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Sale Order

Refers to a document that indicates that a customer has decided to buy the item according to the quote
document that the business has provided. This process is a sign for each of the preparation agencies and information
such as purchasing raw materials. Purchase of goods efc.

Sales order recording window
The record sales order the recorded data is divided into 4 parts:

B Basic Data is the detailed records of sales order.

¥ Detail is to record the details of the bill. The delivery of the responsible department.

¥ Note & Attachment is to record the details. Description of Notes and conditions.

B Define Field is the data that users create a form to fill out information on their own tab (Define

Field will only appear if it is set Define Field only).

Appearance record sales order document
The sales order documents can save two ways:
= Record sales order without reference to quotations.

= Save the sales order with reference to the quotation. The program fetches important information,
for example, the customer has the product displayed in the sales order automatically. Users can
update information to complete.

Sales order document status
Sales order document status there are 6 Statuses.
= Draft document is a document drafted.

®  Open a new document is created. Or open documents from the Quotation. Pending the adoption

of open Documents for Trust [ sell fresh.

- documents that are needed to use some already.

= 11014 IS the radioactive materials to be used sesame Boone, press Cancel Hold out.
= Close the document was opened. Documents that sales / Sales of fresh successfully.
= cancel the document was canceled. The forks can not be used again.
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Steps for recording process sales orders
1. The user can save the sales order by pressing the "Sales"> "Order" on Figure.
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2. The system will display a list of sales orders. Users can create new sales orders by pressing the "New"
button at the top right of the screen as shown below.

< Sale Order New  +
All Order v Q (| e a 7 | 8 Action ~
O Doc. Date Doc. No. Customer No.  Customer Name Total Amount Ref. Quotation PO No. Status Owner
0O # § 27/07/2563 ABC-270763/0... A6301-042 1 widvdawdud 91 47,283.30 Q-290563-003 Open Sesz At =
O # 8 23/07/2563 ABC-230763/0... A6305-001 i Fudu diia 66,596.80 Q-300663-001 Close FIHHERY
0O 2 8 14/07/2563 ABC-140763/0... A6209-006 1 adud Afie 500.00 Open FILHERE
O 2 § 09/07/2563 ABC-090763/0... A6210-015 WS Fauud e d1dm 10,432.50 Q-020763-002 Open ugua v
O # § 02/07/2563 ABC-020763/0... A6209-005 s masd ddie 347,750.00 Open ugua ¥
0O » § 01/07/2563 ABC-010763/0... 00001 i Talswavhi lafila dda 139,100.00 Q-13052020-006 Close Sasz &t
[0 # B 25/06/2563 ABC-250663/0... 00001 i Tulswavhi laiita dda 139,100.00 Q-13052020-005 Close dasz 5
O # § 17/06/2563 ABC-170663/0.. 0844087154 himen uasuaa 535.00 Close HLHERY
O 2 8§ 12/06/2563 ABC-120663/0... A6301-042 15N uSHn I due d1im 610.00 Q-290563-003 Close BECET
O # ® 28/05/2563 ABC-280563/0... 00001 s Talswavhi laiila 4dia 1,000,000.00 Yartial iy
O 2 B 22/05/2563 ABC-220563/0... A6209-004 idn %ala 41dn 9,523.00 Q-13052020-004 Close Sasz &t
O # § 12/05/2563 ABC-120563/0... 00001 i Tulswavii lafila dadin 19,046.00 Q-12052020-003 Open ugua v
‘— # & 12/N5/75A2  ARC-1205A2/0 nnnnt 1i3vin Talsaraviyi 1afila drdm A9 550 NN Close umla’v i

4 o 203 )(4)(5)(..)l® )™ 20 v | Items per page 1 - 20 Items From 157 Items ]
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3. Inthe "Basic Data" is the detailed records of sales order documents, such as customer 1D number, date
of the document, the user clicks Wanna fill in the form marked "+" are required Figure.

Detail Note & Attachment

* Customer No. CUs-013 Q| *Doc. No. ABC-050863/001- Q. * Doc. Date 05/08/2563 B
Customer Name u3E iduwving fadaaulai 41dm Ref. Quotation Q  Credit (Day) 10
Contact Aaelga Q Delivery Duration (... 7 Delivery Date 12/08/2563 &)
PO No. 50230317-001 PO Date 05/08/2563 ez

Ttem + Select Item Sglnsert Item | § AVG Discount []
[] No. Item No. Item Name Unit Inventory Location Qty. Price/Unit Discount Amount

Plzase dlick "Select Item" botton for select item at lease 1.

