   Salihin Premier Solutions (SPS)UserGuide v.10
4


Setup > Sales Price
Sales Order


· Go to Sales Order Setup Sales Price. The Sales Price List window appears. 
· Click + button on the top right of the page to insert new sales price.
· Select Items from the dropdown list. 
· Select the Customer from the dropdown list.
· Select the Unit Measures from the dropdown list.
· Select the Currency from the drop down list.
· Select the Start Effective date and End Effective Date.
· Enter Unit Price
· Please note, the Unit Price is valid within the selected date.
· Once completed, click the Submit button to save.
Edit
· Go to Sales Order Setup Sales Price. The Sales Price List window appears. 
· To edit the items details, click the link of items that you have identified. The Edit dialog box will appear, click Continue to edit.
· You will be directed to the page where you can edit the existing information.
· Once completed, click the Submit button to update.
Delete
· Go to Sales Order Setup Sales Price. The Sales Price List window appears. 
· To delete the existing items list, identify and choose the items and click the Delete button in the Action column. The Delete dialog box will appear, click Delete button. 


















Transaction > Sales Quotation

· Go to Sales Order Transaction Sales Quotation. The Sales Quotation List window appears.
· Click + button on the top right of page to insert new sales quotation.
· Select the Customer from the dropdown list. If the customer has not yet been entered, click Add New Customer button.
· Currency and Exchange Rate will be automatically displayed once customer is selected.
· Enter the Quotation No.
· Select the Salesperson from the dropdown list. If the salesperson has not yet been entered, click Add New Employee button.
· Enter Memo.
· Select Deliver To from the dropdown list.











Order Details
· To enter the new Item Details, click the Add New Line button.
· Select the Item Code.
· Enter Unit Price and Quotation Quantity.
Transaction > Sales Order

· Go to Sales Order Transaction Sales Order. The Sales Order List window appears.
· Click + button on the top right-side of page to insert a new sales order
· Select the Customer from the dropdown list. If the customer has not yet been entered, click the dropdown button and click New Customer.
· Enter Order Number. The serial number is auto generated.
· Enter Order Date.
· Select the Salesperson.
· Select Deliver To
· Once Customer is selected, Currency will be updated by default. 
· Exchange Rate is default at 1.00.
Note : User is allow to change the Currency and Exchange Rate (if necessary)

Order Details
· Click Add New Line button.
· Select the Item Code.
· Item Description and Unit Measure (UM) will be automatically displayed once item code is selected.
· Select the date required. 
· Enter your Unit Price.
· Enter your Order Quantity.
· Click Save.
· Total Amount will be displayed after you save the order details.



















	







Transaction > Delivery Order

· Go to Sales Order Transaction Delivery Order. The Delivery Order Entry window appears. 
· Select Customer from the dropdown list.
· Enter your Form No. Serial Number is auto generated.
· Select Location from the dropdown list.
· Select Sales Order No.
· Deliver To will appear when Sales Order No. has been selected.
· Currency and Exchange Rate will appear.
· Select the Salesperson.
· Enter Memo
· Select Shipping Method from the dropdown list.

Outstanding Orders
· Once Sales Order No. has been selected, the details of outstanding orders will be displayed.
· You can decide the total of quantity to be sent. It depends on the total order of quantity.
· Amount will be calculated automatically based on orders.

Without Sales Order
· If you request to make a new order, which did not include in the previous order, click Add New Line button.
· Select Item Code from the dropdown list.
· Enter your Unit Price and Quantity to be sent.
· Amount will be automatically calculated based on your orders.
· Total Amount will be automatically calculated.


























	







Transaction > Delivery Order Confirm

· Go to Sales Order Transaction Delivery Order Confirm. The Delivery Order List window appears. 
· Select Year and Period. Then, click Submit button.
· Delivery Order will be listed based on the selected year and period.
· To edit the information, click the link of selected Form No in the Form No. field. The Edit dialog box will appear, click Continue to edit. 
· You will be directed to the page where you can edit the information.
· Once completed, click Update Save button to save.
· You can choose either to confirm the entire delivery order list or selected list only. To confirm the entire list, tick the box.
· [bookmark: _GoBack]To confirm selected list, tick the respective boxes of the related rows only. Then, click Posting button. 
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