100% (=)

The printed credit note is now available on the Sales Credit Notes screen

where the Status has been set to Printed.

PRINT AND EMAIL CREDIT NOTE

® 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 Credit Note radio button.
3. Click on Accept.
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$ - Sales Credit Notes =JlaJ(x
e || Home | Equipment/Locations  Contract  Finance /HR  Inventory | Projects ing  Procurement  Sales  Service  Reporting  Utiities - & X
O XE © R @ EH B~ O
Add  Edt Delete  View clease for  Remove from  Approve  Reject | Savelayout Workspaces | Print  Send CrNotes Export | |printed +  Refresh
Approva Approva v to Print Queue
aintai | Process . Fomat | ﬁ‘l, ) — = - s
Link 2
Enter text to seard R o - Yy
ioteNo CustomerCode | 85! Select the option as desired =J(o ][ x CrNoteStatusDesc CrioteDescription Currency
Functions v | olc *0e Home e e e =
CNO00104 HOP0O1 ” S | Printed test AR
= CND00D105 HOPOO1 @ 0 Printed test ZAR
CNDODO106 WES001 Accept | Cancel Printed 1234 R
o001 HOPOO1 — ,,_‘—\—. & || ponted test ZR
CNDODO113 HOP0O1 — | Printsd test ZAR
CNO000117 cUsooL Printed 1234 ZAR
CNDOD0119 HOP0O1 Printed test ZAR
CND000120 HOPOO1 .\ © Print Credit Note Printed 1234 R
€NDOD0121 BEADD1 et Printed 1234 Z8R
CND000125 BEADOL Printed test ZAR
€ND000130 APPO001 ) Print and Emai Credit Note Printed 1234 ZAR
CN0000131 APP0001 Printed Cancelled ZAR
CNDOD0132 APPO0DL ZI| printed Cancelled ZAR
CND0D0133 APPODD1 Apple Juice Inc Printed Cancelled AR
CN0000135 BIGO0D1 Big Bargains Printzd 1234 AR
CNDO00136 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNO000137 NEW101 New Customer Test Printed test AR
CND0D0138 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CND000139 HOP0O1 Hope Works (Pty) Ltd Printed test AR
CNDOD0140 PINDOOL Pink Shoes Printed Test email functionality ZAR
» CNODOD148 HOPOO1 Hope Works (Pty) Ltd Printed HW200 ZAR
1 »
Open Windows ~ | User : JuandaK | 21/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

4. The Email Sales Credit Note : CN[credit note number] screen will dis-
play for both Email Credit Note or Print and Email Credit Note

options.

EMAIL HEADER

* Employee: The name of 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 selected 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 or an accounts contact has been set

up, then the email address will display here.

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

arating the email address with a [;].

* The example has the accounts email address added to

To:jackie@HopeWorks.co.za; account-

‘ ». Email Sales Credit Note : CNO000148  ©F 1on 2 E v y V2 - a
@ Home | Equipment/Locations Contract Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utities - &2
Delete Save Back

Attachment
G - :
Employee JeffRivers -]+ !
From | Jeff@TEST ALPHA v2.4.0.0 DB.co.2a - )
To [ v - BF ,
CC | group@HopeWorks.co.za S Sefect # civtact for.this e Y. — JLajix
Attachments SALESCRNOTE_CN000O 148.pdf Home |
Subject |Credit Note - CNOD00148 ok | Bax | saverayou
Prace: &
Message Dear Jackie, ——————— =SS
Attached please find the Tax Cradit Note for Hope Works (Pty) Ltd for your
records. ParentContactName ContactType ContactTypeDesc ContactfirstName Con
Kind Regards v i L3 Al L3
SO Standard Contact Kelly
STD Standard Contact larry
. [+ | simon Richardson  AcCOUNTS Accounts Contact Mandy
STD Standard Contact Mary
Primary
METER Meter User Sammy
Open Windows + | User : JulandaK | 21/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

* Attachments: BPO will create a PDF of the credit note and attach

it automatically.
i. To add additional attachment(s), click on the search button

in the Attachments field to display the Select File window.
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You can browse to find the file location of the document
you wish to attach, then click on the file.
Once you have selected the file, click on Open.

