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SALES

ORDERS - EDIT SALES ORDER

Ribbon Access: Sales > Orders

$ - BPO: Version 2.4.0.11 - Example Company = Ja

$ jpment [Locations  Contract  Finance /MR Inventory  Maintenance /Projects  Mar Procurement | Sales | Service  Reporting  Utiites

¥ 4 W W S8 bl &

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

1. The Sales Orders listing screen will be displayed.
2. Select the Site where the Sales Order is located.
e The example has Durban selected.
3. To edit an Order ensure that the Status is set to New Order or Pro-
forma.
* The example has New Order selected.
4. Select the row of the Sales Order that you wish to edit.
5. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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$ - - Sales Orders - BPO: Version 2.4.0.11 - Example Company —lallx
7:@7 | Home | Equipment /Locations  Contract  Finance [HR  Inventory /Projects  Manufacturi Sales  Service  Reporting  Utilities - &
@xﬂ ® L P o & R P
Add | Edt |Dekte View | Foward | Create Create Addltems NewDeal | Savelayout Workspaces prnt Sel-es Print Prvf\xlna EW% wem
Invoice NewDeal toWO Project Invoice
rocess F o
OrderNo CustomerCode | CustomerName OrderStatusDesc  OrderDescription OrderValue | Currency OrderDate  SalesmanName | ExchangeRate TaxRate  OrderTime Dl:ptCod: De
v | o o o e = o = o = = o oD
ORO0000284 HOPOO1 Hope Works (Pty) Ltd ~ New order 1234 0.00 ZAR 09/01/2019  Bianca Surend.. 100 15.00 04:51:52
OR0000285 BEAOO1 Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:58:22
ORO0000286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2019  Bianca Surend. 1.00 15.00 04:59:34
ORO000287  APPOOO1 Apple Juice Inc New order 8745 993.60 ZAR  09/01/2019 Bianca Surend.. 100 1500 05:06:46
OR0000294 HOPOO1 Hope Works (Pty) Ltd New order 1234 864.00 ZAR 25/07/2019  Bianca Du Toit 1.00 15.00 10:12:42
OR0000297 NEW101 New Customer Test New order test 150.00 ZAR 17/09/2019  Bianca Du Toit 1.00 15.00 10:46:59
ORO000300  HOPOO1 Hope Works (Pty) Lt New order test 241,500.00 ZAR  07/04/2020  Kame Pilay 100 1500 12:31:21
OR0000303  PINO0O1 Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pillay 1.00 15.00 16:35:25
OR0000304 OFF001 Office Supplies Unlimit... New order test 1 12,333.75 ZAR 14/04/2020  Sne Ndwalane 1.00 15.00 10:27:06
OR0000305  PAN Panda Copiers New order Test 85400 USD  14/04/2020  Kame Pilay 10.00 0,00 11:59:51
OR0000308 Titan Group New order MRTEst 885.50 ZAR 22042020 Marc Repsold 100 15.00 12:38:44
OR0000311 Hope Works (Pty) Ltd New order test 0.00 ZAR 28/04/2020  Andile Khumalo 1.00 15.00 17:06:17
Bothas Networkinginc ~ New order 337.17 UsD 02/02/2021  Bianca Du Toit 10.00 14.00 16:53:27
Bothas Networkinginc  New order am 6.61 USD 03/02/2021  Bianca Du Toit 10.00 0.00 11:29:90
Bothas Networkinginc ~ New order 46.61 USD 03/02/2021  Bianca Du Toit 10.00 0.00 11:55:36
Big Bargains New order B60004 354.14 ZAR 03/02/2021  Julanda Kessler 1.00 15.00 13:48:19
Apple Juice Inc New order ref0078 345.00 ZAR 03/02/2021  Julanda Kessler 1.00 15.00 15:50:36
Office Supplies Unlimit... New order 0sU1001 3,239.17 ZAR 24/02/2021  Sasha Jones 1.00 15.00 11:36:10
Dancing Shoes New order 50/100 1,144.25 ZAR 10/03/2021  Abigail Mine 1.00 15.00 22:46:29
OR0000322  BIGO0O1 Big Bargains New order BB0004 2,350.14 ZAR 18/03/2021  Julanda Kessler 1.00 15.00 13:37:10
‘
Open Windows ~ | User : JulandakK | 19/03/2021 | Version:2.4.0.11 | Example Company é}

6. The Edit Customer Order - [customer code] screen will be displayed.

HEADER INFORMATION

Customer Name: Click on the search button to select an altern-
ative customer name.

Contact Name: Click on the search button to select an altern-
ative customer contact.

Commercial: This is the default commercial configured for the cus-
tomer. Click on the down arrow to select an alternative com-
mercial from the list.

Salesman: Click on the down arrow to select an alternative sales-
man from the list.

Billing Customer: To change the billing customer, click on the
search button to select the customer who will be billed for the
order.

