Product Training
Sales Orders

Where “Lean” principles are considered common sense and are
implemented with a passion!
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Sales Orders and Quotations

O Order Number — Select the prefix for the order. The next number will
automatically come up. The order type (Order or Quote) will be defaulted

Sales order Header from the prefix.

Note: It is a good idea to have at least one prefix for sales orders and one
Gel‘lel‘al Tab prefix for quotes. Quote prefixes tend to start with a “Q” while sales order

prefixes can be anything else

& Sales Orders [-10[=]
Genersl Financial  Addtonal Customer Shipping Delivery Motes  Other QO Order Type — An order type can be Order or Quote. A quote is a placeholder
Orde rumber C [ g OderType [Oder B for a sales order and is not demand for MRP. An order is considered demand
i I s [oEROT | and MRP will plan for it
Customer Name | |
ke e QO Customer — The customer that the sales order is for. When entering a
Order Date D customer, the name or customer number can be entered. If an exact match is
DeiveyRequested | Wed. Feb 20 z00s ] not found, a listing of all customers meeting the criteria will come up and can
i e P 20 2508 be selected from. Only active customers can be selected. When using multi-
Nt e site, only customers for the site that the order is being placed for can be

selected.

Contact Name [

Q Site — If using multi-site the site will be the site that the user is logged into. If
the user is logged into “All Sites”, the user can select which site the order is
assigned to.

SYSTEM SETTING:

The default length of the sales order number is 10 characters. The length of the sales
order number can be changed using the Sales Orders system option Sales order identifier
length. Enable the profile and set the value to the number of characters required for the
sales order number. Maximum number of characters allowed is 15.




Sales Order Header
General Tab

QOrder Date — The date that the order is taken. Defaults to
the date the order header is created on.

SYSTEM SETTING:

The default PO number is VERBAL. The default PO number can be
changed using the Sales Orders system option The default customer
order to apply to new sales orders. Enable the option and set the
value to the new default PO number.

U Delivery Requested — The date that the customer has
requested the order. This defaults to the day the order is
created but can be amended.

U Due Date — The date the order will be ready to be shipped.
This defaults to the day the order is created but can be
amended.

SYSTEM SETTING:

By default, a customer can have multiple sales orders with the PO
number. An option can be set up to check for duplicate PO numbers
and warn the user about the duplicate. Use the Sales Orders system
option Check customer order number. Enable the option and set the
value to Y to check for duplicate customer PO numbers.

U PO Number — The PO number from the customer. Typically
not entered for quotes.

U Contact Name — The contact name from the customer
master. This can be amended and is found on the default
sales prints.

Sales Order Header
Financial Tab

& Sales Orders [_[ol=]

QO Price List — The price list used for the sales order to determine
product pricing. This is defaulted from the customer master
but can be amended for the sales order.

Gerers! SERSAESY Addiional Customer Shipping Delvery Notes Other

Drder number [so ®E[ g

Customer | cooo0s-0000 i

Order Type | Order [~]]
Ste |DEFAULT |

Finafcial Infomalion

Frics list [melatl H

Credit terms [mo T H
Seltiement Terms 000 [-]
Discount [nove H©
Curency juso ]
Exchange Rate [ gy

Tax code EC - |
TesCodeSecondsy (0 |4

O Credit Terms — The credit terms used for the sales invoice
generated for the sales order. The credit terms calculate the
due date for the Invoice. This is defaulted from the customer
master but can be amended for the sales order.

O Settlement terms — The settlement terms used for the sales
invoice generated for the sales order. The settlement terms
determine if an early pay discount is to be given for early
payment. This is defaulted from the customer master but can
be amended for the sales order.

O Discount — The default discount structure that is to be used for
the order. This is defaulted from the customer master but can
be amended for the sales order.
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Sales Order Header

Financial Tab

U Currency — The currency of the customer selected. This can not be changed at any time.

U Exchange rate — If the customer is in a foreign currency, the rate of conversion for the sales
order. This rate will also be used for the sales invoice when it is created. The default exchange
rate is the standard rate as found in the currencies module.

