Work Orders - Invoices

SERVICES

WORK ORDERS - INVOICES

From the Invoices tile you can Add, Edit, add a Comment and Reference,

View and Print an Invoice.

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

itis an OTC Invoice.

Ribbon Access: Service > Work Orders

e Equipment /Locations ~ Conftract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales | Service | Reporting
O % £ 4 H B AR @ B|Rin A Q
-3 o ! B L) & Work Management | [2] My Tickets
TechMap Scheduing CurrentTech Technidans Avalsbiity SiteExceptions | Calls CallRequests |Work Orders| Serviee My Work

Activity Exceptions Requests [ Time Review [ Al Open Tickets

Utiities

. The Work Order Listing screen will be displayed.

2. Select the Site where the work order was issued.
e The example has Durban selected.

3. Select the Status for the work order.

* The example has Active selected.

4. Select the row of the work order you wish to invoice.

[ERN

5. Click on the Invoices tile.
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Work Orders - Invoices

& - € Wwork Order Listing - BPO: Version 25.0.8 - Example Company v2.5.0.8 =B ix
| é | Home [locations  Contract Finance {HR  Inventory | Projects i Sales Service Reporting  Utiities - & x
! o ﬁ X % 0 ey I save Layout lﬁ uEa Durban [l«—© "‘j
‘ - , S Workepaces + £ Fndwo
Add Edit Delete View Close Complete Renstat; % Save Fiter Print  Export G Refeh Reuvnfts
Maintair “ Process For Print “ Current eports 4 i
WOCode WOType | CalReference  Desaription Capitalise  CallDesc RequestDa... ~ Priority Invoiceable ProjectRef
Qe o0 L3 0 L L = = o0 L -
WO0006262 P Additional equipment requested during ins... No 04/04/2022 2 No pRI00OC -
WO00006261 P CND0D5305  B6004 No B6004 04/04/2022 2 No
WO0006260 REP CND005304 Loan unit required while main unitis being ... No Loan unit required whil... 15/03/2022 3 No
WO0006259 REP (CN0005303 Post Contract machine repair No Drum replacementreq...  16/02/2022 2 Yes
WOD006258 SERV Drum required No Drum replacement req... 31/01/2022 2 No
B W00006256 IMP (CN0D005302 New machine implementation, Installation ... No New machine implemen... 24/01/2022 1 No
; B WO0006257 NDS CND005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
W00006253 PR CN0005301 Replace part - current faulty No Replace part -current ... 18/01/2022 3 No
[ W00006252 REP CND0DS300  Printer displaying error code No Printer displaying error... 18/01/2022 3 No
Qu [ wO00006251 ms (CN0005299 Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
[ W00006250 REP CNOD0S5298  Paper not feeding through rollers No Paper not feeding thro._.. 14/12/2021 3 No
- : W00006249 sM - Bathroom Bin Mai No 23/11/2021 2 No PRJ00OC
W00006248 sM WS - Weekly Service No 23/11/2021 2 No PRID0OC
WO0006247 sM int - Bathroom Bin Mai No 23/11/2021 2 No PRI00OC
WO0006246 sM -Bathroom Bin No 23/11/2021 2 No PRJ000C
WO0006245 M WS -Weekly Service No 23/11/2021 2 Ne PRJ00OC
WO00006243 sM WS - Weekly Service No 16/11/2021 2 No PRID0OC
WO0006242 SERV IMMS - 1 Month Machine Service No 16/11/2021 2 No PRI000OC
WO00006241 M WS - Weekly Service No 16/11/2021 2 No PRJ000C
CreditNotes WO00006240 sM WS - Weekly Service No 16/11/2021 2 No PRIO0OC
—_— )
Open Windows v | User: JulandaK | 05/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8 2

6. The Sales Invoices for Work Order [work order number] screen will
display.

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

ADD SALES INVOICE

8. Click on Add.

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

$ - - Sales Invoi Work Order - ion 2.5.0.8 - Example Company v2.5.0.8 [—J(Bjlx
$ | Home jpment Locaions ~ Contract ~ Finance /HR  Inventory i [Projects M i Sales Service Reporting  Utiities - ® x
o B 5 R H & B %
¥ = = -
O |z 5] &= R &
Add | Edt Commentand View | Savelayout Workspaces | Print Send Export Refresh
Rei - To Print Queue
‘\e Current a

