Orders - Convert to Sales Invoice

SALES

ORDERS - CONVERT TO SALES INVOICE

OTC (Over the Counter) Invoices are sales invoices that are created without
going through the New Deal Sale process (and therefore the costs are not
managed via Work In Progress). This is best used for a Shop Sale environment
where a customer is invoiced before the stock or service is collected. This
would be for a quick stock sale or internal service. Where delivery, third
party services or time would be spent on work, installation or imple-

mentation, it is advised to rather follow a New Deal Sale process.

A Sales Quote or Sales Order can be converted to a Sales Invoice, or a Sales
Invoice can be created directly. Where stock is invoiced, a part request is cre-
ated so that the stock can be issued to the invoice - its imperative to have

strong controls in place to ensure that stock is issued by the store person.

For a simplified OTC Invoicing process for stock items, see POS Invoicing.

Ribbon Access: Sales > Orders

BPO: Version 2.4.0.11 - Example Company L=A0)Lx
[Locatons  Contract  Finance /MR Inventory : [Projects  Manufacturing  Pr Sles | Service  Reporng Utiities

s -
®
8 40w BEFLERE

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

Master a Processing P o

1. The Sales Orders listing screen will be displayed.
2. Select the Site where the Sales Order is located.

* The example has Durban selected.
3. Select the Status.

* The example has New Order selected.
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4. Select the row of the Sales Order that you wish to create an Invoice for.

5. Click on Create Invoice.

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

.____bs-bouas-mvmmu-mc_m

flocations  Contract  Finance /fHR  Inventory i [Projects  Mar Sales  Service

Y | OO0 ¢ [a ] E Y
LIF @ & @ & T
Create | Create AddItems NewDeal & Savelayout Workspaces | PrintSales PrintProforma Export
Invoice | New Deal  to WO Project v Order Invoice

H Maintair 4| Navigat Pr Format . Print
®
OrderNo CustomerCode | G Order sDesc | OrderDesaiption OrderValue  Curency OrderDate | SalesmenName ExchangeRate TaxRate OrderTme  DeptCode
LA e 13 3 3 L = e = e = = 3 3 -
OR0000283  HOPOO1 Hope Works (Pty) Ltd  New order test 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:50:21
OR0000284 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
OR0000286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 ZAR 09/01/2019  Bianca Surend... 1,00 15.00 04:59:34
OR0000287  APPO0O1 Apple: Juice Inc New order 8745 993.60 ZAR 09/01/2019  Bianca Surend.. 1.00 15.00 05:06:46
OR0000294 HOPOO1 Hope Works (Pty) Ltd  New order 1234 864.00 ZAR 25/07/2019  Bianca Du Toit 100 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
OR0000300  HOPOO1 Hope Works (Pty) Ltd  New order test 241,500.00 ZAR 07/04/2020  Kame Pilay 1.00 15.00 12:31:21
OR0000303  PINOOO1L Pink Shoes New order Test email 241,895.60 ZAR 09/04/2020  Kame Pillay 100 15.00 16:35:25
OR0000304 OFFO001 Office Supplies Unlimit... New order test 1 12,333.75 ZAR 14/04/2020  Sne Ndwalane 1.00 15.00 10:27:06
OR0000305  PANOO1 Panda Copiers New order Test 854.00 USD 14/04/2020  Kame Pillay 10.00 0.00 11:59:51
OR0000308  TIAOD1 Titan Group New order MRTEst 885.50 ZAR 22/04/2020  Marc Repsold 1.00 15.00 12:38:44
ORO000311  HOPDOL, Hope Works (Pty) Ltd  New order test 0.00 ZAR 28/04/2020  Andile Khumalo 1.00 15.00 17:06:17
‘OR0000313 Bothas Networkinginc  New order 337.17 UsD 02/02/2021  Bianca Du Toit 10.00 14.00 16:53:27
OR0000314 01 Bothas Networkinginc  New order am 6.61 USD 03/02/2021  Bianca Du Toit 10.00 0.00 11:29:40
Bothas Networking inc  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  lulanda Kessler 1.00 15.00 15:50:36
Office Supplies Unlimit... New order 0su1001 3,239.17 ZAR 24022021  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
OR0000323  BIGO0O1 Big Bargains New order BB00044 1,246.14 ZAR 23f03/2021  lulanda Kessler 1.00 15.00 10:34:13 x
1 »
Open Windows ~ | User: Julandsk | 23/03/2021 | Version: 2.4.0.11 | Example Company