U Tax code — The tax code for the sales order used to calculate the tax value and determine the
taxing authority. This is defaulted from the customer master but can be amended for the sales
order.

O Tax code secondary — The secondary tax code for the sales order used to calculate the tax
value and determine the taxing authority. Used when a second taxing authority requires tax
to be collected. This is defaulted from the customer master but can be amended for the sales
order.

Sales Order Header
Additional Tab

& Sales Orders [_[O]x]
Gereral  Financial ~ Addiional  Customer  Shipping Delivery  Hotes  Other
Drcer number OderType | Ower ||
i sie [DEFAUT | O Department — The department used

ik = for the sales order. This is defaulted
Depatent ET |

e m B from the customer master but can be
Sessodersoucs | Deta] -] amended for the sales order.

Printed [ |

Consignment Sake [ | )

G C 1a O Industry — The industry used for the

LCRM Project
CRM Contact

sales order. This is defaulted from the
customer master but can be amended
for the sales order.

[ Il




Sales Order Header
Additional Tab

O Sales Order Source — Where the order came from. This can be used to track where a sales order came from, such
as a trade show, or marketing campaign.

O Printed - If the order has been printed. This is automatically checked once a the sales order print has been
printed to a printer.

O Consignment Sale — This is defaulted from the sales order prefix. When a sale is marked as consignment, it will
not be included in the automatic invoicing routines. It must be invoiced manually, usually when the customer (or
rep) has consumed it.

O Purchase Order — A purchase order can be related to the sales order.

O CRM Project — The CRM project that is related to the order.

O CRM Contact — The CRM contact that is related to the order.

Sales Order Header

Customer Tab

& Sales Orders =] B3
Geretal  Financial  Addiional  Customer  Shipping  Delivery  Motes  Other
Onder marben [0 B s Ocertpe (O [ The customer address and information is for reference only. If
L feocoon 8 i R any information needs to be changed, it must be done in the

Customer Address

customer master.

Addiess 200*est La Plama

Cily [

i T ‘ & On Firm — An email notification can be sent out when the
Zip code 93111

sales order is firmed.

County |unITED STATES ]

O i | salestmail sabinocreek. com ]

i [ saesGimal sbinacreck.com ! @ 0On Ship — An email notification can be sent out when the
sales order is shipped.




Sales Order Header
Shipping Tab

& Sales Orders M= 3
Genersl  Financial  Addiional Customer {Shipph; Delivey  Noles  Diher
Oider number E - | OcerType |Order ||
Customer |coooo4ooe [ A Sie |DEFAULT |
Shipping Informaion
Carrer DEFAULTS [~
Freight methad [ BESTWAY [~
Shipping Tems DEFALLT [ -]
Ficking Location [ - |

O Carrier — The carrier for the sales order. If a default carrier is set
up in the customer master, it will default as the carrier for the
sales order but can be amended.

O Freight Method — The freight method for the sales order. If a
default freight method is set up in the customer master, it will
default as the freight method for the sales order but can be
amended.

O Shipping Terms — The shipping terms for the sales order. If a
default shipping term is set up in the customer master, it will
default as the shipping term for the sales order but can be
amended.

O Picking Location — A default picking location for the sales order
that is defaulted from the customer master. This is the default
picking location for line items.

Sales Order Header
Delivery Tab

& sales Orders [_[olx]

General  Financial ~ Additional Customer  Shipping iDelivery! Notes Other

Order number [s0 ) | 08| OcerType [New |
Custormes [cooooeonno | sie [DEFALT |
Dlivery Address.

Deliver to | vaCCo ystems I

Delivery Name | 00D Systems ]

Addess 200 West La Plama

City | Santa Barbara |

State [ca B

Zip cade [sm 3

Couniry | UNITED STATES -]

Phone g izzoser ]

Email | m ]

Notes

SYSTEM SETTING:

The delivery address can also be used on line items. Use the Sales
Orders system option Delivery Addresses on Sales Order Lines. Enable
the option and set the value to Y to have delivery addresses per line.

NOTE: Adding delivery addresses to lines adds much complexity and is
not recommended.