Links ]

= InvoiceNo  CustomerCode | CustomerName InvoiceDescription | InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate | InvoiceStatus  SalesmanEmpl|
Functions v o s s e = o0 - = - o o

» INVOOOD572 OFFOO1 Office Supplies Unli... QTMAR2 595.13 ZAR .00 1500 04f04/2022 N KES001
£ —

Open Windows + | User : JdandaK | 05/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

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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Work Orders - Invoices

$ - e——bw_-cmmm-mvmmx-wc_-quuu _ JtaJx
| E | Home [Locations  Contract  Finance /HR  Inventory i | Projects i Sales Service Reporting  Utiities - & x
Save Back Delete | Savelayout
Ttem
Maintain 4| Format @D
1
Customer Name | Office Supplies Unlimited ol Reference INV2004 * | silling address ]
Contact Name | Samantha Times p* Status New EOReCIRE 2 B
Forest Hills
Commercial | Type Class Commercial = Date & Time 05/04/2022 v 140138 3 @
Salesman | Juanda Kessier - | Shipping address
Billing Customer | Office Suppies Urimited £+ Biling Contact |Samantha Times B+ | |CEiiSdhtnkh Ave 2 B
Invoice Currency South African Rand v Exchange Rate 13|* a5y —
Tax Rate 15.00 v 15 _| Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoiceLineDescription  WarehouseName — BatchSerialNo  Quantity  UnitCost  Markup  Discount  UnitSelingPrice  BaseCcyPrice
v =) = 0 o o0 s e = = = = = =
3 O Labour DRV Driver Driver 4,000 350,000  15.000 0.000 172,500 1715)‘
O Expenses TOLL Mariarhill Ridge, .. Marianhil Ridge, Toll to L000  27.000  15.000 0.000 31.050 31.05(
(] Expenses ON Over night stay ... Over night stay as inst... 1.000 750.000 15.000 0.000 862.500 862. 501
O Expenses TOLL Marianhill Ridge, ... Marianhil Ridge, Toll to.. 1.000 27.000  15.000 0.000 31.050 31.05¢
O Expenses TOLL Mariarhill Ridge, .. Marianhil Ridge, Toll to 1000 27.000  15.000 0.000 31.050 31,050
O Warranty 12Msw 12 Month Suppli... 12 Month Supplier War... 1.000 0.000 15.000 0.000 0.000 0.00(
CE s [ . —
“« »
Comment Sub Total 1,645.65
VAT 246.85
Grand Total 1,892.50
Open Windows | User: JulandaK | 05/04/2022 = Version: 2.5.0.8 = Example Company v2.5.0.8 A

12. Click on the Related References tab to enter the reference information
for the Customer Order.
* The Work Order Reference has been auto populated with
the selected Work Order number.
* When referencing a work order which has stock issued, but
not yet invoiced, will auto populate the frame.
13. Edit 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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g - Edit Customer Invoice - V0000532 - 570: Version 2.5.0.9 - Example Company (==

| @ | tome | Ecupment/Locaons  Contat  Fnance /R Inentory  Mantenance [Projects  Manufictring  Proarement  Sales  Servke  Reporting  Utifies - & x
OxXx X
=

Save Back Delete | Savelayout
Ttem

Vaintain .| Fomat 4 a
Customer Name | Hope Works (Piy) Ltd pl* Reference Nova * | pilling address
ContactMame AccountsCentzct P * Status New POBox 7222 N -
Commercial | Default RN Date & Time 01042022  ~| 133434 L New Tawn =
salesman BancabuTor v * Shipping address
Biling Customer Hope Works Pt)Ltd £+ Billing Contact |Accounts Contact 0 * 2
Invoice Currency |South Aficanfand < ExchangeRate 1%
TaxRate 1500 v 15 | [ Suppress Line Detail on Print p—
SuppressCrPrint _ TtemType: TemCode | ttemDescription | invoiceL Quantty |UnitCost |Markup |Discount | UnitSelingPrice | BaseCeyPrice | TaxRate | Department | Stams
- = s s s e s = = = = = = = o0 o0
[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 Soles Depar... A
3 0 Warranty 1vsw 1 Year Suppler .. 1 Year Sugplier Warra. 1000 0000 0.000  0.000 250.000 250000 15000 Sales Depar... A
* Select type.