-‘ =
\7@ Home | Equipment /Locations

X HO
Delete Save Back
Attachment

Email Sales Credit Note : CNODOO148 - 5P0: Version 2.5.0.0 - Bxample Company v2.5.1 =JaJx
Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x
a

Employee JeffRivers

From Jeff@TEST ALPHA v2.4.0.0 DB.co.za

To | jackie@+ 0.23;

accounts .73

€C | group@HopeWorks.co.za

Subject Credit Note - CNO000148

records.

Kind Regards

‘ Open Windows ~

Attachments SALESCRNOTE_CN0000 148.pdf

Message Dear Jackie,

Attached please find the Tax Credit A -

Y
@ select File X

L « Users » JulandaK > Documents > Customers v O Search Customers r
Organize New folder = M @

3 This PC Name Date modified Type

== C on NBDB0068 I@ 20210112 Customer Invoice 2021/01/08 :00 PM  Microsoft Excel W...
[ Deskiop

[% Documents

4 Downloads

b Music

[&] Pictures

B videos

= Local Disk (C:)

& €D Drive 0 v < >

File name: | 20210112 Customer Invoice L~ V} All files (%) i

| User: JulandaK | 21/04/2021 | Version:2.5.0.0 | Example Company v2.5.0.0

The document has been added as an Attachment.

Delete an Attachment

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

1. Click on the attachment you wish to remove.
2. Click on Delete Attachment.
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$ - Email Sales Credit Note : CNODO0148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 - B
% | Home | Equipment/Locations Contract Finance /HR  Inventory i [Projects  M; Pr Sales  Service  Reporting  Utiities - & X
Delete Save Back
Attachment
Processing &
Employee JeffRivers ~®

From Jeff@TEST ALPHA v2.4.0.0 DB.co.za

To jackie @t 0.28; acc rks.co.za p*
CC  group@HopeWorks.co.za pel
Attachments _SA 148.0df o2

omer Invoice i ] < @

Subject  Credit Note - CNODDD148

Message Dear Jackie,

Attached please find the Tax Credit Note for Hope Works (Pty) Ltd for your
records.

Kind Regards

Open Windows ~

| User : JulandaK | 21/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

EMAIL SUBJECT AND MESSAGE

* Subject: Type the subject line for the email. Remember that the
subject is the first reference relating to your email, that the Cus-

tomer will see.

* Message: Type the relevant text for the email.

SAVE EMAIL

5. Once you have completed the email, click Save.
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$ - Email Sales Credit Note : CNODO0148 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
e Home = Equipment/Locations  Contract  Finance /HR  Inventory

X HO
Delete Save Back

Attachment 1\.

Employee JeffRivers bl i

[Projects M L Sales  Service  Reporting  Utiities - 8 x

From Jeff@TEST ALPHA v2.4.0.0 DB.co.za

To jack 0.2a; acc rks.co.za P+

CC | group@HopeWorks.co.za pel

| SALESCRNOTE_CN000O 148.pdf

Subject  Credit Note - CNODDD148

Message Dear Jackee, s

Attached please find the Tax Credit Note for Hope Works (Pty) Ltd for your
records.

Kind Regards

Open Windows ~

| User : JulandaK | 21/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

SEND CR NOTES TO PRINT QUEUE

An individual or a batch of Credit Notes can be send to the Customer using the Send Cr

Notes to Print Queue function. This is dependent on the customer's delivery method;
Print, Email or Print/Email.

1. From the Sales Credit Notes list screen,
2. Select the Site where the Credit Notes have been issued.

* The example has Durban selected.
3. Change the Status to Printed.

E/T You can only send Credit Notes to the Print Queue that have a Printed
status.
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FILTER BY CUSTOMER

To send credit notes for a specific customer to the print queue, you can make use of the
filter option in the filter row.

4. Click in the Customer Name filter field.
5. Start typing the name of the Customer you wish to work with.

E/T The Credit Notes list will start to filter for the customer as you type.

* The example is filtering the Credit Notes for Customer
Hope Works (Pty) Ltd.