Total 0.00

Trade Discount 0.00 0.00
Before VAT Amount 0.00
Base VAT 0.00

Value Added Tax SO-EX7 - 7.00 0.00
Total Amount 0.00

4. Belt catalog Users can add multiple items by pressing the "+ Select Item" Figure.

Detail Note & Attachment

* Customer No. CUS-013 Q| *Doc. No. ABC-050863/001- Q. * Doc. Date 05/08/2563 6|
Customer Name uisn Sauding dadiaawlal 41fe Ref. Quotation Q Credit (Day) 10
Contact Amaigan Q Delivery Duration (... 7 Delivery Date 12/08/2563 ]
PO No. 50230317-001 PO Date 05/08/2563 ]

Ttem + Select Item Stlncert Item  $ AVG Discount [ ]
[J No. Item No. Ttem Name Unit Inventory Location Qty. PricefUnit Discount Amount

Please click "Select Item" botton for select item at lease 1.

Total 0.00

Trade Discount 0.00 0.00
Before VAT Amount 0.00
Base VAT 0.00

Value Added Tax SO-EX7 ~ 7.00 0.00
Total Amount 0.00
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5. The system will show all information such as product name, product / unit as shown.

Select Goods And Service X
Product Set Selected (3)
Q
[] Item No. Item Name Sale UOM. Price/Unit Stock Qty. Sale Stock Qty.
[ Ssv-0001 Professional Fee Time 5,000.00 0.00 0.00 ~
[ Sv-00012 UEMSIsAaA...  Time 0.00 0.00 0.00
SV-001 Asnisiigaua...  List 1,500.00 1.00 1.00
SV-002 uSmsfndossu...  List 1,500.00 0.00 0.00
Sv-003 aauLiisay Time 0.00 0.00 0.00
[] Sv-004 STERREEEES] List 300.00 0.00 1.00
] Sv-005 frdauasd Machanism 0.00 0.00 0.00

4

) oz 3)(» ) o 20 v | Items per page 1-20 Items From 54 Items &

« Note: If the product is produced. Users can type in the product name, product name, unit and other information
channels searchable.

6. The user can define a warehouse, storage of items and discounts for. For product sales have shown.

Item

+ Select Item Slnsert Item| $ AVG Discount [}
[] No. Item No. Itern Name Unit Inventory Location Qty. Price/Unit Discount Amount
01 sv003  Q  aswdion UNT-08 Q Q Q 0.00 0.00 0.00
0 2 svooz  Q  dnisdedeszundfiGnag UNT-12 Q Q Q 0.00 1,500.00 0.00
O3 SV-001 Q asmaihsuacguaszuy UNT-12 Q Q Q 0.00 1,500.00 0.00

+ Note: In the case of product discounts. Users can customize the discount is 2 “full amount" and “percent".
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7. The user can insert between its product elsewhere. The list of one item, then press the "Insert Item">
"Select the desired product inserts™ will show its increasing position on top of the selected items below.

Li- ] + Select Item $ AVG Discount [ ]
() No. Item No. Item Name Unit Inventory Location Qty. Price/Unit Discount Amount
L1 svoos aaufiay UNT-08 Q Q 0.00 0.00 0.00
2 svo02 Wimsiindessunliianns UNT-12 Q Q 0.00 1,500.00 0.00
8 3 SV-001 ausmsiisuazauaszu UNT-12 Q Q 0.00 1,500.00 0.00

Item + Select Item Silnsert Item  $ AVG Discount [ ]
[ No. Item No. Item Name Unit Inventory Location Qty. Price/Unit Discount Amount
01 sv003 dauiio UNT-08 Q Q 0.00 0.00 0.00
2 gvi4 winshidinemaidgidaedy  afs Q o} 0.00 5,000.00 0.00
3 svooe vinnsdndessunlfianns UNT-12 Q Q 0.00 1,500.00 0.00
O 4 SV-001 arininiissuaruassuy UNT-12 Q Q 0.00 1,500.00 0.00

8. The system will include the amount of the total. in the end the bill. Users can specify the format trade
discount amount. And the percentage.