Comment Sub Total 2,533.95
roao

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 on Save to save the Customer Invoice details.

For a detailed handling of this topic refer to Invoices - Create Sales
Invoice (OTC)
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Work Orders - Invoices

. ¥ Add new Customer Invoice - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 = l8jx
‘\I| Home [Locations  Contract  Finance /HR  Inventory | Projects i Sales Service Reporting  Utiities - & x
Save | Back Delete | Savelayout
Ttem
Customer Name | Office Supplies Unlimited ol Reference [NV2004 * e e ype e
[ ——— e e » Order No <
Contact Name | Samantha Times p* Status New
= Work Order Reference  W00006260
Commercial | Type Class Commercial -|* Date & Time 05/04/2022  + 1401:33 .
b e Serial No 1912-102035 ™
Salesmai - E B
gl e = | | CallReference L
. i *
Billing Customer | Office Supplies Unlimited P Billing Contact Samantha Times pel ContractNo .
Invoice Currency  South African Rand - Exchange Rate 13|* Project Reference v .
Tax Rate | 15.00 - 5 [ Suppress Line Detail on Print ‘ Addresses ‘ Related References %—@
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescription | WarehouseName  BatchSerialNo  Quantity | UnitCost  Markup  Discount  UnitSellingPrice  BaseCeyPrice
v = = e e o W e = = = = = =
O Labour DRV Driver Driver 4,000 350,000  15.000 0.000 172.500 172,501
- Expenses TOLL Marianhil Ridge, ... Marianhil Ridge, Toll to. 1.000  27.000  15.000 0.000 31.050 31.05(
eg Expenses TOLL Marianhill Ridge, ... Marianhil Ridge, Toll to.. 1000 27.000  15.000 0.000 31.050 31.05(
3 (N Warranty 12Msw 12 Month Suppli... 12 Month Supplier War... 1.000 0.000 15.000 0.000 0.000 O.q
c B s L [ —_—
“« f »
pa
Comment ¥ Sub Total 752.10
VAT 112.82
Grand Total 864.92
Open Windows v | User: JulandaK | 05/04/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8 A

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

new Invoice you have created.

Sales Work Order 2.5.0.8 - Example Company v2.5.0.8 — LB | x
| @ Home [locations  Contract  Finance {HR  Inventory [Projects  Manufacturi Sales  Service Reporting  Utiliies - & x
O B R H & &
Add  Edit Commentand View | Savelayout Workspaces | Print Refresh
Reference =
| Maintain 4 Format 4 Print Current L
InvoiceNo  CustomerCode | CustomerName InvoiceDescription | InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate | InvoiceStatus  SalesmanEmpll
Functions L 3 Al o0 = i3 = = = o o0
INVO00D572 OFFO01 Office Supplies Unli..  QTMAR2 595,13 ZAR 1.00 15.00 04/04/2022 N KES001
» INVOD0D573 OFFO01 Office Supplies Unli.. INV2004 35.71 ZAR 1.00 15.00 05/04/2022 N KES001

| User s Jdanda | OS/04/2022 | Version : 2.5.0.8 | Example Company v2.5.08 /|
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Work Orders - Invoices

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 Process All groups menu list. Click on Edit.
@ = Sales Invoi Work Order = e ix
| @ | vome | cquoment /Locaions _ Convact  Fnance /R tiventory - & x

4 ] E 3 = EE 3
Q| B & ®] <

Add Edit | Commentand  View SaveLayout Workspaces Print  Send Invoices

eference - To Print Queue
daintair @D

Links a2

o InvoiceNo  CustomerCode  CustomerName InvoiceDescription | InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate | Invoi