The default delivery address from the customer. The
delivery address can be changed for drop ship
addresses.




Sales Order Header

& Sales Orders
General  Financial | Addtional  Customer  Shipping Delivery figiest Dther
Order number [s0 1078 Order Tope
Customes 000040000 Ste | DEFALLT

Add notes for internal reference
and messages for information on

prints.

Sales Order Items




Sales Order Items
General Tab

O Item types to add to sales order include;

& Sales Orders mEE »Stock Item — From products

i e s Al o i »Free Text — Manually keyed in

i [‘Stock tem =] »Sundry — From Sundries

flem [ [ | stok 5 »Freight — From Freight methods

Identifiet Information Allocated [t}

esciption Available 0 .

" i i O Item — The item to be added to the sales order.
Tty R TETENIR When using a stock item, sundry item or freight

Steck [ il I[ vong | @ item the item must exist in the related table to be

Custormer | 15 H| S0 e Plica: ity . . .

e | % added. When using a free text item, what is

Ve [ sooe Frodid ok keyed by the user will be the item.

Account | 41000 [-] 1

Ship Complste: [

SYSTEM SETTING:

A system setting can be used to prevent modification of the description.
a Use the Sales Orders system option Allow modification of sales order
item descriptions. Enable the profile and set the value to N to prevent
modifications to the description field.

Sales Order Item
General Tab

0 Description — When using a stock item, sundry, or freight item, the description from the item will default. The description can
then be amended. For free text items, the user will need to key in a description.

O Stock quantity — The order quantity in the unit of measure of the item. When the customer unit of measure is different than the
stocking unit of measure the stock quantity is the customer quantity multiplied by the unit of measure conversion factor.

0 Stock UOM — The unit of measure for the item as found in the product or sundry master. This can not be amended.

O Stock Price
a) Sundries — The standard price per item of the default unit of measure for the sundry in the sundry master.
b) Freight Items — The standard price for the freight method in the freight method master.
c) Free Text items — Must be keyed by the user.
d) Products - If a price list for the part entered exists and the quantity on the sales order is greater than the quantity on the
prices record and the date the item is entered is within the starting and ending dates, the price list will be used. If multiple

prices are found, the price with the shortest number of days will be used. If no prices records are found, then the standard
price from products will be used.
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Sales Order Items

General Tab T =)
[ Quantis, Velues, | o Addionsl, Holes, Dther, -
Tyge [stockkem [

O Customer Quantity — The quantity of the item in the liem [ 1% | sk 0
customer’s unit of measure. The customer quantity is ik .
the stock quantity divided by the unit of measure factor Dus Dy
for the customer unit of measure. e [ Othe Information

Stock [ i | | sogE 0 |@

QO Customer Unit of Measure — The unit of measure that E‘T‘ :H‘ | T :ﬂe A
the customer is buying the good in. The default is the valse [ song Product Stock
stocking unit of measure but can be changed to any of Aozt T - | o
the unit of measure factors that have been set up for e N
the stocking unit of measure.

O Price List — The price list from the sales order header. Qi

Can be changed for the line item. ‘ I

Sales Order Item
General Tab

O Value — The value of the line. This is a calculated field that is calculated by;
> Price X Quantity + sur-charge + warranty charge — discount

O Account — The revenue account which is determined by the item type.

O Free Text Item — The default free text account from the customer master is the default account but can be changed by
the user.

O Sundry — The revenue account from the sundry master but can be changed by the user.
U Freight item — The revenue account from the freight methods master but can be changed by the user.

O Product — The revenue account from the price list, or when no price list exists, the revenue account from the product
master. This field can not be changed by the user.

SYSTEM SETTING:

If the standard price for a product is set to £0 an option can be used to set the price to the average cost from products. Use the Sales Orders system
option When enabled it uses the products average cost when the standard price is 0. Enable the option and set the value to Y to use average cost
when standard price is £0.