6. When you receive the first Invoice Generation message to confirm;

Next you will receive three Invoice Generation messages to confirm.

* Do you want to convert order no. OR[order number], for
customer, [customer name] to an invoice?
7. Click on Yes.
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$ - Sales Orders - BPO: Version 2.4.0.11 ompany =B Jl3x
| @ | Home | Equpment/locations  Contract  Finance /HR Inventory [Projects B v B Sies  Servke  Repacing  UHGY - & x
O 7z X E e & @ & R & & e G

Add  Edt Delete View d | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSsles PrintProforma Export | | new order +| Refresh

Invoice NewDesl toWO  Project - Order voice
Maintair 4| Navigati... . Process Format Print Current | D

OrderNo CustomerCode | CustomerName OrderStatusDesc | OrderDescription OrderValue | Currency OrderDate  SalesmanName  ExchangeRate TaxRate  OrderTime DeptCode
v e o 0 0 o = | - o = = 0 o -

ORD000283  HOPOO1 Hope Works (Pty) Ltd  New order test 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:50:21

OR0O000284 HOPOO1 Hope Works (Pty) Ltd New order 1234 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:51:52

ORDDD0285  BEADOL Bearing and Shoe New order TestQuoteStatus 1,10400 ZAR  09/01/2019 Bianca Surend... 100 1500 04:58:22

ORO000286  BEADOL Bearing and Shoe New order quotereftest 0.00 ZAR  09/01/2019  Bianca Surend.. 100 1500 04:5%:34

ORODD0287  APPOOD1 Apple Juice Inc New order 8745 993.60 AR 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

ORDODD297  NEW1DL Nen Customer Test| DuToit 100 1500 10:46:59

ORO000300  HOPOO1 Hope Works (ty) L{ "MVO1e€ © < - ' pillay 100 1500 12:31:21

ORODDD303  PINGDOL Pink Shoes et pilay 100 1500 16:35:25

ORD000304  OFFO01 Office Supplies Unlin o Do you want to convert ord no. OR0D00323, for customer, , to an Ndwalane 1.00 15.00 10:27:06

ORD000305  PANDOL Panda Copiers S Pilay 10.00 0.00 11:59:51

OR0000308  TIAGD1 Titan Group Repsald 100 1500 12:38:44

ORDODO31L  HOPOD1 Hope Works (Pty) L ' o le Khumalo 100 1500 17:06:17

0OR0000313 BOTDOO1 Bothas Networking = ta Du Toit 10.00 14.00 16:53:27

ORD0DD314  BOTOOOL Bothas Networking inc  New order am 661 USD  03/02/2021 Bianca DuToit 1000 000 11:29:40

ORDD00315  BOTOOOL Bothas Networking inc  New order .61 USD  03/02/2021  Bianca DuToit 10.00 000 11:55:36

ORODD0316  BIGOOOL Big Bargains New order 850004 35414 ZAR  03/02/2021 Julanda Kessier 100 1500 13:48:19

ORDODD317  APPOODL Apple Juice Inc New order refoo7s 345.00 ZAR  03/02/2021  Julanda Kessler 100 1500 15:50:36

ORDDD0320  OFF0O1 Office Supplies Unlimit... New order osu1001 3,239.17 ZAR  24/02/2021  Sasha Jones 100 1500 113610

