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1. Login to Unit 4 Business World On! web
Double-click the Unit 4 icon on the Desktop.

Please enter your login details in the below screen.

w N s/ utbowwebdew/USB_WebyLogin/Login.sspx RetumUrz* O = G || Bl Login - Uniet Business Worl |

File Edt View Favorites Tools Help
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2. Navigating to simple sales orders

Click on Customer and Sales

m [ 2~ & |[ B Meru - Urivs Business Worl 3|

Fle Edt View Frvortes Tool Help

UnITZ B Wi . L N Carmarthenshire County Coun Lpwi2a7 v & B | Searchiaitrg) N
O
Menu
Favourites 7
Your employment
Your employment No favourites
R Activate your substitutes
Procurement
Common
Reports
Recently used
& Simple sales orders
@ Workflow enquiry - Sales orders
v

#105%

Next, click on Simple Sales Order

=@ =
a T 1t/ b bden/UEW,_Webs £ = ¢ || [l Menu - Unind Business Worl.
UNITZ Busi 0 P - Carmarthenshire County Coun Liped2a7 ~ & B | SearchiAlt+g) 2
B
Menu

Favourites 7

Customer information Sales orders

Your employment No favourites
S Customer &) Simple sales orders

d Waorkilow enquiry - Seles orders
Pracurement iy

A Workflow user log - Sales arders
Customers and sales @ Copyinvoice
Commeon
Reports

Recently used

& Simple sales arders

& Workflow enquiry - Sales orders
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3. Searching for customers
Enter all details to create an invoice.

All fields marked with * are mandatory
NB: ALL ENTRIES MUST BE IN CAPITALS & OPEN PUNCTUATION

In the field marked Customer*, enter the customer id, e.g. 400100

= @) %

m http://ud bwwebdev/UBW_Web/ P~ & | [l simple sales orders - Unitd ...

L J £ Carmarthenshire County Coun. A fpwl247 A v Search (Alt+g)

UNIT4 Business World On A

i= Simple sales orders x

)

Simple sales orders

Sales order References Inveice
Responsible
W Paul Launchbury -
Salesman
W Paul Launchbury -
Accountable
External reference
External order ID
# Default GL analysis
Dates
Order date 24/01/2018
# Order lines
Quantity Unit Price Curr. amount Total curr. amount

0o # Status Product Description

| B

Open

- S
<

11:03
24/01/2018

To find a customer id click the search button alongside the field
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In the Search Criteria field, enter the name or address of the customer,
in part or in full and click Search then click the correct customer from the
list below.

0 [

unIT W L Carmarthenshire County Cour A fpwi247 & sB  Seach(Airg) 2

{2 Simplesalesorders x

Value lookup

Search criteria

CARMARTHEN TOWN COUNCIL

¥ Advanced
Customer 1D Name Shortname  Customer gr.. Customer grou_. Compsny registrat Address PostCode  Town  Credtbmit
Fiter
00729 CARMARTHENT.. CARMARTHEN 1 GENERAL DE. STPETERSCIVIC HALLNOTTSQUARE  SA311PG  CARMAR 000
429529 MASELWYNTH.  THOMASS 1 GENERAL DE CARMARTHEN TOWN COUNCIL STPETE. SA311PG  CARMAR 000
483215 CARMARTHENRL. CARMSRIVAS 1 GENERAL DE C/OCARMARTHEN TOWN COUNCILST_ SA311PG  CARMAR 000
Close.

Search can be further refined by entering more specific details in the
boxes appearing on top of the list of customers displayed and by clicking
on Filter on right hand side.

You can use * as a wildcard.