Functions v e L3 -3 o - L - = - e o0

INVOO0OS72 OFFODL Office Supplies Unl.. QTMAR2 595,13 ZAR L00 1500 04042022 N KESO01
» INVO000D573 OFF001 Office Supplies Unli INV2004 35.71 ZAR 1.00 15.00 05/04/2022 N KES001
Open Windows | User : JulandaK | 05/04/2022 | Version : 2.5.0,8 | Example Company v2.5.0.8 s

5. " The Edit Customer Invoice - [invoice number] screen will display. " on
page 2

6. Make the required changes to the Heading Information, Addresses or
Related References tabs.
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Work Orders - Invoices

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

invoice when generated.

- Edit Customer Invoice - INVO0D0532 - BRO: Version 2.5.0.9 - Example Company [=Jl=le]
| @ | Home | Equpment/Locaions  Contract  France/HR  Iwventory  Mantenance /Projects  Manufachung  Procuremen t  Saks  Service  Reporng  Utiities _ & x
OX ®|
=
Sove  Back Dekte | Savelayout
Ttem
Maintain | Fomat )
CustomerName Hope Works Pr)Lid £ * Reference Nova | *
Contact Name | Accounts Contact pl* Status New 2
Commercial Default ~|* Date & Time 01/04/2022 - 133434
Salesman | Bianca DuToit RN
Billing Customer | Hope Warks (Piy) Lid P*  Billing Contact |Accounts Contact o= 2
Invoice Currency South Afianfend 7 ExchangeRate | 1%
TaxRate  15.00 - 15 [] Suppress Line Detail on Print Address
SuppressCrPrint _ TtemType: e et et Quan a Dscount | UnitselingPrice | BaseCcyPrice | TaxRate | Department | Stats
3 e o o o 3 = = = = = = e o0
o Parts CHAOD1 Chair Chair Main Warehouse. 1.000 0.000 0.000 0.000 879.950 879.950 15.000 SalesDepar... A
A ] Parts 500-147€  SPS00 Black Ton... SPS00 Black Toner Main Warehouse. 1.000 0.000 0.000 0.000 540,000 540.000 15.000 Sales Depar... A
[ s Internal Service DEL Delivery Fee  Delivery Fee 1000 0000 0.000  10.000 60,000 960.000  15.000 Soles Depar... A
3 ] Warranty 1vsw 1 Year Supplier 1 Year Suppiier Warra 1000 0000  0.000 0.0 250,000 250,000 15.000 Scles Depar... A
* Select type.

Comment Sub Total 2,533.95
oo

| User : BiancaD | 25/03/2022 | Version: 2.5.0.9 | Example Company

Open Windows ~

8. Click on Save.

For a detailed handling of this topic refer to Invoices - Edit Sales Invoice
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$ - e—_bmcmmm-mnsn-mvﬂimmn-mmmmm - e[ x
| é | Home i [locations  Contract  Finance /HR  Inventory i | Projects i Sales Service Reporting  Utiities - & x
Save | Back Delete | Savelayout
[tem
Maintain W& .| Format &
Customer Name | Office Supplies Unlimited ol Reference INV2004 * | silling address I
Contact Name |Samantha Times P Status New EOReCIRE 2 B
Forest Hills
Commercial | Type Class Commercial = Date & Time 05/04/2022 v 140138 3
Salesman | Juanda Kessier - | Shipping address
4 N
Billing Customer | Office Supplies Unlimited Lol Billing Contact Samantha Times ol g;ﬂgm = 2
Invoice Currency South African Rand v Exchange Rate 13|* a5y
Tax Rate | 15.00 - 15 Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescripion | WarehouseName  BatchSerialNo  Quantity | UnitCost  Markup  Discount  UnitSelingPrice  BaseCeyPrice
v =) = o o o0 W e = = = = = -
3 O Expenses TOLL Toll Marianhill Ridge, Toll to... 1.000 27.000  15.000 0.000 31.050 31.05(
Warranty 12MsW 12 Month Suppli... 12 Month Supplier War ... 1.000 0.000 15.000 0.000 0.000 0.001
SR B E— E—
“« »
Comment Sub Total 3105
VAT 4.66
Grand Total 3571
Open Windows | User: JulandaK | 05/04/2022 | Version : 2.5.0,8 | Example Company v2.5.0.8 2