ORDDD032L  DANGD2 Daneing Shoes New order 50/100 1,14425 ZAR  10/03/2021  Abigai Mine 100 1500 2246:29
» ORD0D0323  BIGODO1 Big Bargains New order BBO0044 1,246.14 ZAR 23/03/2021  Julanda Kessler 1.00 15.00 10:34:13 P
‘ »
Open Windows ~ | User : JiandaK | 23/03/2021 | Version : 240,11 | Example Companry

8. When you receive the second Invoice Generation message to confirm;
* Do you wish to close the Order off? No further Invoices
will be possible from this Order if it is closed.
9. Click onYes.
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‘ > Sales Orders - 0" 2.4.0.11 - Example Company (.-
| @ | Home | Equpment/locatons  Contract Fimance /MR Inventory [Projects  Mar Pr Seles  Service Reporting Ut - & x
& ‘| e 10 p = B | ————
OXE © I O & ® @ @ W~ TG

Add  Edt Delete View | Forwsrd | Creste  Creste  Addltems NewDesl | Savelayout Workspaces | PrintSales PrintProforma Export | | nenorder | v Refresh

Invoice NewDesl toWO  Project - Order woice
Maintain 4| Navigati... Process - Format 4 Print 4 Current ‘ A

OrderNo CustomerCode ' CustomeriName OrderStatusDesc | OrderDescription OrderValue  Currency OrderDate | SalesmanName  ExchangeRate TaxRate  OrderTime DeptCode
v o 0 o o = o - 0 = = 0 o -

OR0000283  HOPOOL Hope Works (Pty) Ltd  New order test 0.00 ZAR 09/01/2019  Bianca Surend... 1.00 15.00 04:50:21

ORO000284  HOPODL Hope Works (Pty)Ltd  New order 1234 0.00 ZAR  09/0L/2015  Bisnca Surend. 100 1500 045152

OROD00285  BEADD1 Bearing and Shoe New order TestQuoteStatus 1,104.00 ZAR 09012019 Bianca Surend. 100 15.00 04:58:22

OROD00285  BEADD1 Bearing and Shoe New order quoterefiest 0.00 ZAR  09/0/2019  Bianca Surend.. 100 1500 0459:34

ORO000287  APPODOL Apple luice Inc MNew order 8745 99360 ZAR  09/0Y2019  Bianca Surend.. 100 1500 05:06:46

ORO000294  HOPDOL Hope Works (Pty)Ltd  New order 234 8400 ZAR  25/07/2019  BiancaDuToit 100 1500 10:12:42

ORDD00297  NEW/1D1 New Customer T Toit 100 1500 10:46:59

ORO000300  HOPOOL Hope Works Pty] "M°'e® © < = . oy 100 1500 12:31:21

OROD00303  PINDOD1 Pirk Shoes e ilay 100 1500 16:35:25

ORO000304  OFFOO1 Office Supplies U 0 Do you wish to close the Order off? No futher Invoices will be possible fwalane 100 1500 10:27:06

ORO000305  PANDD1 Panda Copiers SRS MRS WA ilay 10.00 0.00 11:59:51

OROD0D308  TIADOL Titan Group Epsoid 100 1500 12:38:44

ORDODD3L1  HOPDOL Hope Works (Pty] o Khumalo 100 1500 17:06:17

ORO000313  BOTOO00L Bothas Networkin . : L puTat 1000 1400 16:53:27

ORODOD314  BOTOOOL Bothas Networking nc _New order am 661 USD  03/02/2021  Bianca Du Toit 1000 000 11:29:40

ORO0D0315  BOTOOOL Bothas Networking inc  New order 461 USD  03/02/2021  Bisnca DuToit 1000 000 11:55:36

ORO000316  BIGOOD1 Big Bargains New order B50004 35414 ZAR  0302/2021  luanda Kessler 100 1500 13:48:19

ORDDDD3L7  APPODOL Apple Juice Inc MNew order ref0078 34500 ZAR  03/02/2021  Juanda Kessler 100 1500 15:50:36