$ - .__—pskscmnmtes-mumum-wemmwvm —J(a
% | Home | Equipment/Locations  Contract _Finance /HR _Inventory i ce /Projects Mk -
p = (=i} 2
Add Ed Delete  View Release f emove fro pprove ejec Save Layout Workspaces Print
Praocess . Format Print Current P [
Links oo b Applied Filter : Contains([Customerfiame], ‘Hope')
Functions CrioteNo msmmﬂ:&\&usmaNm /. Deptiiame CriNoteStatusDesc CrivoteDescription Currency
o e . B Hope| Ld | o W0 o o -
R CN0000SO HOPOO1 | [Flope Works (Pty) Ltd Printed Cal-CreditNotes  ZAR
CNDOD00S1 HOP0O1 B Hope Works (Pty) Ltd Printed €r -no invoice ZAR
CNDOOOD34 HOP0O1 , Hope Works (Pty) Ltd Printed PRI CRNote AR
CN00000BS HOP0O1 " | Hope works (Pty) Lt Printzd CRNote348 AR
CNDOD0DS7 HOP0O01 ', | Hope Works (Pty) Ltd Printed test ZAR
CNO0000SS HOPOO1 " | Hope Works (Pty) Ltd Printed test Returns tie ZAR
CNDDD0DS2 HOP0O1 N Hope Works (Pty) Ltd Printed call credit note ZAR
CNDOOO0S4 HOP0O1 Hope Works (Pty) Ltd Printed test AR
CNDO00102 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDOD0104 HOP0O1 Hope Works (Pty) Ltd Printed test 28R
CN0000105 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
€NDODO111 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNO000113 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDOD0119 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CND0D0120 HOP0O1 Hope Works (Pty) Ltd Printed 1234 ZAR
CND0D0136 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CND000138 HOP0O01 Hope Works (Pty) Ltd Printed test ZAR
€NO000139 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDOD0148 HOP0O1 Hope Works (Pty) Ltd Printed HW200 Z8R J
I »
i x /] Contains([CustomerName], 'Hope’) Edit Filter
} Open Windows ~ | User : Juandak | 21/04/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0
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Remove filter

To remove the filter, press the Backspace or Delete key on your keyboard to
remove the text in the filter field or deselect the filter option at the bottom

of the screen.

The data grid will be updated and all the Sales Credit Notes will be displayed.

SELECT A BATCH OF CREDIT NOTES

Select a Range

1. Click in the row of the first Credit Note in the range, to select the row.
Hold down the Shift Key on your keyboard and click in the row of the
last Credit Note in the range.

3. Click on Send Cr Notes to Print Queue.

4. The Print Queue Processing message will display.

$ - Sales Credit Notes - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — (e Cx
e | Home | Equipment/Locations  Conbract Finance /HR  Inventory i /Projects  M; i _Sales  Service  Reporting  Utiies - & x
© % X[ © 0 0 = TN
Add  Edt Delete View | Releasef emove from Approve  Reject | Savelayout Workspaces ot |sendcriotes | Export | [printed +  Refresh
Approva Approval  Crhote CrNote - to Print Queue,
Process . Format “ Print p Current a ad
Links L3 Applied Filter : Contains([Customerfiame], 'Hope')
s e »
Functions CrivoteNo CustomerCode Customerhame Deptiiame CriNoteStatusDesc CrivoteDescription Currency
v o 0 +0 Hope e I8 e W B
o CND00DOS HOPOO1 Hope Works (Pty) Ltd Printed Cal -CreditNotes AR
CND000081 HOPOO1 Hope Woarks (Pty) Ltd Printed Cr -no invoice ZAR
CNDOD0D34 HOP0O1 Hope Works (Pty) Ltd Printed PR CRNote ZAR
[[] cvoooooss HOPOO1 Hope Warks (Py) Ltd Printed CRiNote348 R
./ CNDD00DS7 HOPOOL Hope Works (Pty) Ltd Printed test 2R
CND00D0SS HOPOO1 Hope Warks (Pty) Ltd Printed test Returns tle AR
CNDD0DDS2 HOPOO1 Hope Works (Pty) Ltd Printed Call credit note 28R
CNDD0D0S4 HOPOO1 Hope Works (Pty) Ltd Printed test 2R
CNDD0D102 HOPOO1 Hope Works (Pty) Ltd Printed test 2R
CNDD0D104 HOP0O1 Hope Works (Pty) Ltd Printed test 28R
CNOOD0105 HOP0O1 Hope Works (Pty) Ltd Printed test R
E] CNDD0D111 HOPOO1 {Hope Works (Pty) Ltd i Printed test 28R
CND000113 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CND000119 HOPOO1 Hope Woarks (Pty) Ltd Printed test ZAR
CND0D0120 HOP0O01 Hope Works (Pty) Ltd Printed 1234 ZAR
CND000136 HOP0O1 Hope Works (Pty) Ltd Printed test Z8R
CND000138 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CND000139 HOP0O1 Hope Warks (Pty) Ltd Printed test AR
CNDODO148 HOP0O1 Hope Works (Pty) Ltd Printed HW200 Z8R v
i % /] Contains([CustomerName], 'Hope) Edit Filter
‘ Open Windows ~ | User: JiandaK | 21/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0
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Select Multiple Credit Notes

1. Hold down the Ctrl/ (Control) key on your keyboard and click on the
row of each Credit Note you wish to include in the batch.
2. Click on Send Cr Notes to Print Queue.

