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The Sales Order module is used to prepare quotes and manage orders received from customers. Once the goods and/or
services have been provided to the customer, the fill and invoice process will deduct the items from inventory and prepare an
invoice to bill the customer.

In this topic, we will identify how to enter customer quotes and/or orders quickly on a single-tab consolidated entry screen. Sales
orders can also be entered on a multi-tab entry screen by following the Enter a Sales Order or Quote topic.

Prerequisite

You must have the Sales Order module purchased, installed and registered in the module configuration manager (File
> Administration > Module Configuration Manager) prior to entering a sales order.

Quickly Enter a Sales Order or Quote

1. To begin entering a sales order, select Processes > Sales > Sales Orders - Quick Entry.
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2. Enter the Customer. Once the customer is selected, the Shipping Method, Salesperson, Terms, and Sales Tax fields will
be populated automatically from the information saved in the customer maintenance screen (Setup > Customers).

3. To view or change the customer's Billing Name/Address, shipping Name/Address, or Sales Tax, click the Address icon

= display the Customer Billing & Shipping Addresses screen.
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€ Customer Billing & Shipping Addresses O *

Address Information

Billing Name  Billing| ja Shipping Name Business Address Pl
1 Mt. Evan Rd. 1 Mt. Evan Rd.
Idaho Springs, CO 80452 Idaho Springs. CO 80452
Sales Tax Colorado s
ok | )

4. To view or add internal notes for a customer, click the Additional Notes icon '!' .

©

5. Select the appropriate Type for this transaction. Quotes have no affect on inventory or customer balances and terms and
credit limits will be ignored when Quotes are saved. They are used to simply provide pricing information to the customer.
The Order option should be used if the customer has confirmed that they would like to purchase the goods/services.

6. Inthe Order or Quote Number box, the next available sequence number will display. Click the Sequence icon or

press F4 to display the sequences associated with the Sales Order Entry screen. You can use a different sequence for

orders vs. quotes.

The Date will display the current system date.

If desired, enter a Customer PO # or some other information that indicates the source of the sales order.

9. Inthe Terms box, verify or enter the terms that should be used when the order is invoiced. Terms are used to calculate

Due Dates, Discount Due Dates and Early Payment Discounts.

10. Enter the customer-specified delivery date in the Date Required field. This is the latest date the customer must receive
the product by. You can use this date in Fill Orders to help select the orders to fill. The default is the current system date.

11. Enter the soonest this order can be delivered in the Earliest Date field. Use it to delay filling an order. It is also used in Fill
Orders when selecting orders to fill.

12. Inthe Salesperson box, verify or enter the salesperson responsible fore this order or quote.

13. There are many fields that can be displayed in the data entry grid. These can be selected by right-clicking anywhere in
the grid and selecting Add/Remove Columns. In this topic, we will identify the most commonly used fields.

© N
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Company | Apine CustomerBalance | 747
G Adams, cu 7 E][® N -
Order MEN] Date Required (09/12/2013 &
Date 03132019 B
Customer PO # | 289735635

Salesperson | I 2

ltem Quantity Ordered  Quantity Shipped  Unit of Measure. Description Account Sales Price Amount Taxed
| Economy Bicyele Pack | 1 of Esch | Economy Bicycle Packege | Adifonsl Deseripton | Froduct Sles | s09] 55999 Sibsifes | Commeris | Pockage Includes | 7 |
[ I I

[ [ [ [ I [ [ [ [ =]

[ ftem uom Quantity Assigned Quantity On Hand  Quanity Available On Order Vendor Part#
| Economy Bieycle Package | Each | 0| 0| | ]
I
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‘Shipping Method 7 Freight 000 | Mourtain Lake .80
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Save Clear Accounts | | Options | | Create Invoice. Create PO) Close ()

14. Select the first Item ordered by the customer by either typing in a portion of the item abbreviation or the item description
or click on the lookup button to display a list of items. Once the Item is selected the system will automatically display the
Description, Account , Unit of Measure, and Sales Price. This information will pull from the information that has been
setup on the item and can also be modified, if needed.
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15. Select the Quantity Ordered. If you have already shipped or given the goods/services to the customer you can enter that
quantity in Quantity Shipped. If you are entering a quote, the Quantity Shipped is not available.

16.

If the item entered is a lotted or serialized item, the Lotted/Serialized Items screen will be displayed. If you know at this

time which lot/serial numbers will be delivered to the customer, they can be specified by entering a Quantity Ordered of
1 in the corresponding row(s). Otherwise, specify the total Quantity Ordered and correct Price for this item, in the Select
Later row. When the Select Later option is used, you will be required to specify the actual lot or serial numbers sold when
the order is filled.

17.

Q Lotted/Serialized Iterns = e )
Sales Item Name and Abbreviation: Premium Ski Package, 22-FremiumSkis
Unit of Measue Each
Inventory Location | All Locations
Search For By [ Serial Number -
GQuantity Quantity GQuantity Quantity Quantity Quantity
SeialNumbst  “ sdisble | OnHand  Assigned OnOider | Ordered  Shpped  [1c® Overide Price
SelectLater | i of 0 i 4 [ 475,00 ]
234 i i i ii 0 0 $475.00 B
< n | '
] Include lot or seial numbers with D quanities Tatal Amount $1,900.00
)

When all serial/lot information is complete, click OK to return to the Sales Order screen.

©

Attach Documents to Transactions

18.

The Taxed check box allows you to indicate if a sales item is taxable or non-taxable on each line of the invoice. If an

exemption id is required for this customer, it can be entered in Setup > Customers > Accounting in the Exemption Id box.
19. Continue entering additional lines on the invoice for each item that is sold to this customer.