OROD00320  OFFOO1 Office Supplies Uniimit... New order 0osu1001 3,239.17 ZAR  24/02/2021  Sasha Jones 100 1500 11:36:10

OROD00321  DANDO2 Dancing shoes New order 50/100 1,144.25 ZAR  10/03/2021  Abigai Mine 100 1500 22:46:29
» ORDOD0323  BIGODD1 Big Bargains MNew order BB00044 1,246.14 ZAR  2303/2021  Julanda Kessler 100 1500 10:34:13 g
‘ »
Open Viindons = [ Capture sceensol | User : Juendek | 23/03/2021 | Version: 240,11 | Exemple Company

10. When you receive the third Invoice Generation message to confirm;
* Do you wish to view the Invoice created, no INV[invoice
number]?
11. Click on Yesto view the Invoice.
* Click on No to return to the Sales Orders screen.
* The converted Sales Order can now be viewed from the_

Sales Invoices listing screen.
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‘ » Sales Orders - BPO: Version 2.4.0.11 - Example Company e
| @ | Home | Equpment/locatons  Contract Fimance /MR Inventory [Projects Mar P Sdes  Serice Reporfing UG - F x
p= 'S = 1 g gl = —
O XE ¢ " @ B R @ & = G
Add  Edt Delete View Creste Create  AddItems NewDeal | Savelayout Workspaces | PrintSsles PrintProforma Export | |neworder v | Refresh
Invoice NewDesl toWO  Project - Order voice
"tz gat Process Format Print res ! X
OrderNo | CustomerCode | Customerhlame OrderStatusDesc | OrderDescripton | OrderValue | Curency OrderDate  SalesmanName | ExchangeRate TaxRate OrderTme  DeptCode
v ol o s o o = o - 0 = = o 0
OR0000283  HOPOO1 Hope Works (Pty) Ltd  New order test 0.00 ZaR 09/01/2019  Bianca Surend... 1.00 15.00 04:50:21
OR0000284 HOPOO1 Hope Works (Pty) Ltd New order 1234 0.00 ZAR 09/01/2019  Bianca Surend.. 1.00 15.00 04:51:52
OR0000285  BEACO1 Bearing and Shoe New order TestQuoteStatus 110400 24R 09012013  Bisnca Surend. 100 1500 04:58:22
OR0000286  BEAOO1 Bearing and Shoe New order quotereftest 0.00 A8 09/04/2019  Bianca Surend.. 100 15.00 04:59:34
ORO000287  APROOO1 Apple Juice Inc MNew order 8745 993.60 ZAR 09012019  Bisnca 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 Bianca Du Toit 100 1500 10:46:59
ORO000300  HOPOOL Hope Works Pt Ltd | vCIce G < — . Karne Pillay 100 15.00 12:31:21
OR0000303  PINODO1 Pink Shoes o Kame Pilay 100 1500 16:35:25
ORD00004 | OFFOL Gffice Supples Unikmit o Do youwish to view thewice created, no. INVO00DS48? Sne Ndwalane L00| 1500 10:27:06
OR0000305  PANDO1 Pands Copiers Kame Pilay 0,00 000 11:5%:51
OR0000308  TIAOOL Titan Group Marc Repsoid 100 1500 12:38:44
OR0000311  HOPOO1 Hope Works (Pty) Ltd o — - Andie Khumalo 100 1500 17:06:17
OR0000313  BOTDOO1 Bothas Networking inc = = Bianca Du Toit 10.00 14.00 16:53:27
OR0000314  BOTOOD1 Bothas Networking inc  New order am 661 USD  03002/2021  BiancaDuToit 000 0.00 11:29:40
OR0000315  BOT0001 Bothas Networking inc  New order 46.61 USD  0302/2021  BiancaDuToit 10.00 000 115536
OR0000316  BIGOOO1 Big Bargains MNew order B60004 354.14 ZAR  03/02/2021  lulanda Kessler 100 1500 13:48:19
ORO0003L7  APPODOL Apple Juice Inc New order refo07s 34500 ZAR  03/02/2021  lulanda Kessler 100 1500 15:50:3
OR0000320  OFFOD1 Office Suppiies Uniimit . New order 0sU1001 3,239.17 28R 24/02/2021  Sasha Jones 100 1500 11:36:10
OR0000321  DANOO2 Dancing Shoes New order 50/100 114425 ZAR  10/03/2021  Abigai Mine 100 1500 22:96:29
» OR0000323  BIGOOO1 Big Bargains MNew order BB00044 1,246.14 ZAR  23/03/2021  JulandaKessler 100 1500 10:34:13
‘
Open Windows ~ | User: JuandaK | 23/03/2021 | Version: 2.4.0.11 | Example Company

