Sales Order

Sales Order is an activity of selling goods or services to achieve well revenue through all the things that we serve. The Sales Order is a confirmation document sent to the customers before delivering the goods or services. Sales Order (SO) can be created once the quote is accepted by your prospective customer (potential) and the Purchase Order (PO) is sent by the customer for further processing.
1.0 How to Setup Sales Pricing
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· Go to Sales Order (Setup (Sales Price
· Select Item.
· Select Customer.
· Select Unit of measure. 
· Select Currency. 
· Select Start Effective Date and End Effective Date.
· Enter Unit price. It depends on your goods market value.
· Click Submit button to save.
2.0 How to Create Sales Quotation
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· Go to Sales Order ( Transaction ( Sales Quotation
· Select the Customer. Quotation No will be auto generated. The system allow user to change the Quotation No format.
· Select the Quotation date.
· Select the Salesperson.
· Select Deliver To.
· Currency will be display automatically when Customer is selected.
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2.0.1 List of Order Details
· Click Add New Line.

· Select Item. 

· Enter the unit price, Quote Quantity and Tax code.
· Amount will be calculated automatically when Unit Price and Quote Quantity is entered.

· Please ensure that your item is correct. Click the [image: image4.jpg]


  button to save.
3.0 How to Create Sales Order
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· Go to Sales Order ( Transaction ( Sales Order
· Select the Customer. Order No will be auto generated. The system allow user to change the Order No format.
· Select the Order date.
· Select the Salesperson.
· Select Deliver To.
· Currency will be display automatically when Customer is selected.
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3.0.1 List of Order Details
· Click Add New Line.

· Select Item. Once item selected, description will auto create as well as your item setup in sales price, date required will follow the SO date and Unit price will according to the Sales price.
· Enter the Order quantity.
· Amount will be calculated automatically when Order Quantity is entered.

· Please ensure that your item is correct. Click the [image: image7.jpg]


  button to save.
4.0 How to Create Delivery Order
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· Go to Sales Order ( Transaction ( Delivery Order
· Select the Customer. Form No will be auto generated. The system allow user to change the Form No format.
· Select the Delivery date.
· Select the Location.
· Select Deliver To.
· Address will automatically appear when Deliver To selected.

· Select the Sales Order No.

· Currency will be display automatically when Customer is selected.
· Select the Salesperson.
· Put your message in Memo if needed.
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4.0.1 Outstanding Order Items

· Item details will be listed once the sales order no. is selected.

· Enter the Quantity Sent and click [image: image10.jpg]


 button.
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4.0.2 Items Not Include In Sales Order

· In this part, you are allowed to add new item even the details it’s not include in previous sales order.
· For example, you want to add on 1 monitor, you can request to do so. 
· The both item details will be combining in one delivery order.
5.0 How to Confirm Delivery Order
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· Go to Sales Order ( Transaction (Delivery Order Confirm
· Select the Year and Period, then click Submit button.

· Delivery order item list will be listed for selected period.

· Tick the selected delivery order that need to be confirm.

· Once selected, click the Confirm button.
Report
1.0 How to generate Sales Pricing Report 
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· Go to Sales Order ( Reports ( Sales Price
· Select the Year and Period, then click Submit button.
· Sales Pricing List will be listed for selected period.

· Click Print to review and print the Sales Pricing List.
2.0 How to generate Sales Quotation Report
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· Go to Sales Order ( Reports ( Sales Quotation List
· Select the Year and Period, then click Submit button.
· Sales Quotation List will be listed for selected period.

· Click Print to review and print the Sales Quotation List.
· Example of Sales Quotation List Report.
[image: image15.jpg]Quotation Detail
AHMED FURNITURE SDN BHD (ssss-7)

(GST Regisration o : 432185765342
SALAN SAMUDERS 555,
TAAN SAMUDERS, GOMBAK

s
AHMED KA LOMPUR YA

Phons : 03-2120 4471 Fax : 032120 4477
FURNITURE

AL-KHAWARIZMI SDN BHD

Quotation No. :SQN [00000005]

1000967-A Quotation Date :01-07-2015

NO.16, LORONG KERIANG 65, Currency :MYR.

