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Additional Sales Order Functions

Did you know that you can create Laybys and recurring Sales Orders in EXO?

Both options are particularly useful in Retail environments and when stock needs to be committed to orders.
Laybys can also be used to document when equipment or stock is ‘loaned’ to a customer whilst their
equipment is being repaired. To account for the stock you would create a new layby which would then be
deleted on return of the goods.

To create a Layby

Go to the Sales Order Entry window, click on the down arrow on the New button and select New Layby.

< Cancel | = Print - | ]

Mew Order = Period:

Mew Quotation

Branch:
Search <Al Branches > -

Mew Standing Order

Mew Layby

=TT =

Complete the details of the Layby.

Click the Save button when you have entered the sales order line items. The
following prompt is displayed.
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Click Yes if applicable. The Sales Order grid of the Payment/Receipt Entry window is displayed, with the
Deposits checkbox ticked.

2l Payment/Receipt Entry
! File Help
il Save

Accounts CASH SALES

Account : (0. CASH SALES

Date: 26,07, 2011 B Period; 0. Juty 2011 Ape: |From Didest

Type: CASH - IAﬂ'u.rrt: 100.00 N2

Irmoice no: Job Code: Analysis Codes:

-
Bank Ajc:  DO-04000-00. CURRENT BANK ACCOUNT Save Payment

[ Transactions | Sales Orders | [7]Depasit .
Order No Cust N Order date DueDate  Ref 0 Are you sure ?
10024 998877  15.07.2011 15.07.2011
wozT 04.07.2011 04.07.2011
10028 04.07.2011 04.07.2011
10032 26.07.2011 | 26.07.2011

PAYMENT RECEIPT

Metopartz.conz

PO BOX 12340

PENROSE

ALICKLAND

Ph 08976 9402 Fax 08925 3501 Email infofmotopartz conz

Account:

CASH SALES

Payment Type Reference 2 Reference 3 Amount
a CASH = Ji1 1 ($100,00)
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Standing Order Creation (Recurring Sales Order)

To enter a Standing order, from the sales order search window, click on the drop down arrow next to the
New button and choose New Standing Order.
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The sales order window is displayed and user can now enter the debtor account details and the order lines
as per a conventional sales order.

Click Save and the system will assign the next sales order number.
Standing Order Processing

From the transactions menu, select Sales Orders and Process Standing Orders

i File Account Tramactiumiﬁeporls Utilities Setup Help
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y Debtors Receipts
Debtors Adjustments

Point of 5ale Screen

Task Scheduler Creditors Invoice General Ledger End o
Creditors Payments

Creditors Adjustrment
e

Sales Orders 3 ] Sales Orders F4

Stock 3 | Process Standing Orders
Purchase Orders 3 Manifest Entry

| Create / 54

Inwards Goods

Manufacturing

General Ledger

Enter the Invoice Date

Select multiple standing orders by pressing the CTRL key and clicking on the selected
standing orders.
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A Reference code filter can be used if needed.

Select the Print Invoices option if the invoices are to be printed out (as opposed to just creating the
transaction).

Press the Start button to commence processing of standing orders.

-
2l Process Standing Orders u‘b = ‘ﬂg
Invoice Date: BE.07.2011 TJv [ print Invoices |
Reference Code Fiter:  <ALL> || Use Sales Order to Process V] Archive processed orders
Order No Afc Name Reference CustOM  Order Date Total =
10005 20 ALLPARTS AUTOMOTIVELTD 62874 11.05.2010 £1,221.41
10014 3 AUSSIE SPARES 30002255 |24.07.2010 $947.55 |=
10015 21 | COMFORT AUTOMOTIVE SERVICES... 21005599 | 24.05.2010 $2,133.84

Note:

e AddReference as an extra field to the sales order header to help identify which standing orders
are to be processed.

e AStanding Order is considered an outstanding order, and therefore commits stock. Processing a
standing order creates an invoice for the order which processes stock movements. The standing

order is retained as a commitment to represent the next repeat of the order and therefore still
also reserves the stock.
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