3. The Print Queue Processing message will display.

$ - Sales Credit Hotes - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 s
| @ | Home | Equpment/Locators Conbract Finance/HR Inventory Mai [Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utiities - & x
O F X5 ®© © 6 = = ] O
Add  Edt Delete View | Relessefor Removefrom Approve Reject | Savelayout Workspaces | Print [SendCrNotes| Export | [printed + Refresh
Approva Approval  CrNote CrNote v to Print Queue
aintair g Process : Format ¥ Print \ Current 5 2
Links 2 ‘ Applied Filter : Contains([CustomerName), 'Hope') \.
Enter text to searc Al
Functions CriloteNo CustomerCode Customerhiame * Depthiame CriloteStatusDesc CrioteDescription  Currency
L o 0 Hope o e o o -
Retume 0000080 HOPOD1 Hope Works (Pty) Ltd Printed Cal -Credithotes AR
4|mnmm1 HOPOD1 Hope Warks (Pty) Ltd Printed €r -no invoice 2R
" enooooos+ HOPOD1 Hope Works (Pty) Ltd Printed PRI CRNote R
4 [crooo0ss HOPOD1 Hope Works (Pty) Ltd printed CRNote348 2R
Ly | ooonos7 HOPOD1 Hope Warks (Pty) Ltd Printed test 2R
*. Ly | criooonoss HOPOO1 Hope Warks (Pty) Ltd Printed test Returns tie R
“,7|l"  cnooooosz2 HOPOO1 Hope Works (Pty) Ltd Printed call eredit note ZAR
CNDDO034 HOPOD1 Hope Works (Pty) Ltd Printed test R
; CNO000102 HOPOD1 Hope Works (Pty) Ltd Printed test 2R
. “ €ND000104 HOPOO1 Hope Works (Pty) Ltd Printed test 7R
. > Iu«moms HOPODL Hope Warks (Py) Ltd printed test R
CND000111 HOPOD1 Hope Works (Pty) Ltd Printed test R
CNOO00113 HOPOD1 Hope Works (Pty) Ltd Printed test 2R
CNO0DD113 HOPOD1 Hope Works (Pty) Ltd Printed test 2R
Y @ HOPOD1 Hope Works (Pty) Ltd Printed 1234 AR
CNO000136 HOPOD1 Hope Works (Pty) Ltd Printed test R
CNO00D138 HOPOD1 Hope Works (Pty) Ltd Printed test 2R
CNO000139 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
N |mmn1: HOPOD1 Hope Works (Pty) Ltd Printed HW200 2R v
‘ « ==
| x /] Contains([CustomerName], 'Hope’) Edit Filter
Open Windows ~ | User : Juandak | 21/04/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0

Select a single Credit Note

1. Click on the row of the Credit Note you wish to send to the print
queue.

2. Click on Send Cr Notes to Print Queue.

3. The Print Queue Processing message will display.
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a 5 Sales Credit Notes - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — LB
e | Home | Equipment/Locations Contract Finance /HR  Inventory i ce [Projects M Sales  Service Reporting  Utiiities - &8 x
O XE | & E | TG
Add  Edt Delete  View Savelayout Workspaces | Print [Send CrNotes| Export | [printed +  Refresh
v to Print Queue|
ntai Format Print p Current p D
[ Links [ Applied Filter : Contains([Customertiame], ‘Hope') \‘
[[Enter te: ea P
Functions CrivoteNo CustomerCode Customerhame DeptiName CriNoteStatusDesc CrivoteDescription Currency
v o "0 0+ Hope "0 =5 0 o -
(=2 CNO0000SD HOPOD1 Hope Works (Pty) Ltd Printed Cal -CreditNotes  ZAR
CND000081 HOP0O1 Hope Woarks (Pty) Ltd Printed Cr -no invoice ZAR
CNODDOD4 HOP0O1 Hope Works (Pty) Ltd Printed PRI CRNote ZAR
CNDOD00SS HOP0O1 Hope Works (Pty) Ltd Printed CRNote348 AR
CNDOD00S7 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDOD00SS HOP0O1 Hope Works (Pty) Ltd Printed test Returns tie ZAR
CNODD0DS2 HOP0O1 Hope Works (Pty) Ltd Printed Call credit note ZAR
CNDODODS4 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CN0000102 HOP001 Hope Works (Pty) Ltd Printed test ZAR
CNDODO104 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDODO105 HOP0O1 Hope Works (Pty) Ltd Printed test AR
CND0D0111 HOP0O1 Hope Works (Pty) Ltd Printzd test AR
CND0D0113 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
€NO000119 HOP0O1 Hope Woarks (Pty) Ltd Printed test ZAR
CND0D0120 HOP0O1 Hope Works (Pty) Ltd Printed 1234 ZAR
CNDOD0136 HOPOO1 Hope Works (Pty) Ltd Printed test AR
CND000138 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDOD0133 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
E] CND0D0148 HOP0O1 {Hope Works (Pty) Ltd Printed HW200 ZAR =
‘ »
i x|/ Contains([CustomerName], 'Hope') Edit Filter
} Open Windows ~ | User : JuandaK | 21/04/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0