Contact Tel : 02-402-6141, 02-402-6143-4  Email : support@myaccount-cloud.com
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Trade Discount 5%
Before VAT Amount
Base VAT

Value Added Tax SO-EX7 ~ 7.00
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4,574.25
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9. Users can choose the tax that appears at the end of the document. In which the tax information will refer
to the information as the user makes "Set up receivable data" or "Set sales tax information” as in the picture,

Total | SO-NO 4,500.00
S0-D7
Trade Discount | SO-DF 5% 225.00
S0-DINY
Before VAT Amount | SO-EX07 4,275.00
O-E3
Value Added Tax|| SO-EX7 ~ 7.00 299.25
Total Amount 4,574.25

10. Inthe "Detail" will be based on information that the customer user has set. the detailed adaress data of
the customer from beginning users to edit data in this section. Including means of transport, the transport
department and responsible for the tasks below.

Basic Data |_=ﬂl Note & Attachment

Billing Information

Billing Address 145/170 waiit4 wuaaila arsi tioalwi 50140 Tax ID 0125548013938 Branch No. = Head Office

Phone 029500525 Fax 029500470

Shipping Information

() Use same bill address

Shipping Address 145/170 wifi4 wuaedla a5 tisalui 50140 Shipping Method SPIM-002 Q|| Land Transport

Transport Area TRR-003 Q| Northern

Sale Information

* Owner EMP-1910001 Q. suaissa 9wvia Cost Center BUO1-DEPO2 Q. | ibiz : weundaE
Department DEP-001 Q. wwunmaluladaisaung Internal Order Q
Territory Q
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11. Inthe "Note & Attachment" is to note the bill. Users can specify the notes you want by pressing the "+">
"Specify the desired"> ", Note as shown on the form" used in the definition. Because the bill of over 1 and up
to the present in the form> "~ " to save the image.

Basic Data Detail Note & Attachment

Note List  alsls
0O No Note
0 X ) |ns_mmi'a:uﬂaue?ua’mnn%alﬁa"tn"ﬁ'uﬁum

Add Files Set to form remark.

«Note: The"# " and " & " to scroll the text up. Or according to user requirements.
+ Note: If the user has other documents. According to the order for users to "Add Files" documents other.

12. The user can press the “Preview" button first save the sales order. To determine the accuracy of the data

shown in Figure.
S o

Preview Order X

@0 K« = 1) ) S \

¢ Prosoft CRM LTD., co
dninawlug - 12 womasa
02-444-5555 fax. 02-444-5565 |

nnnnnnnnn

Doc. No. 00
SALE ORDER
Doc. Date 63
Contact Quotation No.
Compan; Quotation Date
Branch PO No. 0230 00
Address i ip Date 2008
edit D 10 Days
Billing Condition ~ Daily
Tel. 029500525 0
N Qty. U Unit Price Discount Amount
[ Ti T.500.00
2 5,000.00|
1,500.00| 500.00
1,500.00| 500.00
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13. After the check is complete, press the "Save" button at the top right of the screen to save the sales order.
The recorded data can be divided into 4 recording format.
®  Save record sales order is normal. Available data show that the record is complete.
®  Save Draft to save a draft document. When a user records a sales order is complete, the system

will display the sales order entry draft immediately.

¥ Save & New data is recorded and open new sales orders. When a user logs Order Already sold

the system will display the recorded new sales orders instantly.

¥ Save & Close to save and return to sales order item. When a user logs Order Already sold will

be added to all sales order entry screen immediately.

[ 1 save Draft
D Save & New
[ Y save & Close
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To verify the status of the sales order document

1. Users can confirm the status change sales order documents by pressing a button. "Choose a sales order
to change the status 1">"Action"> "Change Status" will show Pop - up to the user to verify the status.

Sales order documents Conditional state transitions are as follows:
= Status Open a status Hold, Cancel button.
= Status Change Status A Clear.
= Status Hold a Status Open,

= Status Close, Clear, Cancel cannot be changed from the original because the document is closed
or canceled successfully.