Reference: Click in the text box to update the reference number.
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e Status: The status for the order will display as [N] for New order
or [F] for Pro-forma.

* Order Date and Time: The date and time the order has been
placed, will display.

* To change the date, type in or click on the arrow to
choose an alternative date using the Calendar func-
tion.

* To adjust the time, type in or click on the arrow indic-
ators.

¢ Billing Contact: Click on the search button to select an altern-
ative billing contact.

Customer Name BigBargans P * Reference B80004  *
Contact Name Tarryn Snow CUSTOMER CONTACT 0 * Satus N
Commercial Type Class Commercial ~ * OrderDate&Time 18/03/2021 ~ 133710 5
salesman MandaKesser v *
Billing Customer BgBargsns _ ® * Billing Contact Tarryn Snow CUSTOMER CONTAC £ *

FINANCIAL HEADER

* Order Currency: Click on the search button to select an altern-
ative currency from the menu.
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* Tax Rate: This field will populate based on the currency set up for
the customer and cannot be edited from this screen.

* Exchange Rate: This will populate based on the exchange rate set
up in the system. Use the directional arrows to increase or

decrease the exchange rate.

ADDRESSES TAB

* Billing Address: A billing address needs to be added for the cus-
tomer before linking the order.
i. To change the Billing Address, click on the search button to
display the Select an address for this order screen.

ii. Click on the row of the Billing Address that you wish to add.
iii. Click on OK.
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Edit Customer Order - OR0000322 - 5P0: Version 2.4.0.11 - Example Company

$ - =N
\if Home | Equipment/Locations Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities

w8

x

Save Back Delete | Savelayout | PrintSales PrintProforma i
Item Order Invoice L7
Maintain .| Format . Print i o7 o

Customer Name Big Bargains pl* Reference EB0004 R Billing address \
Contact Name | Tarryn Snow CUSTOMER CONTACT 2 * Status N J-- PO Box 1985 -
Commercial Type Class Commercial ~|* OrderDate & Time 180032021 - = 133710 & New Toun -
Salesman Julanda Kessler B Seaect po ckdvess for this orler i — —— Shipping address
i Big Bargai 29 Dune Ave P =
Billing Customer Big Bargains Home ‘ New Town
Order Currency South African Rand Durban

Tax Rate “ @ @ Addresses | Related References I

SuppressOrPrint | temType | ltemCode i B i, UnitCost  Markup | Discount | UnitSellingPrice | Basq
¥ =) = e

» U Parts 147-888544 : 0.000 0.000 0.000 1,080.000
1 Internal S... | DEL 0.000  0.000 0.000 2,880.000
] Parts CL-100-965 AddressType | Addresslinel Addressline2 Addressline3 Addressline4 AddresslineS  PostCode 15,000 0.000 0,000 10,800

* a Select typ. ML g e e e Qe e

/ ] BILL POBox 1985 New Town Durban 1234

4 »

Comment | Call to confirm order as well as the P.O. number for the Customer Sub Total

vaT| ez

Open Windows ~ | User : JuiandaK | 19/03/2021 | Version : 2.4.0.11 | Example Company

* Shipping Address: Ensure that a Shipping Address has been
added for the Customer.

i. Add or change the shipping address by clicking on the
search button to display the Select an address for this
order screen.

ii. Click on the row of the shipping address you would like to
add for this customer.

iii. Click on OK.
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$ - Edit Customer Order - OR0000326 - ©:¢ 2 —Ja>x
[ Home | Equpment/locaons  Contact  Finance [HR Inventory [Projects fo Sales  Service  Reporng  Utiities - &8 x
Ho R & &
Save Back Delete | Savelayout | PrintSales PrintProforma i \
Item Ordk Invoice:
Maintain A
Customer Name  Big Bargains p|* Reference BB0004 Billing address
Contact Name | Tarryn Snow CUSTOMER CONTACT @ * Status N PO Box 1985 I
Commerial | Type Class Commercal * OrderDate & Time 29/05/2021  ~ 142252 & [z =
Salesman Julanda Kessler - ) Shipping address
Billing Customer  Big Bargains p* Billing Contact | Tarryn Snow CUSTOMER CONTAC @ * - * igg‘;‘;m“"‘ -
Order Currency |South African Rand - - Z* prl .
85! Select an this order —Jla](x
Tax Rate 15.00 ~ | | Adcresses | Related References
SipmessorPrint | TemType | ltemCode. | temDesa e L Discont | UnitSelingPrice | BaseCcyPrice | TaxRaté
SR T o gle &
» Farts 147-888544 K147Back| Ok | Back | Savelayout D 0000 360.000 360.000 1.
SR = N —
Proc 4|
AddressType | AddressLinel Addressline2 Addressline3 Addresslined AddresslineS PostCode  Country
v [ e e ok e ! o0 e o
SHIP 29Dune Ave NewTown  Durban 1234
\ Sp
SHIP
SHIP
Bs»—mﬂ 100Kings R... Chelsea KINGO1 South Aff
Comment . Sub Total 1,080.00
VAT | 162,00
Grand Total 1,242.00
Open Windows ~

| User : JulandaK | 29/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 A‘

RELATED REFERENCES TAB

1. Click on the Related References tab.

2. Any reference numbers that have references linked to it, will be dis-

played. For example if the order is linked to a call or a project, then the
call or project number will be displayed.
To add a reference number, or to change a reference number, click in
the Reference Number column of the Reference Type you wish to work
with, to display the ellipsis button.