PRINT QUEUE PROCESSING

1. When you receive the Print Queue Processing message to confirm;
* The selected items have been sent to the print queue.
2. Click on OK.
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TECHMNOL OGTES Credit Notes - Print Process

$ - Sales Credit Notes - BP0: Version 2.5.0.0 - Examp o
‘;t Home | Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiiities - & Xx
O o X o B o CER
Add Edit  Delete rom ejec Save Layout Workspaces Print  Send Cr Notes Export Printed ~ Refresh
Cr Note b to Print Queue
Maintain i Print i Current d D
‘ Links L] Applied Filter : Contains([CustomerName], ‘Hope')
CriNoteNo CustomerCode CustomerName 7 DeptName CrNoteStatusDesc CriNoteDescription Currency
Ak 0 #[0< Hope Qe B oD 0 -
e | cnoooooso HOPOO1 Hope Works (Pty) Ltd Printed Cal -CreditNotes  ZAR
CND000081 HOPOO1 Hope Works (Pty) Ltd Printed Cr -no invoice ZAR
CND0000B4 HOPOO1 Hope Works (Pty) Ltd Printed PRI CRNote ZAR
CN0000085 HOP001 Hope Works (Pty) Ltd Printed CRMNote348 ZAR
CNDo00087 HOPOO1 Print Queue Processing 4—). X fted test ZAR
CNDO000ES HOPOO1 e ted test Returns tile ZAR
CND000092 HOP0O1 L o ted Call credit note ZAR
CND0000S4 HOP0O1 0 The selected items have been sent to the print queue. ted test ZAR
CN0000102 HOP001 ted test ZAR
CNO000104 HOP0O1 ted test ZAR
€ND0DO105 HOPDO1 .—p ted test AR
CNO000111 HOPOO1 ted test ZAR
CNDO00113 HOPOO1 Hope Works (Pty) Ltd Printed test ZAR
€NO000119 HOPOO1 Hope Works (Pty) Ltd Printed test ZAR
CNO000120 HOPOO1 Hope Works (Pty) Ltd Printed 1234 ZAR
CNO000136 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNOD000138 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDODD139 HOPOO1 Hope Works (Pty) Ltd Printed test ZAR
b CNO000148 HOPOO1 Hope Works (Pty) Ltd Printed HW200 ZAR -
[ « »
i } % /] Contains([CustomerName], 'Hope) Edit Filter
Open Windows ~ | User: JiandaK | 21/04/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0

VIEW PRINT QUEUE

1. From the Sales Credit Notes listing screen,
2. Click on the Utilities ribbon tab.

Help v2.5.1.4 - Pg 14 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOL OGTES Credit Notes - Print Process