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 Work Order 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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$ - Sales Invoi Work Order - ion 2.5.0.8 - Example Company v2.5.0.8 [=JLoj(x
| E | tome i [locations  Contract  Finance /HR  Inventory i /Projects i Sales  Service Reporing  Utiities - & x
| = = =& — @ 2 v
@ u u =] ==} T . "3&
Add Edit |Commentand| View Save Layout Workspaces Print  Send Refresh
Reference L To Pr
Maintain D
Links a
o InvoiceNo  CustomerCode | CustomerName InvoiceDescription | InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate | InvoiceStatus  SalesmanEmpl|
v e ofc o o - oflc = = = o0 o
INV0000S572 OFF001 Office Supplies Unfi... QTMAR2 595.13 ZAR Lo0 15.00 04/04/2022 N KES001
mlrmmum OFF001 Office Supplies Unli.  INV2004 3571 ZAR 1.00 15.00 05/04/2022 N KES001
Open Windows | User: JulandaK | 05/04/2022 = Version: 2.5.0.8 = Example Company v2.5.0.8 >

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

5. Make the necessary changes to, 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

References
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Work Orders - Invoices

$ - & P Invoice N 3 i - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (= (B (]
@ | rome [Locations  Contract Finance /MR Inventory  Mai {Projects i Sales  Service Reporting  Utiities - & x
Ok Back

Reference INV2004

Comments Additional equipment required for
installation.|

| User: JulandaK | 05/04/2022 | Version ; 2.5.0,8 = Example Company v2.5.0.8 L

Open Windows ~

VIEW CUSTOMER INVOICE

E/j 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 Work Order [work order number] screen,
2. Select the row of the Invoice you wish to view.

3. Click on View.
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& - e D Chtas T Work Order - BPO: Version 2.5.0.8 - Example Company v2.5.0.8

= (B [ x
e Home i [locations  Contract  Finance /HR  Inventory i / Projects i Sales Service Reporting  Utiities - & X
c Al E T = = & niu &
= 1 Y
O B |E = 8 W O
Add  Edit Commentand | View | Savelayout Workspaces | Print Sendinvoices  Export Refresh
Reference L Print Queue
Maintain D
Links 1|
. Al
InvoiceNo  CustomerCode | CustomerName InvoiceDescription | InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate | InvoiceStatus  SalesmanEmpl|
Functions v o wlc Allc e = 3 = e o
INV0000S572 OFF001 Office Supplies Unfi... QTMAR2 595.13 ZAR Lo0 15.00 04/04/2022 N KES001
E]wvnooum OFF001 Office Supplies Unli...  INV2004 3571 ZAR 1.00 15.00 05/04/2022 N KES001
Open Windows v | User: JulandaK | 05/04/2022 | Version : 2.5.0,8 | Example Company v2.5.0.8 L

4. 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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Open Windows ~

$ - View Customer Invoice - INVO000573 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (= J[=](x
e | Home i [locations  Contract  Finance /HR  Inventory / Projects i Sales Service Reporting  Utiities - & X
Back Save Layout Print
Customer Name | Office Supplies Unlimited = Reference INV2004 Billing address
Contact Name | Samantha Times Status New EOReCIRE
Forest Hills
Commercial ' Type Class Commercial Date & Time 05/04/2022 - | 14:01:38
Salesman | Juanda Kessier | Shipping address
674 Nightwish A
Billing Customer | Office Supplies Unlimited Billing Contact Samantha Times = Fnre?tg:'ils‘ e
Invoice Currency South African Rand Exchange Rate 1 a5y
Tax Rate 15 Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescription  WarehouseName  BatchSeriaNo  Quantity | UnitCost Markup  Discount  UnitSelingPrice  BaseCeyPrice
v ol W o o o i o = = = = = =
» No EXPS ToLL Toll Marianhil Ridge, Toll to... 1.000 27.000 15,000 0.000 31.050 31.05(
No WARR 12Msw 12 Month Suppli... 12 Month Supplier War... 1.000 0.000 15.000 0.000 0.000 0..00
Comment ['Additional equipment required for installation. X Sub Total 31.05
VAT 4.66
Grand Total 3571