All Order * Q || = a | s 0

0O Doc. Date  Doc. No. Customer No.  Customer Name Total Amount Ref. Quotation PO No. Create Credit Sale
Create Cash Sale

0 # W 27/07/2563 ABC-270763/0... A6301-042 i widvimnaud e 47,283.30 Q-290563-003

— s = o o = I3 " Copy

O # § 23/07/2563 ABC-230763/0... A6305-001 15EN uau 4in 66,596.80 Q-300663-001 Change Status

O /& 14/07/2563 ABC-140763/0... A6209-006 S madue $ide 500.00 Assign

/ B 09/07/2563 ABC-090763/0.. A6210-015 i Sduudai wde Sde 10,432.50 Q-020763-002 Open ugua |.1

€@ Change Status Confirmation X

Confirm change sale order status

Do you want to change sale order status no. ABC-090763/001-3

Current Status Open
Mew Status Hold hd
* Reason

Save Cancel
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Sales order opening by reference to the quotation document
1. Use to open sales order. The document quotes the menu by pressing the "Sales">"Quotation" as shown.
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2. . The system will display a list of quotations. The user must select the quotation document with the status
"Open™ "1™ or "Approve™ only Figure.

< Quotation New  +
All Quotation v Q || e 8 7 § Action ~
O Doc. Date Doc. No. Customer No.  Customer Name Total Amount  Opportunity No. Status Expire Date  Owner
Z B 24/08/2563 (QQ-2563-007 A6211-020 Wi gawla F907 waud 44... 12,250.00 Approve 23/09/2563 wugqua =
O # ®§ 07/08/2563 QQ-2563-006 A6210-010 N aaulaivavhi 4in 60,000.00 Approve ugua
[0 # § 03/08/2563 QQ-2563-005 A6210-015 Wi ddvudi vl i 3,000.00 Approve 02/09/2563 unua
O # 8 27/07/2563 TNC20072700.. A6209-001 usE andlwal 1,747.66 Approve ugua
0O A 8§ 20/07/2563 QQ-2563-004 00001 15N Talseiavivi laiila dvin 2,000.00 Not Approve unua
O # 8§ 16/07/2563 QQ-2563-003 A6210-013 S medudrdiaaas 110,800.00 Approve ugaa
0O & 8§ 11/07/2563 QQ-2563-002 A6307-070 u5En afla wvia din 4,000.00 Approve ugHa
O 4 § 09/07/2563 QQ-2563-001 00001 TN Talvaiavlvi ladila dvim 3,745.00 Approve BEE
O # § 02/07/2563 Q-020763-001 A6209-001 s and Tl 2,457.54 Approve 30/10/2563 wunua
O # 8§ 02/07/2563 Q-020763-002 A6210-015 Wi dRuudid vl Afa 10,432.50 Close ugaa
0O 4 § 02/07/2563 Q-300663-001 A6305-001 10 Fudu drdm 66,596.80 Close ugua
O # ® 25/06/2563 QU-25062563... 00001 win Talvsiavivi laiila dvin 750,481.95 Wait Approve  05/07/2563  amze
r # & 22I0R/I5A2 N-2INARR-NNT nnnn1 3 B30 Talsomaalsd TadiTa Svdm 105 /10 NN Annrove un\l.:\ =

nal o AT RS S H-- gl 20 v | Items per page 1 - 20 Items From 253 Ttems (]
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3. Then the user presses the "Action" on the top right of the screen. Then select the “Create Order" the
system will display the Pop - up to the user to verify the open sales order document shown in Figure,

< Quotation New  +
All Quotation v Q | e a8 s 1

O Doc. Date Doc. No. Customer No.  Customer Name Total Amount Opportunity No. Status I

/' B 24/08/2563 QQ-2563-007 A6211-020 w0 mavlla 43 uaud Ta... 12,250.00 Approve | Copy .
Change Status

0 »# ®§ 07/08/2563 QQ-2563-006 A6210-010 i aaulavuarhi 41dm 60,000.00 Approve Assian

O o~ @ 03/08/2563 QQ-2563-005 A6210-015 i Sduud wadis 91 3,000.00 Approve 02/09/2563 wnua |

O # ® 27/07/2563 TNC20072700.. A6209-001 usHW anlusi 1,747.66 Approve unua

(0 # ® 20/07/2563 QQ-2563-004 00001 uin Tulswavhv laitla dvin 2,000.00 Not Approve FTLHEY