Sales Order Items

SYSTEM SETTING:

The GL accounts for free text, sundry and freight items have default accounts. The default accounts can provide extra filters for any or all of these types of
items. Use the Sales Orders system option Set the sales item types you wish to filter the accounts for (N=free text, F=freight, S=Sundry). Enable the option
and enter the letters representing the items to be filtered into the value field. Note: It most cases this should be set to FS for freight and sundry items. Use the
Purchase Orders system option Filter sales item account based on N = nothing, T = type, D = division & type to determine how the filter will be applied. Enable
the option and in the value field use N, T or D based on the options described in the description. Note: In most cases this should be set to T.

SYSTEM SETTING:

The dashboard to the right of the item entry by default does not include sales order with a status of New in the allocated calculation. Use the Sales Orders
system option Include new orders in allocated stock calculation to include New orders in the calculation. Enable the option and set the value to Y to include
New orders.

SYSTEM SETTING:
The dashboard to the right of the item entry can be removed. Use the Sales Orders system option Hide the item report on sales order items entry to remove
the dashboard. Enable the option and set the value to Y.

SYSTEM SETTING:

The customer price field is used to enter the price in the UOM price it is being sold to the customer. This field can be set to read-only and not used if required.
Use the Sales Orders system option makes customer price field on sales order item read-only. Enable the option and set the value to Y to prevent users from
using this field.

Sales Order Items

Does a customer cross reference’
record exist for the item added to the
sales order

No

Boes atleast 1 price list entry for the
item with a valid quaniity and date

Do multiple valid price fist entries exist
for the e range exist

Price Calculation Logic

No

Use standard price from
e products

Use Price list

Use price list entry with
shortest effective date range:

Usa price for Sales order Line

10



Sales Order Items

Discount Calculation Logic

Sales Order Items
Quantities Tab

Gereral s} Vabes Tax  Addiionsl Defvery MNoies Other

Reduited [ s
Shipped | s
Cancelled [ [
Dutstanding [ 52

& Sales Orders B [=] B3

Type Stock item Ste | DEFALLT ]
ltem | 3500002 |

0es a customer cross reference’
record exist for the item added to the
sales order

No.

Does a customerproduct pricing entry
exist

Use Discount for Sales order
No ¥

Is a discount fourd in the product

Use Discount from Sales.
Order Header

O Required — The order quantity.

U Shipped — The quantity that has been
shipped on a shipment.

U Cancelled — The cancelled quantity.

O Outstanding — A calculated value.

U Quantity Required — Quantity shipped —
Quantity Cancelled = Quantity Outstanding

11



Sales Order Items
Value Tab

& Sales Orders =] ES

Gereral  Quantiies Valuess Tax  Addtional Delivery Hates Other

Tipe [ Stock kem Site | DEFALLT
ltem | 3500002

Price
Extended Price.

Discount

Discount Valus | 075 g

Swarranty | Defaut I
Wataty Price [ [
Surcharge | om0 5

Line Value [ =E

Sove "

Sales Order Items
Tax Tab

Genersl | Quaniies  Yalues TS Addiional  Defivery  Motes  Oiher

& Sales Orders [_[Of]

Item | 3500002
in Fareign Curency

Tau Cade
TaxRale [ [
Secondary TasCode | [Defeul] [-]
Seconday TaxRate: | 0%
TanVakio [ wmE
TawVabeSeconday | 000
Gross Value [ wmE

O Price — The price of the item.
0 Extended Price — The price of the item multiplied by the quantity.

O Discount — The discount for the item. If a discount is found in the
customer cross reference is found it will be used. If none is found,
the customer/product pricing classifications are checked and
used. If none is found, the discount from products is used. If none
of the above discounts is found, then the discount from the sales
order is used.

Q Discount Value — The discount value as determined from the
discount.

0 Warranty — The warranty for the line. The default warranty from
products is the default warranty and all warranties related to the
product may be selected.

U Warranty Price — The price of the warranty. The default price is
from the warranty in products that is selected.

0 Surcharge — The surcharge from products.

0 Line Value — The extended price + Surcharge + Warranty —
Discount Value

O Tax Code — The primary taxing authority. This is defaulted from
the sales order header and can be amended by the user.