- Sales Credit Notes - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 RS
/Locations  Contract  Finance /HR  Inventory i /Projects  Man i Sales  Service  Reporting F X
o m & -
Savelayout Workspaces | Print SendCrNotes Export | |printed
v to Print Queue
Maintair Print A &
Links 2 Applied Filter : Contains([CustomerName], Hope ')
CrivoteNo CustomerCode Customerhame 7 DeptName CriNoteStatusDesc CrivoteDescription Currency
ML L [0+ Hope "0 =5 o0 o0
| cnoooooos HOP0O1 Hope Works (Pty) Ltd Printed Zero Rated test ZAR
CND000020 HOPOO1 Hope Warks (Pty) Ltd Printed test AR
CNDOD0D21 HOP0O01 Hope Works (Pty) Ltd Printed test ZAR
CNDOD0028 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDO00029 HOP0O1 Hope Works (Pty) Ltd Printed test change commerdi... ZAR
CNDOD0030 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNODD0032 HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDOD003S HOP0O1 Hope Works (Pty) Ltd Printed 78941 ZAR
CND000036 HOP0O1 Hope Works (Pty) Ltd Printed Test delete creditnote  ZAR
CNDOD00SS HOP0O1 Hope Works (Pty) Ltd Printed test ZAR
CNDO00D72 HOP0O1 Hope Works (Pty) Ltd Printed A Class Return AR
Q0000073 HOPOO1 Hope Works (Pty) Ltd Printed CClassReturn 78R
CNDOD0D74 HOP0O1 Hope Works (Pty) Ltd Printed B Class Return ZAR
CND00007S HOP0O1 Hope Works (Pty) Ltd Printed Return B dass AR
CNDOD00SD HOP0O1 Hope Works (Pty) Ltd Printed Call - Credit Notes ZAR
CNDOD00S1 HOP0O1 Hope Works (Pty) Ltd Printed Cr -no invoice ZAR
CNDOD0D34 HOP0O1 Hope Works (Pty) Ltd Printed PRJ CRNote ZAR
CNDOD00SS HOP0O1 Hope Works (Pty) Ltd Printed CRNote343 ZAR
I HOP0O1 {Hope Works (Pty) Ltd Printed test AR .
| < »
1 x|/ Contains([CustomerName], 'Hope ) Edit Filter
Open Windows ~ | User : JuandaK | 21/04/2021 | Version : 2.5.0.0 | Example Companyv2.5.0.0

3. The ribbon bar will change to display the Utilities ribbon toolbar will
display.
4. Click on Print Queue Viewer.
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cCCOO=3
Credit Notes - Print Process

Home  Equipment /Locations  Contract  Finance /HR  Inventory | Projects i Sales  Service  Reporting Iuﬁibesl - & x
0B 0 U E Q6|8 ©“ & B @] 4
Quit Application ~ Reset Tle Cascade Horizontal | Document | Print [PrintQueue| PrintQueue Email Queue TechConnect Send SMS User Manual
Password Search | Queue | Viewer Reprint Viewer  Process Exceptions
view | arch “/' Queues SMS Processing | Help | 2
Asuhrd ' Biev (amtome(|( estemertaome | Wupe |
ot e i |t T B e B it Curmency L
9 Q Q rewe ° < < 2 .
Oeonoom: el g dearka Py e Cal - Crmiit Noten .
0008 | w1 g s Py L e O . —— ]
NODO0084 L g Wats Py LW rted - et -
ooy 0 ruge wets Pry) i rand e o e
oo ! - g worts Py LW e Ll a8
Oeoooms w1 g warks Py v e bt . .
O0000e. - upe wets Py L vt L ce e R
e - g Warks Py e - .
OO0 0. 0 rupe wats Pry) i e Lo e
oo 04 | g worts Py LW ey - B
Oa0n 0% e o 1 rupe warks Pry) vand - I
Oweoo1 i1 - g warts P LW R e .
w01 1) e g ks Py e - .
Ownon 19 e o 1) ruge vty Pry) i et ko I
w000 L0 - g Warta Py LW e [t .
Ownon 3 0 ruge wats Pry) v rad badl Rl
Owooo 1 - g worts Yy LW e Ll .
w0001 e g darts Py v - .
B — ————vig e o -
R e e e P
Cpan Wrdows * ner  Merde  IUOAXI vewen 1500 Cweegie Compary w1300

5. The Print Queue Viewer list screen will display.

6. The Credit Note you have sent to the Print Queue is listed on the Print
Queue Viewer listing screen.

7. Click on Close to return to the Sales Credit Notes listing screen.
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TECHMNOLOGSTES