| User: JulandaK | 05/04/2022 | Version ; 2.5.0,8 = Example Company v2.5.0.8 L

7%

PRINT INVOICE

E/j You will be able to Print, Email or Print and Email the Sales Invoice from the Sales

Invoices for Customer listing screen or the View Customer Invoice screen.

ok bR

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.

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

Service on the server and not from MS Outlook.

[
When selecting Email Invoice, the invoice will be emailed via the BPO Email

* The example has Print Invoice selected.

6. Click on Accept.
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& - @ Sotes Invoices for Work Order WOO006260 - 570: Version 2.5.0.5 - Example Company v2.5.0.5 ==
‘ é Home i i [locations  Contract Finance /HR  Inventory /Projects  Manufa Procurement  Sales  Service Reporting  Utilities - & Xx
- = = = " = .
O B 8 X & B &
L = | 8 | [outm -
Add Edit Commentand View Save Layout Workspaces Print | S Export Refresh
Reference L
Maintain . Format @D
| InvoiceNo  CustomerCode  Customerhame InvoiceDescription | InvoiceValue  Currency  ExchangeRate  TaxRate  InvoiceDate | InvoiceStatus  SalesmanEmpl|
v o ofc e o - oflc = = = o o0
INV0000S572 OFF001 Office Supplies Unfi... QTMAR2 595.13 ZAR Lo0 15.00 04/04/2022 N KES001
mwvumm OFF001 Office Supplies Unli...  INV2004 3571 ZAR 1.00 15.00 05/04/2022 N KES001
\D lQSdectﬂbeovﬁonasdcsirHI‘-_il o | x
Home ‘
Accept | Cancel
r g ad
. ©) Email Invoice
© Print and Email Invoice
4
I K —
Open Windows | User: JulandaK | 05/04/2022 = Version: 2.5.0.8 = Example Company v2.5.0.8 >

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.

+
é% Refer to Proforma Invoice and Printing a Sales Invoice for a detailed handling of the

functions.
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2 Previen +————————() - [x]

File View Background v
a0 [mr 6&em - @ 0a afwe - & “ e B 0 -8 @
A ”

J:)

Tax Invoice Faget ol
Example Company v2.5.0.8
Street No and Road Name PO Box 1234
Area New Town
City Durban
South Africa South Africa
1234 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.; 0000000 Tel No.: 031123 4567

LVTTRR T e ™" g anea
Date : 05/04/202200:00:00

AccountManager: Bianca Du Toit

Your Ref: INV2004
Call Ref :
Sales Person: JulandaKessler Machine No. :
Attention : Samantha Times Ship Contact Samantha Times
Cust Code 0FF001 0FF001
Customer : Office Supplies Unlimited Office Supplies Unlimited
Billing PO Box 9632 Shipping 674 Nightwish Ave
Address : Farest Hills Address : Forest Hills
12345 1234
Tel No. : 031789 4561 Tel No. : 031789 4561
Fax No.: 031789 4545 Fax No. : 031789 4545
VAT No. 987456321 Email : snenhlanhlandaala
ne@gmail.com
Ttem Code Ttem Description Quantity  Unit Price  Discount % Net Price Total
TOLL Marianhill Ridge, Tall to and from Customer 1.00 31.05 .00 31.05 35.71
Offices
Pagelof1 | 100% (=) { } )