VIEW THE CUSTOMER INVOICE

1.

2.

If you have selected Yes to view the Invoice, then the Edit Customer

Invoice screen will be displayed.

Invoice Items and Item Details can be Suppressed or Hidden on a Sales

Invoice, but you may not want to use this functionality.

e Please refer to Suppress Details on Invoice and Suppress

Line Detail on Print for more details.

* 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.

CO3 Technologies (Pty) Ltd © Company Confidential
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- Edit Customer Invoice - INVOD00532 - 5R0: Version 2.5.0.9 - Example Company ==y

| @ | tome | coupment/locstions  Contract  France[FR  Inventory  Mantenance [Projects  Manufschrng  Proavement  Ssles  Semvie  Reporting  Ubities _ & x
OX X
=

Save Back Delete | Savelayout
Ttem

Maintain 4

Fomat 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

3. Make the changes that are required, then click on Save.

EJ/ Note: You can only edit the invoice if it is still in the New status. In any other

status, you will need to raise a credit note if a correction is required.
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$ - .———»mcmm»mm-mwml-mm L=alo lLoc)
@ | tome | Equpment/Locations  Contract Fimance /HR  Inventory M [Projects  Manufactury Seles  Sevike  Reporting  Utite! - & X
OX ®
Back Delete | Savelayout
Ttem
Aaintain 3 [~
Customer Name | Big Bargains pl* Reference BE00044 . Billing address
Contact Name | Tarryn Snow CUSTOMER CONTACT £ * Status [New - m‘%ﬁ i:ﬁS p .
Commerdial | Type Class Commercial v Date & Time | 23/03/2021 v 5549 o ¥
Salesman JuandaKesser v * Shipping address )
Billing Customer | Big Bargains p = Billing Contact | Tarryn Snow CUSTOMER CONTAC £ = PZO:V?:IF:W:V! LN -
Invoice Currency | South African Rand - Exchange Rate L 2|e | LEEw -
[SuppressOnPrint | ItemType ItemCode  ItemDescription  InvoicelineDescription / WarehouseName  BatchSerialNo  Quantity  UnitCost | Markup Discount | UnitSelingPrice  BaseCcyPrice
v a - o e e o e - - - - - =
» [u] Parts 147-888544 K147 Black foner K147 Black toner Main Warehouse 3000 0.000 0000 0,000 360,000 360,
] Parts CL-100-965 Cleaner Cleaner Main Warehouse 1000 15000 0000  0.000 3.600 3
] Internal Service DEL Delivery Fee Delivery Fee 1.000 0.000 0.000 0.000 0.000
L E e E—— S

Ccomment | Call to confirm order as wel as the P.O number for the Customer Sub Total —waasu
VAT L 152.1

GrandTotal| 1,244

Open Windows ~ | User:JulandaK | 23/03/2021 | Version:2.4.0.11 | Example Company A~

* You will return to the Sales Orders listing screen.
* The Sales Order that you converted into an Invoice can now be

viewed from the Sales Invoices listing screen.

Related Topics

¢ Add a Sales Order

o Edit / Delete / View a Sales Order
¢ Print / Email Sales Order

¢ Print Pro-Forma Invoice

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

Create New Deal Project Sale / Rental

MNU.126.005
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