Customer 3 = Shortname  Customergr.. Customergro.. Company regist. Address Post Code Town  Creditiig
»
400729 Sl " .. CARMARTHEN 1 GENERAL DE... STPETERS CIVIC HALL NOTT SQUARE SA311PG CARMAR. oNg

400770 CARMARTH GENERAL DE. CLWB PEL-DROED CAERFYRDDINHEOL Y PRL.. SA31 1HZ CAERFYR. 000

403134 INTOWN FOo GENERAL DE. 38 MURRAY STREET LLANELLI CARMARTHEN..  SA151D)J 0.00

403714 JOHNSTOWN JA . JOHNSTOWN 1 GENERAL DE. CO MRS SARA COLES 12 ASH GROVE JOHNS..  SA31 3PY 000

403715 JOHNSTOWNS_  JOHNSTOWN 1 GENERAL DE. TUDOR HOUSE 20 CWM YSTRAD PARC SA313NZ CARMAR. 000

403790 JOHNSTOWN JU.. JOHNSTOWN 1 GENERAL DE. GREENHILL AEL-Y-BRYN CARMARTHEN CAR . SA31 2HB 000

403810 JOHNSTOWNP..  JOHNSTOWN 1 GENERAL DE. ST CLEARS ROAD JOHNSTOWN CARMARTHE . SA31 3HL 000 v
404249 LLANDEILOTO..  LLANDEILO 1 GENERAL DE. MR ROGER PHILLIPS SHIRE HALL CARMARTH..  SA19 6AF 000 o

RICH NN

151
24/01/2018

Again click the correct customer from the list.

DO NOT USE IDS beginning with digit 5 - Only use ID’s beginnin
with 4

If the customer is not found then an ADVANCED search will be
necessary.
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Enter details in the appropriate field(s) eg. Name, Address, Town, Post
code.

Use an asterisk * as a wildcard at the beginning, end or in the middle of
the search term, e.g. *ANY*TOWN*. Double click on correct customer
from the list below.

http://udbwwebdev/U4BW _Web/Default.aspx 2 = C || [ simple sales orders - Unitd ..

File Edit View Favorites Tools Help

NITZ Business World On 9. ¢ Carmarthenshire County Coun L ipwi247 v B B | Search (Altrq) Y

] Simple sales orders x

m&@?]

~

Value lookup

P¥Srch crits
CARMARTHEN

# Advanced

Customer ID Name

Short name Customer group

Customer group (T) Company registration number

Address Post Code

Town Credit limit

Search

Customer ID Name Shortname  Customer gr... Customer gro.. Company regist.. Address Post Code Town Credit limit

E - v
Tow "
4 >

< >
®105% ~

12:10

24/01/2018

All users are required to search the system to establish if the customer
already exists.

It may be necessary to undertake a few searches to make sure that the
customer does not already exist on system - search via post code,
surname, address.

When satisfied that the customer is not on the system, an email should be
sent Debtors requesting that it is set up. Full addressee details are
required - full name and initials - Christian name should be supplied,

where possible, & if company - the full company name (nho abbreviations),
Address, including Post Code.
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Information that is required to create a new customer is as follows:

Full Name

Title, Mr. Mrs. Rev, Doctor etc.
Full Address

Post Code

No customers will be set up without a Christian name and Post Code.

This should be forwarded to staff of the debtor section by e-mail who will
notify you of the customer id number by return email.

Id’s will not be set up for individual persons in a Company/ Organisation.
If an invoice is for the attention of an individual or department within a
Company then this information can be placed in the Accountable box
when raising the sales order or alternatively it can be placed after the
invoice narrative.

The Customer name & address details will now be transferred to the
Simple Sales Order screen.

[ hittp://udbuwebdev/U4BW_Web/Default.aspx pP~c \m Simple sales orders - Unitd ..
UNITZ Business World On ® - D v Camarthenshire County Coun Lipwi2a7 v & B | Search(Atrg) -
i= Simple sales orders x
[
Simple sales orders
Sales order References Invoice
Customer Responsible *
400729 W Paul Launchbury v
CARMARTHEN TOWN COUNCIL Salesman*
Customer address W Paul Launchbury
CARMARTHEN TOWN COUNCIL A
ST PETERS CIVICHALL Accountable
NOTT SQUARE ™~
External reference
External order ID
A Default GL analysis
Date:
Order date 24/01/2018 m
# Order lines
O # Status Product Description Quantity Unit Price Curr. amount Total eurr. amount
ESlic=y :

11:41
24/01/2018
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4. Create new simple sales order

Once the Customer is found and selected the process of entering all other
mandatory fields marked with an * is undertaken.