O Tax Rate — The tax rate of the tax code. This may not be
amended by the user.

0 Secondary Tax Code — The secondary taxing authority. This is
defaulted from the sales order header and can be amended by
the user.

(O Secondary Tax Rate — The tax rate of the tax code. This may not
be amended by the user.

(O Tax Value — The tax value of the line.

O Tax Value Secondary — The secondary tax value of the line.

0 Gross Value — The total tax value of the line.

12



Sales Order Items
Additional Tab

& sales Orders [ [=] B3

Gereial  Quantties Walues T ! Delivery Motes Other

Type [ Stock tem Site | DEFAULT
Item | 9500002

Additional Information
Delivery Due

Delivery Requested

iy e [ aE

Alogated [ ]

M [ siom |

Eorriont ook | |

Picking Location [ B

"

Sales Order Items
Notes Tab

& Sales Orders [_[ol=]
General  Quarties Values  Tax  Addtional Delivery [Hotesi Other
Type | Stack e Sie | DEFALLT
ltem | as00-002
Hotes
»
[ Il ]

Q@ Version — The version of the product. This will be the current
version of the product but can be changed to a previous
version.

O Delivery Requested — The date the customer is requesting the
item. Defaulted from the sales order header.

U Delivery Due — The due date of the item or when the item is
expected to ship. Defaulted from the sales order header.

O Print Sequence — A reference field that can be used for
sequencing line items on prints. Each line item is added as a
factor of 10. i.e. line item 1 is 10, line item 2 is 20.

O Allocated — A reference field that has no system action.

O Margin — The projected margin. The value of the line minus
the standard cost of the product.

O Consignment Sale - If the line item is a consighment sale,
where a manual invoice is required. This is defaulted from the
header.

O Picking Location — The location that items must be picked
from. The shipment will not pick inventory from any other
location.

Any internal notes for the sales order line.

SYSTEM SETTING:

Superseded items on a sales order will automatically add a note about
what part it superseded. The note will read Supersedes - 1007-125
where 1007-125 would be the original part number. This note can be
altered using the Sales Orders system option Default text notes field
when product has been superseded. Enable the option and set the
value to the text to be written to the notes field.

Note: Use {0} to represent the original part number in the note if
required.

13



Sales Order Items
History Tab

B WinMan Latest Release

© Bl Tasks Mavigation Taols Windows Help Developer

i

7% winMancentrdl | 3 supplers | & customers | ) currences % Sales Orders | 5 System Options

&

Oderltems  Generol  Finoncial  Addbional  Shipping  Velues  Dustomer Defivery  Motes Other  Alations (s3] Reguiements  Commjssins

Ordler Number | soonooo7s o
| conns-0o00 - @ Site | DEFAULT

Customer

Customer Hame [ vacco systems

Customer Oider [vERBAL ]

ltem Item Diescription Requeste ¥ Price ¥  Quanty ¥ Ouantiy’¥  Curltem’ ¥ CurTaxVaV Consignme CurWaranly V' Cur TaxValue S ¥ Cur Sucha ¥
htest I [n2/1g/2008 | $1000] i 1 $100.00 B | 0.0000 00000/ $000

History tab will show all modifications to sales order line items

Sales Order Items

Requirement Tab

@ WinMan Latest Release

: Fle Tasks Wavigation Tools Windows Help Developer
@ e . % 7]
% winbian Central | 3 supplers [ 4 Customers | () Curvencies /'S Sales Orders | & System Options |
Onderliems  General  Financial  Addioral  Shipping Vakies Customer  Defvew  Notes Other  Pglations  History [FFISUiEmeRE]  Commissions
Oider Number |soooomioes | Fiim
Custome [ Cooo0 0000 - Site | DEFAULT
]

Customer Name | La Trobe University

Customer Order | VERBAL |

toct alicn:

Product 14 Product Description Quartity o/s 7 " QuantityOnH W ™" Quantityélloc 7 ™ Quantitpbvail ¥ Requir " QuantityDue 7 StockDue

Requirements tab will show all requirements for line items on a sales order

14



Sales Order Items
Relations Tab

 WinMan Latest Release:

File Tasks Mavigation Tools Windows Help Developer
Erce |

% witanGentral | 3 Supplers | o Customers | ) Curencies O Sales Orders | _System Options

Orderltems  General  Financial  Additional  Shipping Values Customer Delivery Motes Other {Figiafioris! Histoy Reguitements  Commissions
Dides Number | S000001089 G
S el e — QThe relations tab displays shipments and
e | \ sales invoices that have been created for a
Shipments
s e . N sales order.

