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Quick Start: Selling & Purchasing Iltems And Services

Summary

Most businesses will produce and/or sell items and services as well as purchase them. This will

show you the basic steps on how to sell/purchase those, delivery/receive them, and invoice
those items and services.

Step-by-step guide
1. Order Form:

i. A Sales Order is under Sales - A/R-> Sales Order menu
ii. A Purchase Order is under the Purchasing - A/P - Purchase Order menu

2. In the following window, the required information is the vendor/customer name, dates,
and item/service

i. If you wantto use an item, enter in the Item No., quantity and cost

ii. If you want to use a service item, switch Item/Service Type to Service, then fill
out the Description, G/L Account and cost

| Sales Order _ o)/ x|} | Purchase Order
Customer = [c10241 No.  |Primary 3050 . Vendar V10010 No.  Primary 1795
Name Acam Py Open Name 20/20 Communications Status Open
Contact Person hd & Posting Date 10/22/2014"% Contact Person hd € Posting Date 10/22/2014
Customer Ref, lo. Ship Date oz Vendor Ref. No. Delivery Date 10/22/2014
Local Currency - Document Date 10/222084 Local Currency k. Document Date 10/22/2014
E— o T =
J Cantents Logistics i Accounting I Attachments A s | Lo Ll | Attachments
Ttam{Service Type Item Summary Type No Summary = Item/Service Type Ttem Summary Type No Summary -
¥ e Tiem No. Ttem Description / Quantity  InStock  UcM.. # Item No. Item Description Quantty  OpenQty |UoMMame | Oty.
1 v o RML OBeer Makt 5 ks ol OBacy et Lbs
2 ¥ 2
4 » 4L »
oo Piphrves o ok Coployes i Totz! Eefor Discount 510,00 o o Sales Eraloves: hd | Totsl Before Discount 5500
Ovaner . |Hefton, Conner e = Ouiner Helton, Gonner e s
Total Weight .00k Freight Freight
EELs 001 founding Rounding
llet = Tax
bt a0 Total $ 10,00 Total Payment Dus 5 5.00
Remarks Remarks
ok |[ coneel |[ Finaice Copy From s — Cancel - Capy To
Delivery G. Receipt PO
AJR Invaice AJP Invoice
AJR Down Payment AJP Down Payment
Res, Invaice Res. Invaice

3. Click Add when finished

4. When you receive or deliver the item, you can use the Copy To button on the original
document to transfer the data to a Good Receipts PO or Delivery document (You can
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bring up the original document by going back into the respective order form and finding
the document via the No. in Find Mode, which can be activated with CTRL + ALT + F)

5. Verify the quantity, item and cost and clic

k Add

_|Oj x O

Customer - C10241 HNe. Primary pLrey Vendar V10010 No. Primary 2288
Hame Acorn Status Open Name 20/20 Gommunications Status Open
Caontact Persan el Posting Date 10/22/2014 Contact Person - Posting Date 10/22/2014
Customer Ref. No. Delivery Date 10/22/2014 Vendor Ref. No. Dus Date 10/22/2014
Local Currency Document Date 10/22/2014 Local Currency hd Document Date 10/22/2014
i Contants Logistics | Accounting I Attachments 1 [ Contents [ Logistics [ Accounting [ Attachments L.

HemyServiceType  Ttem Summary Type No Summary hd Iem/Service Type  Ttem Summary Type No Summary -

# | Ttem No. Tiem Description Quantity b= # Type Ttem No. Ttem Description Quantty | UoM Name £

1 RML OBesr Malt 1lbs 1 RM1 OBeer Malt 1lbs

|4 4 [l »
e Eivphves ML L L ol Total Before Discount 5 1000 B Mo Cale Employes: s Total Before Discount s5m
Ovmer - |Heltan, Conner R % Ovmer Helton, Canner S %
Total Weight 0.00LH Freight Freight
i aii Rounding Rounding
Tax Tax
Est. Pallet S 0.00
ket oot Totsl $ 10.00 Totel Payment Dus 5 500
Remarks Based On Sales Orders 3050, Remarks Based On Purchase Orders
175
oK | | Cancel H Finalze Copy From Copy To oK | | Cancel v From Copy Ta
Return . Return
AR Invoice AP Invoice

6. Lastly, to create an invoice, you can again use the Copy To button to transfer it to either
an A/R or A/P invoice

Note:

If something is incorrect with the Delivery of Goods Receipt PO, you can copy the
document to a Return or Goods Return, respectively, instead.
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