Credit Notes - Print Process

$ - Print Queue Viewer - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = Lo x|
LL Home /locatons  Contract  Finance /HR  Inventory /Projects  Mar Sales Service Reporting  Utiities - 5@
(=)
g &
Savelayout Workspaces | Refresh .
o= i ‘ ) &
InvoiceNo  ItemCode  Processed  Datelnserted DatePrinted  CustomerC.. CustomerName Contactiame ContactEmail ! BackOr
? e Lo 3 - - "B Y Al B N Lo e e e ol
INDDODS04  CTIN No 06/04/2021  01/01/1900  BIGOOOL Bsg Bargains Tarryn Snow\CUS’TOM, EMAIL kameshni.pi... pilaykame1.
INVO0DO543  CINV No 26/02/2021  01/01/1900 BUIOOO1 ,°  Buiders Storehouse Jerry To EmaL group@8i...
INVOOD0542  CINV No 03/03/2021  01/01/1900 BUIO00L"  Buiders Storehouse Jerry © EMAL group@Bui...
INDDDD206  CTIN No 09/02/2021  01/01/1900 cusod1 Cash Sales Account Customer Contact E;4AI\J. group@Cas...
CN0O0DD0S8  CRNT No 09/02/2021  01/01/1900 cuém 1 Cash Sales Account Customer Contact EMALL" « group@cCas..
CNOD00117  CRNT No 09/02/2021  01/01/1900 ¢ cusoos Cash Sales Account Customer Contact EMAIL group@Cas.
INVO000335  CINV No 24/02/2021  01/01/1900°  DER0O1 Derton / Technologies Mie Derton EMAIL . group@Der
CRO0D0005 ~ CTCN No 11/02/2021  01/01/1500  HOPOO1 Hope Works (Pty) Ltd Mandy Jefferson PREM snechaghia.. SALESINVO... SALESS
STC0000002 CTCN No 11/02/2021  01/01/1900  HOPOO1 Hope Works (Pty) Ltd Mandy Jefferson PREM mmHmHau\. SALESINVO... SALESE
CRO0D0D20  CTCN No 11/02/2021  01f01/1900  HOPOD1 Hope Works (Pty) Ltd Mandy Jefferson PREM snenhlanhla... > | SALESINVO... SALESS
CR0000031  CTCN No 11/02/2021 ’0 1/01/1900  HOPOO1 Hope Works (Pty) Ltd Mandy Jefferson PREM snenhlanhla, L\ SALESINVO... SALESB)
»|CNO0DO148  CRNT No 21/04/2021  01/01/1900  HOPOO1 Hope Works (Pty) Ltd Mandy Jefferson PREM snenhianhia... SALESINVO... sALEsti
INVO0D0302  CINV No 08/02/2021  01/01/1900  SAMOD1 Samanthas Diner Samantha Marshal EMAIL group@Sam...
INVO0D0302  CINV No 08/02/2021  01/01/1900  SAMOO1 Samanthas Diner Samantha Marshal EMAIL group@sam...
INVD0D0256  CINV No 08/02/2021  01/01/1300  SAMOO1 Samanthas Diner Samantha Marshal EMAIL group@Sam...
INVO000239  CINV No 08/02/2021  01/01/1900  SAMOO1 Samanthas Diner Samantha Marshall EMAIL group@Sam...
INVO0D0234  CINV No 08/02/2021  01/01/1900  SAMOOL Samanthas Diner Samantha Marshal EMAIL group@Sam...
INVOOD0O7S  CINV No 08/02/2021  01/01/1300  SAMOD1 Samanthas Diner Samantha Marshal EMAIL group@Sam...
INVDOD0045  CINV No 08/02/2021  01/01/1900  SAMOO1 Samanthas Diner Samantha Marshal EMAIL group@sam...
INVO0D0039  CINV No 08/02/2021  01/01/1900  SAMOO1 Samanthas Diner Samantha Marshal EMAIL group@Sam...
4 »
Open Windows ~ | User : JuandaK | 21/04/2021 | Version : 2.5.0.0 | Example Companyv2.5.0.0

EXPORT A CREDIT NOTE LIST

The export function allows you to @xport a list of Credit Notes for a selected Site and

Status to a Microsoft Excel Spreadsheet.

1. From the Sales Credit Notes list screen,

2. Select the Site where the Credit Notes were issued.

4. Click on Export.

* The example has Durban selected.
3. Select the Status of the Credit Notes that you wish to export.

* The example has New selected.