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

and click on the row of the last invoice in your list.
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Work Orders - Invoices
* {= 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
$ - @) Soles Invoices for Work Order W00006260 —JBa
@ Home Equipment / Locations Contract  Finance /HR Inventory ~ Maintenance [Projects  Manufacturing Procurement  Sales  Service Reporting Utilities - &
\ | = @ = 2) = [ §
¥ = (il )
@ [ - (= = = R —— i 4
Add  Edt  Commentand View | Savelayout Workspaces | Print | SendInvoices | Export Refresh
Reference - ‘ To Print Queue.
Links 2
Enter text to seard P
2 InvoiceNo  CustomerCode  CustomerName InvoiceDescription | InvoiceValue  Currency  ExchangeRate | TaxRate In
Functions v ol ol e o = o = = = o ol
INV0000572 OFF001 Office Supplies Unli..  QTMAR2 595.13 ZAR 1.00 15.00 04/04/2022 P KES001
Office Supplies Unli... INV2004 35.71 ZAR 1.00 15.00 05/04/2022 P KES001

T
Print Queue Processing d—o X

+
0 The selected items have been sent to the print queue.

0—[=x]

| User:JulandakK | 05/04/2022 @ Version: 2.5.0.8

Open Windows ~

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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Work Orders - Invoices

2. Click on the row of the Invoice you wish to view the linked issued

items.
3. Click on the Issues tile.

$ - o__—bsuﬁnmﬁuwﬂkmdawmsm-mvﬂimm-wmvu.u (=Ja]Cx
| @ | Home | Equpment/Locatons  Contract  Finance [HR  Inventory i | Projects . sdles  Service  Reporting  Utilties =4 W= e
A -
O B g ®| & &
— —— Durban -
Add  Edt Commentand View | Savelayout Workspaces | Print Refresh
Reference nd
Maintain A
Links o
e e |
InvoiceNo  CustomerCode | CustomerName InvoiceDesaription Currency TaxRate  InvoiceDate  InvoiceStatus  SalesmanEmpiNo
Functions v o e s A0 = "0 = = = e o
INVOD0DS72 OFF001 Office Supplies Unli.. QTMAR2 595.13 ZAR 100 15.00 04/04/2022 P KES001
INVOD0D573 OFF001 Office Supplies Unli.  INV2004 3571 ZAR 100 15.00 05/04/2022 P KES001
Dm\moﬂm OFF001 Office Supplies Unli... INV2005 595,13 ZAR 100 15.00 05/04/2022 N KES001
Open Windows v | User:JulandaK | 05/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4

4. The Issues for Sales Invoice: [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 : INV0000574 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (===
| @ | Home | Equpment/Locstons Contract Finance [HR Inventory " [Projects  Mar i Soks  Serve  Reportng  Utiites S,
| on 8 | i q
| ! =
O = &R S
Back | Savelayout Workspsces | Prit | Export | Refresh
Q
Docho DocType EventDate PartCode PartDesc WarehouseName Binlocationiame SeralNo  UnitCost  Quantity  Volue
v e o = o o o o e - = =
ms[wwm ISSUE 05/04/2022 X821932-002 Microsoft Mouse Main Warehouse DBN-AL MM1 450.000 1.000
Open Windows ~ | User : JulandaK | 05/04/2022 | Version: 2.5.08 | Example Company v2.5.0.8

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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(B Preview <—°

File View Background

Wa dfme 860 - 8- 16aame - a -+ B B - =] [e]
Part Issue Note
Example Company v2.5.0.8
StreetNo and Road Name POBox1234
Area New Town
City Durban
South Africa South Africa
o000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
WATNo.: 0000000 Tel No.: 031123 4567
Document Ref.: S100000969
Date : 05/04/2022 00:00:00
Processed By - Julanda Kessler Time : 15:21:39

Reference: WO00006260 Additional Ref. : WO00006260

Order No. : Reference Type:  Work Order

Order Ref. : Location:

Contract No.: CO0000006 Serial No. : 1912-102035

Employee Name: JulandaKessler

Contact : Angie Smith Shipping Address : €74 Nightwish Ave

Customer : 0ffice Supplies Unlimited Farest Hills

1234
| Code Description Warehouse  Batch/Serial  Quantity  Unit Price Line Cost
1 X821932-002 Microsoft Mouse Main MM1 1.00 450.0000 450.0000
Warehouse
Page 1of 1 100% (=)

MNU.072.029
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