


MODULE: SALES ORDER
In this section, you will be guide to setup your sales price and how to the sales order….



1.0 How to set Customer Setup
Before you going to prepare an invoice for the sale items, you have to make sure that the following required information has been setup.

· Go to Account Receivable  Setup  Customer Setup
· To add your new customer, click + button that located at the top right page
· Fill in all the required information. Once completed, click Submit to save.
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· Go to Sales Order Setup Sales Price
· There will appear the list of Sales Price that have been create.
· Click + button at the right top of page to insert new sales price.
· Select Items from the dropdown list that we created in Inventory module.
· Select the Customer from the dropdown list that we created in Account Receivable module.
· Select the Unit Measures from the dropdown list that we created in Inventory module.
· Select the Currency from the drop down list.
· Select the Start Effective date and End Effective Date *if we did not change the date, it will record the current date.
· Enter Unit Price as it is per quantity.
· Please be noted, the Unit Price will be effective due to the selected date.
· Once you completed, click the Submit button to save.
· To modify the items details including price, simply click the link of items that you have choose.
· You will be directed to the page where you can modify needed information.
· Once completed, click the Submit button to update.
· To delete the existing items list, choose the items and click the delete button.

Sales Quotation



· Go to Sales Order Transaction Sales Quotation
· There will appear the list of Sales Price that have been create.
· Click + button at the right top of page to insert new sales quotation.
*You may click the Remove (red/dustbin) button in action column for any quotation deletion.
· Select the Customer from the dropdown list that we created in the Account Receivable module *Click the green button beside to add new customer and refresh the customer list.
· Enter the Quotation Number if necessary.
· Select the Salesperson from the dropdown list that we created in Employee setup *Click the green button beside to add new Salesperson and refresh the customer list.
· Enter Memo
· Select Deliver to from the dropdown list that we created in????.
· Currency and Exchange Rate will be automatically display once customer is selected.
· The total amount will automatically appeared from the amount in Order Details part.
ORDER DETAILS
· To enter the new Item details, you may click the Add New Line button.
· Select the Item Code then, enter Unit Price and Quotation Quantity.
· Click the Save (green) button in Action row to record the data.
· Item deletion can be made by clicking the Delete (red/dustbin) button in action column.
Sales Order



· Go to Sales Order Transaction Sales Order
· There will appear the list of Sales Order that have been create.
· Click + button at the right top of page to insert new sales order.
· Select the Customer from the dropdown list that we created in the Account Receivable module *Click the green button beside to add new customer and refresh the customer list.
· Enter Order Number if necessary but the serial number will generate automatically.
· Enter the Order Date *if we do not change the date, it will record the current date.
· Select the Salesperson that we created in Employee setup.
*Click the green button beside to add new customer and refresh the Salesperson list.
· Select Deliver To from the drop down list
· Currency and Exchange Rate will be automatically display once customer is selected.
ORDER DETAILS
· Click Add New Line button.
· Select the Item Code.
· Fill in the Item Description as it has no letters limit, date required and unit measures will be appear automatically once item code is selected.
· Enter your Unit Price and enter your Order Quantity.
· Click the Save (green) button in Action row to record the data.
· Item deletion can be made by clicking the Delete (red/dustbin) button in action column.
· Total Amount will be display after you save the order details.
Delivery Order



Here you need to maintain the delivery items. Which are delivered to the customer.
· Go to Sales Order Transaction Delivery Order
· Select the Customer from the dropdown list that we created in the Account Receivable module *Click the green button beside to add new customer and refresh the customer list.
· Enter Form Number if necessary but the serial number will generate automatically.
· Enter the Delivery Date *if we do not change the date, it will record the current date.
· Select location from the dropdown list that we created in the Inventory module.
*Click the green button beside to add new customer and refresh the customer list.
· Deliver To and Address will appear automatically when location is selected.
· Select Sales Order No. that we created in the Sales Order transaction to get the details of the outstanding orders.
· Currency and Exchange Rate will appear automatically.
· Select the Salesperson that we created in Employee setup.
*Click the green button beside to add new customer and refresh the Salesperson list.
· Any description or reminder can be insert in the Memo.
· Select Shipping Method from the dropdown list that we created in the Ship To setup.

OUTSTANDING ORDERS
· Once Sales Order No. is selected, the details of outstanding orders will be listed.
· It will tell us how much quantity are available for delivery.
*If the quantity available are less than the order quantity, you may refer to the Purchase Order module if the incoming quantity can recover the order quantity.
· You can decide the total of quantity to be sent. It depend on the Order Quantity.
· Amount will be calculate automatically based on orders.
· Click the Submit (green) button on the right bottom of the transaction to record the data.

WITHOUT SALES ORDER
· If you request to make new order, which not include in the previous order, you can simply click Add New Line (orange) button.
· Select Item Code from the dropdown list that we created in the Item Setup.
· Fill in the Description as it has no letters limit, unit measures, unit price and quantity sent.
· Amount will be calculate automatically based on your orders.
· Total Amount will be calculated automatically.
*You may delete the order by clicking the Deletion (red/dustbin) button in the row Action.
· Click the Submit (green) button on the right bottom of the transaction to record the data.
Delivery Order Confirm


· Go to Sales Order Transaction Delivery Order Confirm
· Select Year and Period. Then, click Submit button.
· Delivery Order will be listed based on selected year and period.
· If the Delivery Order not in the list, you may create new Delivery Order by clicking the Add New (orange) button.
· If you wish to modify needed information, choose the delivery order from the list and simply click the link at Form No column.
· If the Delivery Order is already correct, you may do the confirmation by clicking (√) and click the Confirm (orange) button at the bottom of the transaction.
Sales Order: How to Setup a Report
Sales Price




· Go to Account Receivables  Reports  Sales Price
· Select the Parameter by From and To of the year/month that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Sales Order Setup. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.





· Go to Account Receivables  Reports  Sales Quotation ListSales Quotation List

· Select the Parameter by From and To of the year/month that invoice exist in it, then click the submit button.
· Select the Sales Quotation from the list that created in Sales Quotation. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.

Sales Order List


· Go to Account Receivables  Reports  Sales Order List
· Select the Parameter by From and To of the year/month that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Sales Order. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.

Delivery Order List


· Go to Sales Order  Reports  Delivery Order List
· Select the Parameter by From and To of the year/month that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Delivery Order. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.

Sales By Customers


· Go to Sales Order  Reports  Sales By Customers
· Select the Parameter by From and To of the year/month that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Sales Order. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.


Yearly Sales By Customers



· Go to Sales Order  Reports  Yearly Sales By Customers 
· Select the Parameter by the year that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Sales Order Setup. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoicesSales By Item



· Go to Sales Order  Reports  Sales Order By Item
· Select the Parameter year/period that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Sales Order. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.
Sales Orders By Customers



· Go to Sales Order  Reports  Sales Order By Customers 
· Select the Parameter by the year/period that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Sales Order Setup. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.
Sales Orders By Item




· Go to Sales Order  Reports  Sales Order By Item 
· Select the Parameter by From and To of the year/month that invoice exist in it, then click the submit button.
· Select the Sales Price from the list that created in Sales Order. 
· Click Print button in the Action row.
· Click the Print button to print all the list of the invoices.



Outstanding Sales Orders By Item

· Go to Sales Order  Reports  Outstanding Sales Order By Item
· It will display the table that have all the data.