CO3 Technologies (Pty) Ltd © Company Confidential
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TECHMNOLOGSTES

Credit Notes - Print Process

$ - Sales Credit Notes - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = J(a](x
e || Home | i /locatons  Contract  Finance /[HR  Inventory Projects Sales  Service Reportng  Utiities - & X
c a] = ¥ =S 2 - g
OZXE »~» @ O - ) !
Add  Edt Delete View | Releasefor Removefrom Approve Reje SaveLayout Workspaces end Cr Nojge | Export Refresh
Approval - o
Format Current &
Link 2| Applied Filter : Contains([CustomerName], 'Hope ")
e »
Functions CrioteNo CustomerCode Customerame Deptiame CrivoteStatusDesc CriNoteDescription Currency
® o o0 o[ Hope e o e o
= CNO00D0GO HOPOD1 Hope Works (Pty) Ltd New retest ZAR
CNO0000E3 HOPOO1 Hope Works (Pty) Ltd New retest withoutrefere... ZAR
CNOODODS4 HOPOO1 Hope Works (Pty) Ltd New retest partial quantities ZAR
CNDODDS7 HOPDO1 Hope Works (Pty) Ltd New retest ZAR
CNDOD0082 HOPOO1 Hope Works (Pty) Ltd New CRNote -noinvoice  ZAR
CNO000134 HOPOO1 Hope Works (Pty) Ltd New test ZAR
CNDODD143 HOPDO1 Hope Works (Pty) Ltd New TEST TEST TEST ZAR
» CNODDO147 HOPOOL Hope Works (Pty) Ltd New HW001111 ZAR
| x /| Contains{[CustomerName], Hope *) Edit Filter

| Open Windons -

| User : Juandak | 21/04/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

5. The list of Credit Notes from the Sales Credit Notes list screen have

been exported to a Microsoft Excel Spreadsheet.

E/j The example has the Customer Name filter in place and therefore only the
Credit Notes for Customer Hope Works (Pty) Ltd has been exported. To export

all the Credit Notes for the Site and Status, ensure that all filters have been

removed.

6. Click on Close when done working in Excel to return to the Sales
Credit Notes list screen in BPO.
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TECHNOLOGTES Credit Notes - Print PI‘OCESS

5 Sales Credit Notes 21-Apr-2021.04-51-58 - Excel Julanda Kessler . = o X

Insert  Pagelayout Formulas Data Review View Help Q Tell me whatyou want to do £, Share

i con | A & et ]} [ B B[ | 2o iy O
D) 2 oy - Calibri 1 A K 25 Wrap Text General 5 S g &= &K ] - zY
Pase L rie | B T U-|E- oA = Mege & Center = | (- % » | 53 g | Condional fomatas Cell | Insert Delete Fomat | o~ Sort& Find&
- Formatting - Table~ Styles~ | - - - & Clear Filter + Select -
Clipboard ~ Font ~ ~ Number ~ Styles cels Ediing ~
Al - fr | CrNoteNo v
A B c D E F G H | J K [=]
1 |crNoteNo - |customerCode | - | - ~|c ~ | crNoteDescriptior - |currency |~ ~ |TaxRate |~ |crNoteDate |- [crNoteTime |- |[sale:
2 |CN0000060 HOPOOL Hope Works (Pty) Ltd New retest 2R 1.00 14.00]  21/04/2017|09:45:31 MUl
3 |CN0000063 HOPOOL Hope Works (Pty) Ltd New retest without referdZAR 1.00 15.00(  21/04/2017|11:17:22 MU
4 [CN0000064 HOPOOL Hope Works (Pty) Ltd New retest partial quantit| ZAR 1.00) 14.00[  21/04/2017|11:33:58 MU
5 |CN0000067 HOPOOL Hope Works (Pty) Ltd New retest R 1.00 14.00(  21/04/2017|11:42:31 DU,
6 |CN0000082 HOPOOL Hope Works (Pty) Ltd New CRNote - no invoice [ZAR 1.00) 1.00]  26/05/2017[10:13:18 MU
7 |CN0000134 HOPOOL Hope Works (Pty) Ltd New test 2R 1.00 15.00] 14/05/2019[12:22:58 DU,
8 [CN0000143 HOPOOL Hope Works (Pty) Ltd New TESTTESTTEST __ [AR 1.00 15.00(  24/04/2020]04:43:14 ND
9 |CN0000147 HOPOOL Hope Works (Pty) Ltd New HWO001111 2R 1.00) 15.00(  15/04/202113:43:39 KES
10
1
12
13
14
15
16
17
18
19
20
21
22
23
24
Sheet [ &) < >
B m - 1 +100%

Related Topics

e Create and Link a Credit Note
e Edit and Link a Credit Note
e Partial Credit Note

MNU.064.004
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