* The example has Call Reference selected.
Click on the ellipsis button to display the Select the related call for
this order list screen.
Click on the row of the Reference number that you wish to add.
Click on OK.

Help v2.5.1.4 - Pg 6 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Orders - Edit Sales Order

® - Edit Customer Order - OR0000322 =Jla](x
e Home | Eguipment /Locaions  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - x
HOX B & &£ :
Save Back Delete | Savelayout | PrintSales PrintProforma oo
Item Order Invoice e .
4| Forma i a
Customer Name Big Bargains Al Reference 580004 o EType ReferenceNo
Contact Name | Tarryn Snow CUSTOMER CONTACT 2 * Status N i . 1818-0957 .
Commercial Type Class Commercal v * OrderDate & Time 13/03/2021  ~ A337%0 = CNOO00744
Salesman  Jands Kessler 5 Select the related call for this order <~ — e ™
Billing Customer Big Bargains 7Hmne |
———§ teference bt
Order Currency South African Rand = @
Tax Rate w @ Addresses | Related References
ok ok
SuppressOnPrint  ItemType | ItemCode o SSveRa ' mnitCost  Markup  Discount | UnitSelingPrice  Base
L1
Y = = o Process alF = =
» Parts 147-888544 0,000 0,000 0.000 1,080,000
] Internal S... DEL 0.000  0.000 0.000 2,380,000
O Parts CL-100-965 |  CalReference Cesptin Slots 15000 0000  0.000 10,800
* a Select typ. | S a ey
{E]cumocm: test N
./ CNOOD0744 1557788 N
CND0DO750 test N
4 v
Comment | Call to confirm order as well as the P.O. number for the Customer Sub Total 6,130.80
VAT | 919,62
Grand Total 7,050.42
Open Windows User : JulandsK | 13/03/2021 | Version: 2.4.0.11 | Example Company

EDIT SALES ORDER ITEMS

1. Suppress On Print Check Box: Only click on the check box in the line

of the item that you do not want printed on the Sales Invoice.

C/T The Sub/Grand Total will not be affected, but the selling prices that are vis-

ible, will not match up with the invoice totals.

2. Add Item line: On the next available line, click in the text box of the
Item Type column. Refer to " Add Sales Order Items" on page 11 for

details on how to complete the line item.
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- Edit C = o ion 2.5.0.4 v2.5.00 = 2
i 7\ Home | Eq.mt/mm Contract  Finance [HR  Inventory i [Projects Seles  Service  Reportng  Utiities - & x
save  Back Delete SaveLayout | PrintSales Print Proforma
Order Invoice:
Maintai 4| Format . Print - A
Customer Name Big Bargains p|* Reference BB0004 = Billing address
Contact Name | Tarryn Snow CUSTOMER CONTACT 2| * Status N PO Box 1985 I
Commercial Type Class Commercial v * OrderDate & Time 29/03/2021  ~ 142252 =+ [z -
Salesman Julanda Kessler v|* Shipping address
29 Dune Ave » =

p* Billing Contact Tarryn Snow CUSTOMER CONTAC 2 *

New Town
Exchange Rate 13 Durban

Addresses | Related References |

ItemCode  ItemDescription OrderlineDescripion | WarehouseName ~ Quantity ~ QuantityPerUOP  UnitType  UnitCost | Markup  Discount | UnitSellingPrice | BaseCcyPrice | TaxRate

v ] [ e 0 e = - e = = = = = =
] Parts 147-888544 K147 Black toner K147 Black toner Main Warehouse 3.000 0.000 0.000 0.000 0.000 360.000 360.000 15.1
u | Internal S... DEL Delivery Fee Delivery Fee 1,000 0.000 0.000 0.000 0.000 2,880.000 2,880.000 15.1
’ ] Parts €L-100-965  Cleaner Cleaner Main Warehouse 1,000 0,000 15000 0000 0000 10800 10.800 1.
. v
— wws  seme)
VAT | s95.62
i
Open Windows + | User : JulandaK | 23/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

Delete Item line entry

1. To delete an item entry from the order, click in the row of the item that

you wish to remove.
2. Click on Delete Item.