Finalized

#1 SHO000T 018, 01/28/2008

QRight click on line item to drill down to
related transaction.

[Efeciiio Date oo =

01/26/2008

THPOODODS

Sales Order Actions

FIRM

Firming a sales order sets the order to be processes. A sales order must be
firmed before it can be shipped and must be firmed before MRP will see it

as demand.

15



Sales Order Actions
Convert Quote

Sales Orders

Options }:} The convert quote action will bring up the convert a quote wizard to
Selectan opliet convert the quote into a sales order.
R O e If the sales order and quote are to have the same sales order number
use the default option “Use existing prefix”.
Order Prefix [<1i0]
rder Number fos ]

When a quote prefix is used to identify quotes and a sales order prefix
is required select the option to Create a new order. Select the order
prefix that the order will receive. The order number will default to the
next number in sequence for the prefix. When creating the new order,
the old quote can automatically be deleted.

[] Do you want to delete the quate

Sales Order Actions
Convert Quote

Sales Orders

Dates 29,
Enler dates and whether to update ines }3

Enter the due date and the effective date for the sales
order header. This will default from the quote.

Due Date Jan 15

L hnmm Update order lines will also update the order lines with
s the due date and effective date. If the dates should

Update order ines
e remain the same as on the quote Update order lines
should be set to No.




Sales Order Actions
Convert Quote

Customer Order Number 3
Select the customer arder umber y

Enter the PO from the
customer for the sales
order

Custamer Order Number

[ This date has been confirmed and

Sales Order Actions
Ship

o The ship action from sales order is an express way to ship. It
Shipment o8 can only be used when no shipping integration is required,
Selzct Shipping opiizns t build to ship is not used, and specific batches are not

required to be picked. It was designed for customers that
come in to pick up their orders and automated the standard

Finalise Shipment ] process of shipping.
Pt DefveryNote ||
Gota created shpment | /| Finalise Shipment will create the shipment as finalised. No

changes can be made to the shipment.

Print Delivery note will print the packing slip for the shipment
if the shipment was created as finalised.

Go to created shipment will open the shipments module on
the shipment created.

17



Sales Order Actions
Ship

Invoice options are only available if a finalised
shipment is created.

Create Invoice will create the invoice for the
shipment.

Finalise Invoice will finalize the invoice where no
amendments can be done.

Print Invoice will print the invoice only if the invoice
has been finalised.

Go to created invoice will open the Sales Invoices
module on the sales invoice created.

Sales Orders

Invaice e
Select Invoicing options y

Create Invoice:
Finalise Invaice:

Fiitit Invoice

Go to created invoice

Sales Order Actions
Tools

~Create a related purchase order

Copy order will make a copy of the current order. The user
Sales Order Tools 23 will be prompted for a sales order prefix, customer PO and
Pleisse select the raquired tool r due date. All other order details will be copied.
=1-Brder Management
. ‘En::;tﬂfda' Orders can be imported from an Excel spreadsheet. New
B Purchass idis orders can be created and existing orders can be added to.

Create a related purchase order will create a purchase
order header that is related to the sales order. The user
must enter the supplier, the due date and a prefix for the
order. Line items must be added manually.

Note: To drill down to the purchase order, use the drill
function for the purchase order found on the additional
tab of the sales order.

18



Sales Order Actions
Add Message

B standard Messages

=] E3

Message Description

Inchude

. l7i STOMSG Default Standard Message 1
Add message allows multiple standard mesa08 for stores o
messages to be added to the sales order.

Standard messages will appear on sales
order prints.