[ hitp://ubbwwebdew/UABW \Web/Default.aspx p-c Simple sales orders - Unitd ...

File Edit View Favorites Tools Help

T4 Business World On v Carmarthenshire County Coun L pwi247 v R B | search(Ait+q) el
H Simple sales orders x
mgel?]
Simple sales orders A
Sales order References Invoice
Customer™ Responsible™
400729 W Paul Launchbury -
CARMARTHEN TOWN COUNCIL Salesman*
Customer address .
CARMARTHEN TOWN COUNCIL ~
ST PETERS CIVIC HALL Accountable
NOTT SQUARE v
External ref
External order ID
# Default GL analysis
Dates
Order date 24/01/2018 m
# Orderlines
o # Status Product Description Quantity Unit Price Curr. amount Total curr. amount
Lo
< >

1232
24/01/2018

A SRICK TR

Fields include:

Responsible field: - will be populated automatically. This will be the
person entering the order.

Salesman field: - choose from drop down menu. This will be the person
who can be contacted by the customer in the event of a query relating to
the invoice.

Accountable field: the contact name at the Company/organisation

External reference: e.g. customer order number, reference number

Once these fields have been completed the entry of main body/detail of
the invoice can commence.
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Scroll Down the page and click a blank line or Add to enter the order
details.

)

A
GOl [ hitp://udbwwebdev/USBW Web/Default.aspx

File Edit View Favorites Tools Help

1IT4 Business World On! W - O v Carmarthenshire CountyCoun.. ~ & fpwi247 v B B | Search(Altrq) al

Simple sales orders x

Dates

Order date 24/01/2018 m

# Order lines

O # Status Product Description Quantity Unit Price Curr. amount Total curr. amount

Add Dfjlete Reset

¥ Additional product information

2 GL Analysis

0o # Account Attribute 1 Attribute 2 Attribute 3 Attribute 4 Attribute 5 Attribute 6 Attribute 7 Taxcode Percentage Amount

Split row

File Edit View Favorites Tools Help

1T4 Business World On! @ v © v Camarthenshire County Coun.. v L fowi247 v & B | Search(Altrq) &

S Simplesalesorders x

~

Dates

Order date 24/01/2018 m

A Order lines
o # Status Product Description Quantity Unit Price Curr. amount Total curr. amount

1 N - . 000 * . 0.00/ 000 000 E
N

z 0.00 000 0.00

Add Delete Reset

¥ Additional proeduct information

2 GL Analysis

O # Account Attribute 1 Attribute 2 Attribute 3 Attribute 4 Attribute 5 Attribute 6 Attribute 7 Tax code Percentage | Amount
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Click the cursor into product field, if you know your product code key in

the code or click -*** to search for the Product and code.

Use the Search Criteria field or Advanced and click the Search button
to find the product. Use * if needed. To narrow the results further use the
boxes above the results and click Filter.

[T http://udbwwebdev/U4BW Web/Defaultaspx P~ Simple sales orders - Unitd .

File Edit View Favorites Tools Help

T4 Business World On W - © v Camarthenshire County Coun.. ~ & fpwl247 v B B | Search(Alt+q) Wal
H Simple sales orders x
v
x ~
Value lookup
FEES™ Description

Product group Cost centre (CC)

Service Code Unit

Warehouse

Product Description Product group Cost centre (CC) Service Code Unit Warehou:

FEES&COSTS FEES & COSTS RECOVERABLE ROSET T 151 UN
FEESCIVIL DESIGN R0363 7998 778 UN
FEESCOED COSTS AT COEDCAE SCHOOL Ro858 4050 165 UN
FEESCOSHOUS  FEES & COSTS RECOVERABLE HOUSING  R0807 9201 050 UN
FEESCOSTA FEES AND COSTS RECOVERABLE R&559 1351 520 UN
FEESCOSTAS FEES & COSTS R7015 0827 356 UN
FEESCOSTB FEES AND COSTS RECOVERABLE R&559 1352 520 UN
FEESCOSTBUR  FEES & COSTS BURRY PORT PARK R0463 7802 870 UN
FEESCOSTCOM  FEES & COSTS COMMERCIAL SERV. R0835 8922 922 UN Vv
FEESCOSTCORE  FEES & COSTS RECOVERABLE CORE R0O378 1005 520 UN

6o on L PE YLD T @ H

Click to select the correct product from the results list.