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

3. When you receive the Confirm delete line message to confirm;

* Are you sure you want to remove this line from the order?
4. Click on Yes if you are certain about your selection, or

* Click on No to ignore the request and leave the item line on

the order.
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$ - Edit Customer Order - OR0000326 - 570: Version 2.5.0.4 - Fxample Company v2.5.0.0 P TR 2
| @ | Home | Equpment/locaions  Contract  Finance [HR  Imventory e - S s I L O - & x
save Back |Delete | Savelayout | PrintSales FPrintProforma
Item Order Invoice:
Maintain 4| Format [l
Customer Name Big Bargains p|* Reference BB0004 Billing address
Contact Name | Tarryn Snow CUSTOMER CONTACT @ * Status N PO Box 1985 RS
Commercial Type Class Commercial v * OrderDate & Time 29/03/2021  ~ 142252 =+ [z
Salesman Julanda Kessler - Shipping address
Billing Customer  Big Bargains P+ Billing Contact | Tarryn Snow CUSTOMER CONTAC @ * i:'?‘;‘wm"‘ LN -
Order Currency South African Rand - Exchange Rate 13]* Durban s
Tax Rate 15.00 Addresses | Related References |
SuppressOnPrint  ItemType | ItemCode | ItemDescripton | OrderLineDesaription | WarehouseName | Quantity | QuantityPerUOP | UnifType | UnitCost | Markup  Discount | UnitSelingPrice | BaseCcyPrice | TaxRaté
v Cl = alc e 3 W = = O = = = = = =
] Parts 147-888544 K147 Black toner K147 Black toner Main Warehouse 3.000 0.000 0.000 0.000 0.000 360.000 360.000 15.1
u| Intemal S... DEL Delivery Fee Deiivery Fee 1,000 0.000 0000 0.000  0.000 2,880.000  2,880.000 1.
o o Parts CL-100-965 Cleaner Cleaner Main Warehouse 1,000 0.000 15000 0000  0.000 10.800 10800 1.
seecttp [ | | | | E——
Confirm delete line 4—.
~ .
Are you sure you want to remove this line from the order?
5
com Sub Total 3,970.80
VAT | s95.62
i e
Open Windows ~ | User : Julandak | 29/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

Edit Quantity, Discount and Unit Selling Price

1. Make the relevant adjustments to the Quantity, Discount or Selling

Price by typing in the new value or amount, or use the arrow indicators

to adjust the value or amount.

SAVE SALES ORDER

2. When all the necessary changes have been made to the Sales Order,

click on Save to return to the Sales Orders listing screen.
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‘ - Edit Customer Order - OR0000322 - BPO: Version 2.4.0.11 - Example Company L=l B | x|
\776 | Home | Eaui [Locations ~ Contract  Finance /HR  Inventory JProjects  Mar i Sales  Service  Reporting  Utiities - & x
OX B & <&
Back Delete | Savelayout | PrintSales Print Proforma
% Order Invoice
Maintain P mat . Print a L
Customer Name [Bgsargars A Reference w00t |+ S
Contact Name | Tarryn Snow CUSTOMER CONTACT 2 * Status N PO Box 1985 £ o
Commercial Type Class Commercal  ~| * OrderDate & Time 180032021  ~  13:3%10 & Hew Toun -
Salesman Julanda Kessler .. Shipping address
gilling Customer BigBargans ~ P|* Billing Contact | Tarryn Snow CUSTOMER CONTAC & * i:x‘;‘;wﬁ"e LA -
Order Currency South African Rand - Exchange Rate = Durban x
Tax Rate T s ‘ Addresses i Related References |
SuppressOnPrint  ItemType | ItemCode  ItemDescripon  OrderlineDescription  WarehouseName |Quantity [QuantityPerUOP  UnitType  UnitCost  Markup [Discount | UnitSelingPrice | Base
v ] - s it o0 e = e = = = . .
» 0 Parts 147-888544 K147Black toner K147 Black toner Main Warehouse 3.000 0.000 0.000 0.000| 10.000 1,080.000
] Internal S... | DEL Delivery Fee Delivery Fee 1.000 0.000 0.000  0.000 0.000 2,880.000
O Parts CL-100-965 Cleaner Cleaner Main Warehouse 1.000 0.000 15,000 0.000 0.000 10.800!
B s [E— I
4 5
Comment | Call to confirm order as well as the P.0. number for the Customer Sub Total 5,806.80
VAT | 87102
Gana o
Open Windows ~ | User: JulandaK | 13/03/2021 | Version:2.4.0.11 | Example Company

Related Topics

e Add a Sales Order
e Print / Email Sales Order
¢ Print Pro-Forma Invoice

e Create Sales Invoice from Sales Order

o Create New Deal Sale / Rental (creates a call)

Create New Deal Project Sale / Rental

MNU.126.002
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