0 »# ® 16/07/2563 QQ-2563-003 A6210-013 1w edusiladaas 110,800.00 Approve ugHa

O # § 11/07/2563 QQ-2563-002 A6307-070 WS ddia wiia 41ie 4,000.00 Approve ugua

(0 » ® 09/07/2563 QQ-2563-001 00001 uin Tulswavhi laiila dvin 3,745.00 Approve Sasz £

O ~# @ 02/07/2563 Q-020763-001 A6209-001 usEN anenlwi 2,457.54 Approve 30/10/2563 weaa

O »# 8 02/07/2563 Q-020763-002 A6210-015 s dduudnd wds i 10,432.50 Close PILHEY

(0] » ® 02/07/2563 Q-300663-001 A6305-001 i i $in 66,596.80 Close uaua

O /2 8 25/06/2563 QU-25062563... 00001 wsEn Tilseravhi laiila dvin 750,481.95 Wait Approve  05/07/2563  amziie

: # & INARIITAY  N-PINARL-NNT nnnnt si8sdan Talsomulad 1adTa 314m 105 /10 NN Annrove |m\|: =

L] < o 23 ) 4)(5)( .. ()M 20 v | Items per page 1 - 20 Items From 253 Items )

€ Open Sale Order Confirmation X

Confirm create sale order

Do you want to create sale order?
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4. Once the user has confirmed the opening of a sales order is complete. The system will display a form to
create a sales order document. And show customers that are based on the quotation document automatically, the

user should complete the form marked "< to complete the picture.

Detail Note & Attachment

* Customer No. AB211-020 Q| *Doc. No. ABC-050863/001- Q. * Doc. Date 05/08/2563
Custorner Name aavla F443 waud dadu 4ide Ref. Quotation QQ-2563-007 Q  Credit (Day) 30
Contact Q Delivery Duration (... Delivery Date 25/08/2563 &
PO No. PO Date &

Item + Select Item Silnsert Item § AVG Discount [}
[J No. Item No. Item Name Unit Inventory Location Qty. Price/Unit Discount Amount
g1 DOC-0710-KB,  wiastanans 7 x 10§ KA UNT-00 Q= 000001 @ 000022 Q 250.00 49.00 12,250.00

Total 12,250.00

Trade Discount 0.00/0.00% 0.00
Before VAT Amount 12,250.00
Base VAT 12,250.00

Value Added Tax 50-NO ~ 0.00 0.00
Total Amount 12,250.00

Contact Tel : 02-402-6141, 02-402-6143-4  Email : support@myaccount-cloud.com Website : www.myaccount-cloud.com
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Downloading, printing, and sales orders email documents sending

1. When a user creates a document order. Sales finished | want to download Print or email the user to press
the " &= " button on the top right of the screen. The sales order details screen, as shown below.

2. The system will display the sales order form. The user can select the button “Download" "Print" or
"Send Email" on the top right of the screen. According to user needs immediately following.

Preview Order Form-SaleOrder X

Status | # Download & Print % Send Email
|0 © K< [z o1)> 3 & |
Page 11
Prosoft CRM LTD., co
¢ dAninanIng) - 12 geoTyuat 3 mnaSguas tvnasn g wARaDIETY NFIMTLMILAT
Tns. 02-444-5555 fax. 02-444-5565 rav1lszd1AaiFon1H0 15 0000000000000
PROSOFTCRM
Doc. No. ABC-230763/001-3
SALE ORDER
Doc.Date  23/07/2563
Contact TR Quotation No. Q-300663-001
Company  13HM i 1A Quotation Date  02/07/2563
Branch  dninalna Tax ID 6111613200082 PO No.
Address 81213 %3] 7 fi1ua @) dune 0.anand dania aynsilims 10ss0 Ship Date
Credit Day
Billing Condition  Daily

Tel. 02-010-0101 Fax.

No. Goods No. Description Oty. Unit Unit Price Discount Amount

1 [FG0056 (Computer set 2.00] Machams 1,200.00 2.400.00

2 |FG o057 uflwimones 5000  wiin 280.00 14,000.00

3 |FG0058 NABINTZATH 15000 Twa 200.00 30,000.00

4 ic001 CPU Sacket AMD FM2 12.00|  Piece 132000 15,840.00

-

+ Note: The sales order documents will be in the form of extension. PDF
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