10
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[T hitp://udbwwebdev/UBW_Web/Default.aspx pL-c Simple sales orders - Unitd ...

File Edit View Favorites Tools Help

11T4 Business World On W v @ v Camarthenshire County Coun.. ~ L fowl247 ~ & B | Search (Alt+q) e

= Simple sales orders x

o2

~

# Order lines

(] # Status Product Description Quantity Unit Price urr_amount Total curr. amount
1 N +|FEESECOSTS ...| |FEES 8 COSTS RECOVERABL 100, Jun Al 15000 15000 18000 1]
L FEES & COSTS RECOVERABLE

100 15000 18000
Add

£ Additional product information

Product Amount

Product text Curr. amount
150.00

Tax percent

Tax curr.amount

20.00 3000

- iy

‘ Export ‘

Click in Quantity field and enter details if appropriate

Click in the Price field if needed and enter the cost of the service (without
VAT).

Click in Additional Product Information and enter a description or
purpose for the invoice. All entries MUST be in capitals & open
punctuation. The date & full details of service should be provided.

11
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Scroll down further and check the GL Analysis fields hold the correct
accounting codes and Tax code (VAT).

[T http://udbwwebdev/USBW Web/Default.aspx LD = & || [ simple sales orders - Unité ..

ites Tools Help

d On v T Carmarthenshire County Coun... A fpwi247 A v Search (Alt+q)

E Simple sales orders x

m@)[<][?]

~

1.00 150.00 180.00
Product Amount
Product text Curr. amount
150.00
Tax percent Tax curr.amount
20.00 3000

2 GL Analysis

D # Account Costc Jobcode Hseinv Service Tax code Rercentage Amount

1 8559 5010 nee e 191 00.00000 150.00 |z|

Fees & Costs Recover..  Behaviour SUpport Community Te. Additional Leaming Neds -Ych

AR Standard Rate
100.00 15000

p = 1305
= oos & PF LD IRGI - N
= oon 5 % ) %A 0

VAT code -it is the responsibility of the issuing Department to ensure
that the correct indicator is used. Any queries concerning VAT should be
directed to the VAT officer or your accountancy section.

Click Add if any further product lines are required and repeat as above.

If an error is made when keying in a product click on the Delete box on
the extreme left of the Product row. Once an order is saved a Product
cannot be changed.

Check all details are correct then click Save.

12
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A new screen ‘Posting Cycles’ is displayed.
Social Services should select Sales Orders Social Services

All other staff should select Normal Sales Orders

Invoices raised under an incorrect option may be cancelled and
will have to be raised again.

Posting cycles

Period Description Next TransNo

201710 DONOT USE - GARDEN WASTE SUBSC.. 4418421
201710 DONOT USE - GLADSTONE SALES OR 4418421
201710 DO NOT USE - HOME IMPROVEMENT L. 4418421
201710 DONOT USE - LICENSING SUBSCRIPTI... 4418421
201710 DOMNOT USE - PIPER LIFELINE ONLY 4418421
201710 DO NOT USE - SUBSCRIPTIONS 4418421
201710 Normal Sales Orders 4418421
201710 Sales Orders Social Services 4418421
201710 Test number type 4418421
OK

Click OK.

A confirmation box with the Sales Order Reference will be displayed.

X
@ Success

The sales order was saved with order no: 4418421

If any errors are discovered after an order has been saved please contact
the Debtors team on 01267 228730.

A copy of all relevant documentation should be retained by the issuing
Department as evidence that the debt is due from the customer.

This evidence will be requested to prove the debt is valid should the
customer dispute the invoice or if additional measures are need to recover
the debt such as Legal action.

Invoices which cannot be supported by documentary evidence may be
cancelled.

13