TAMAN SERI KERIANG

23200

SHAHALAM

1 ‘SOFA KAYU JATI [FF10] RovaL 100 Pcs 70000 70000 600 200 79200
ety p—r Aty

SYSTEM GENGRATED NO SIGHATURE REQUIRED.

/1672015

Private and Confidential




3.0 How to generate Sales Order Report 

[image: image16.jpg]AHNMED

AHMED FURNITURE SON BHD
C0.No.9999-T

Dashboard ~ Sales Order ~ Sales Order List

Showing 1t0 2 of 2 entries

R,
- T . |

P p

#  Order Number OrderDate  Memo. Currency Total Amount  Customer Action
R - R |
e = feppT————— . |




· Go to Sales Order ( Reports ( Sales Order List
· Select the Year and Period, then click Submit button.
· Sales Order List will be listed for selected period.

· Click Print to review and print the Sales Order List.
· Example of Sales Order List Report.
[image: image17.jpg]Sales Order Detail
AHMED FURNITURE SDN BHD (ssss-7)

ST Regisration o : 43215765342
SALAN SAMUDERS 555,
TAMAN SAMUDERS, GOMBAK

AHMED i ety

Phons : 03-2120 4471 Fax : 0321204477
FURNITURE

AL-KHAWARIZMI SDN BHD ‘Order Number :SON [00000003]
1000967-A Order Date :06-07-2015

NO.16, LORONG KERTANG 68,

TAMAN SERI KERIANG

SHAH ALAM, 43200

Phone: 03-2261 418

1 [FFI0]SOFA KAYU JATL RovAL 100 Pcs 70000 70000
ety ety Aoy

SYSTEM GENERATED NO SIGNATURE REQUIRED
1/16/2015

Private and Confidential




4.0 How to generate Delivery Order Report
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· Go to Sales Order ( Reports ( Delivery Order List
· Select the Year and Period, then click Submit button.
· Delivery Order List will be listed for selected period.

· Click Print to review and print the Delivery Order List.
· Example of Delivery Order List Report.
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5.0 How to generate Sales by Customers Report
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· Go to Sales Order ( Reports ( Sales By Customers
· Select the Year and Period, then click Submit button.
· Sales by Customer will be listed for selected period.

· Click Print to review and print the Sales by Customer.
6.0 How to generate Yearly Sales by Customers Report
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· Go to Sales Order ( Reports ( Yearly Sales By Customers
· Select the Year and Period, then click Submit button.
· Yearly Sales by Customers will be listed for selected period.

· Click Print to review and print the Yearly Sales by Customers.
7.0 How to generate Sales by Item Report
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· Go to Sales Order ( Reports ( Sales By Item
· Select the Year and Period, then click Submit button.
· Sales by Item will be listed for selected period.

· Click Print to review and print the Sales by Item.
8.0 How to generate Sales Order by Customers Report
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· Go to Sales Order ( Reports ( Sales Order By Customers
· Select the Year and Period, then click Submit button.
· Sales Order by Customers will be listed for selected period.

· Click Print to review and print the Sales Order by Customers.
9.0 How to generate Sales Order by Item Report

[image: image24.jpg]Dashboard ~ Sales Order  Sales Order By Ttem 2 n

Soles Order By Ttem prnt
AHMED FURNITURE SDN BHD
Co.No9995T
vear s v eriod 2000002015 3108205] | v [ o
Show 10 v entres Search
#4 ttemcode Description orderaty Shipped aty Total Amount
) rovaL 500 200 175000

Showing 1t0 1 of 1 entries





· Go to Sales Order ( Reports ( Sales Order By Item
· Select the Year and Period, then click Submit button.
· Sales Order by Item will be listed for selected period.

· Click Print to review and print the Sales Order by Item.
10.0 How to generate Outstanding Sales Order by Item Report
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· Go to Sales Order ( Reports ( Outstanding Sales Order By Item
· It will display the table that has all the data.