»

n

e

»

»

»

If you click the Detail button in the data entry grid, you can enter additional details about the transaction, for
example for some of the fields you chose not to display on the data entry grid such as associated account,
notation, and

The Substitutes button will be highlighted in red if there is not enough quantity available from the item/location
combination and the item has a substitute. Click the button to display the Substitutes Locations/ltems screen. The
Inventory Locations tab allows you to view the quantity on hand, assigned, available at the locations available in
the system. The Substitutes tab lists any substitute items, inventory locations, quantity on hand, assigned,
available, on order, and unit of measure.

If you click the Additional Description button on the data entry grid, the Sales ltem Additional Description screen
displays that allows you to type in a 3200 character additional description for each line item in the data entry grid.
If you click the Comments button on the data entry gird, a Line Comments screen displays that allows you to type
in a 3200 character notes for each line in the data entry grid.

If you click the Price Level button in the data entry grid, the Price Levels screen displays the price levels for the
pricing method for the item being entered and allows you to select a different price level for the item.

A Notation can also be entered if you'd like to specify a description of what was purchased. If the sales item has
an additional description, it will display in the Notation column. The Notation field is optional.
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20.

21.
22.

23.

24,

Click the Memo/Comments button to add or view Memo 1 or Memo 2 (which print on the sales order/quote),
Comments (or a 3200 character comment for the invoice), or up to eight custom fields you can define in File >
Preferences > General > Custom Transaction Fields .

If known or if the customer has identified how the order should be shipped, specify the appropriate Shipping Method.

If applicable, choose whether the shipping charges are paid by your company (Destination) or your customer (Origin) in
the FOB field.

? Origin - Customer is responsible for the shipping charges because the goods are released at the
point of origin ("ship from" location).

? Destination - Vendor (your company) is responsible for the shipping charges because the goods
aren’t released until they arrive at the customer’s location.

If applicable, enter Freight and Miscellaneous charges at the bottom of the screen. The Freight and Miscellaneous
dollars can be added when the order is filled also. To specify management details to be posted for the freight or
miscellaneous charges, for example profit center, location, project, etc. or a notation specific to these charges, click the
Freight or Miscellaneous buttons and enter the information on the Details screen.

The Sales Tax will be calculated automatically based on the Sales Tax selected in Setup > Customers. To change or
adjust the Sales Tax, click the button labeled with the assigned sales tax (next to the amount).

% Sales Tax — O x
Sales Tax 7
Abbreviation Name s Rate Calculated Amount  Adjusted Amount
co Colorado 2.90000000% 230 290
MinLake Mountain Lake 1.70000000% 170 170
SummitCo Summit County 2.20000000% 220 220
Totals 6.80% 6.80 6.80
OK Cancel 7}

o

25.

26.
27.

If the customer is setup to receive Trade Discounts, the amount calculated will be displayed in the Discounts box.

The Order Total box displays the calculated amount from the Subtotal + Freight + Misc + Sales Tax - Discounts boxes.
By default the deposit amounts will automatically be applied to the current order unless you change the deposit
application by clicking the Deposits button and change the deposit application. If the applied deposit is less than or equal
to the balance due on the current sales order, the entire amount is applied. If the applied deposit is greater than the
balance due on the current sales order, only the balance due will be applied. The Balance Due is calculated as the
Invoice Total - Amount Received Applied - Sum of Customer Deposit Applied - Discount Amount. Click OK.

©

? |f you are manually applying customer deposits, the amount in the Deposits box will always display as
0.00 even if you have deposits available for application. To display all outstanding deposits and manually
apply the deposit, click Deposits. The Apply Customer Deposits screen displays all available deposits that
have previously been received with a deposit date that is less than or equal to the current invoice date and
not yet applied to a sales invoice. To apply the deposit to the invoice, select the check box next to the Date
and then click OK. If the applied deposit is less than or equal to the balance due on the current invoice, the
entire amount is applied. If the applied deposit is greater than the balance due on the current invoice, only
the balance due will be applied. The Balance Due is calculated as the Invoice Total - Amount Received
Applied - Sum of Customer Deposits Applied - Discount Amount.
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28. Click the Print button. (An image of a printer displays on the button. A green check mark means the order will be printed
and a red X means the order will not be printed.) The selections set in File > Preferences > Sales Orders > Printing will
display and can be changed. Select whether the order should be printed when it is created. To set your default for the
Print button, right-click on the button and select Set As Default. To override the Print button default, click the Print button
and change the settings on the Print Settings screen.

29. Select the On Hold check box if the sales order or quote is not yet final. For example, if a customer isn't sure how many
they want. A sales order cannot be filled until this check box is cleared (changed back to an open status). Selecting this
check box indicates additional processing is needed. The inventory quantity is "committed." The sales order cannot be
invoiced or filled during the auto-fill process.

30. CenterPoint determines the Status based on your input. The status is updated when orders are saved or processed
(filled or invoices created).

31. Verify the order information for accuracy and click Save to complete the transaction. Saved Quick Entry sales orders will
display in Sales Orders Edit/Fill/Invoice like standard sales orders and can be edited on the Processes > Sales > Sales
Order screen.

Note: If the customer is on credit hold and the order has a Quantity Shipped when the Save button is clicked, a message
will display preventing the order from being saved.

Note: If two or more users are editing a sales order at the same time, the changes will be recorded for the first user to
click Save. Subsequent saves of the sales order will not be allowed and the following message displays: "This Sales
Order has been edited by another user. Your changes will not be saved. In order to edit this sales order, you will need to
click the Close button."
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