Creating a Sales Order

Step 5 — Raising a Pro forma for payment upfront
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To raise a pro forma click here
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1. Tick the Print Confirmation box

[54] Confirm sales order (1 - pla) - O X
Parameters  Other Select
Parameter Print options Arrange

tity: A Print:
Quuantity All rn urrent Totals (b)
Posting:
VAT (g)
Late selection: [] Use print management destination: []
i 4
Print COD: Printer setup
Print shipping labels:
Overview Setup Lines  Line details Sales orders
-}.‘.i- Mew 2% Delete
[ Update Custorner delivery note number  Sales order  MName Currency
+ Confirmation 5000110133 AAPools GEP

2. Then click OK

Cancel Batch (3)

Job will be updated and subsequently printed.




If the customer is sending payment via BACS or is unable to pay for the order immediately then the order must be
placed on hold, this will stop any item planning
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Click here to put the order on hold

When the order is on hold it will convert it to a journal, you will no longer be able to progress the order until it is released



When payment has been made you must release the order so it can be confirmed and progressed
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Click here to release order
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