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Raising a Sales Order

Sales orders

Open the Customers and sales menu on the left-hand Project management
side of the home screen. Under the Sales orders sub ) Sales orders
menu, open Simple Sales Orders. Customers and sales @ Simple sales orders

& Mass sales orders

Start typing the customer’s name into the Customer field, when you see the customer you require in the
dropdown box, select it and press the TAB button. You may also use the value lookup window to find the
customer by selecting the three dots next to the customer field, this will give you more of a variety of look-up
options. If you cannot find the customer you are looking for, please contact Fl Sundry Debtors.

Sales order = Delivery Value lookup

I You soarch proshuced more resuls than the maximum allowsd Plasse refine yaur search criteria or usa the advanced search optians

Sales order References Search criteria

Customer * Responsible
TYCRO e Alice Chloe Reynolds 01267

407034  TYCROES GROUP LTD
410483 TYCROES GOLF RANGE a5

410487  TYCROESRFC —
410532 TYCROES SUPERMARKET

412140  TYCROESRFC

424314  TYCROESRFC

425285  TYCROESRFC

e - 200017 ACADEMY THE ACADEMY 1 GENERAL DE FAQ TRACY HUGHES 26 BRYN RHOS BRYNLLAN . SA14 8RD ACODS1
400170 ARKVETERINA. ARK 1 GEMERAL DE 5 MANSEL STREET CARMARTHEN SA311QK AROD36
400738 CARMARTHEN . CARMARTHEN 1 GENERAL DE C/0:S MRICHARDS 16 TRE VAUGHAN SA313QL  CARMAR. CA0223

¥ Advanced

Customer ID Hame Shortname  Customer gr . Customer gro.  Company regis. Address Post Code

References
The Responsible field is to show who is raising the sales order, this should Responsibie-
remain as yourself. Corey Phillips 01554 742100
The Salesperson field is to show a point of contact for the customer; this Salesperson®
information will be placed on the sale order. Corey Phillips 01554 742100
The Accountable field is to place a contact name at the company/organization Accountable

if applicable
If the customer has given an order ID or reference number, you may enter
then in the External references and External order ID field.

External references

External order ID

2« Order lines

lick on
D # Product Description Quantity Price Curr. amount Total curr. amount Status C C O

1 . 0.00 0.00 0.00 000 (=] the Add
button to
add a line
to the
sales

order
Z 0.00 0.00 0.00

Add Delete Reset Park Close Terminate Search products

1. Click into the Product field and then choose the product either by name or code
Press TAB to move to description field, this field should fill automatically (add relevant information
such as dates, etc here)

3. Press TAB and change quantity if required

4. Open the Additional product information box and input all the full details of the sales order e.g. full
details, dates, times etc. The field is optional, but it is important that you populate it to avoid any
gueries that may delay payment.


mailto:FISundryDebtors@carmarthenshire.gov.uk

5. Press TAB to go to price, this will either fill automatically or will need to manually be filled.

# GL Analysis

D # Account Costc Jobcode Service Tax code
1 * 8086 wen | ¥ 0244 «es || 000566 e | %243 | ¥ 21
Other Income Childc=re Trostre Road Unit 4.1 Childcare AR Zero Rated
z
Split row

| Clear || Open |H Export H Copy sales order |

Percentage Amount
100.00000 0.00 IZ‘
100.00 0.00

Scroll down to the GL Analysis box and double check that the coding is correct. If it isn’t please contact Fl

Sundry Debtors.

You may now save the sales order. If the system asks you to select X
a posting cycle, please ensure you select the correct one. @ Success
SO — Normal Sales Orders The sales order was saved with order no: 4678965
SC — Sales Orders, Social Services
If successful, you will receive a sales order number. Please keep a
note of this.
[ ok |
Sales Orders Enquiries
S Sales orders
If you would like to find out where your sales order is sitting in B Satch nout ¥
workflow, use the Workflow Enquiry search. This is in Customer and Project management | & Seles orders
Sales — Sales Orders — Workflow Enquiry Sales orders. . N ‘: Simale sales arders
ustomers and sales ] Mass sales orders
B Mass sales order processing
Inventory Management | &) F oo text orders
R Sales order confirmation
UK Products [ Workfow enquiry - Sales arders
B [@ Workflow user log - Sales orders
Workflow enquiry - Sales orders
s Enter your order number in
Company ke ce Active z the OrderNo field and
re— ' o press search. The results
B will show you who the
Results order is currently sitting
Siiall| Desllevel | Allevels | - | | Copytociptoard with and at what stage.
# 7 | emem | sw = foten | ouamo | e P | maec  Daserpoon
1 A S0 Approval Rejected SalesOr.. Alice Chloe Reynolds 01267 2. Rejected DYFED POWYS PO.. LEGALSLA LEGALSERVICESSLA.. UN




Co:CC OrderNo:4678967 Pos #1TC:42  Log book

o « If you would like to investigate the workflow, click on the

APPROVAL

P workflow status to see the workflow map. Here you will be able to
\“ E:;;s:‘:sm /?;5&25&:"“ see what stages the order has gone through and what is left. If the
@® order has been rejected, you will be able to see the reason for this
l REJtCTEDSALES here too'
' A/ * \\
it Alice Chloe |
01267 2244, ° Reynolds \
01267 2244 . |
¥ Task information
SALES ORDER Task status Rejected
APPROVAL Task owner Alice Chioe Reynolds 01267 224478
/ } m Taskprocessedby  Alice Chioe Reynolds 01267 224478
Oisey 224030 TR s Ropmorts 01267 P g 25008/2025 113547
(KLM939) (IMPG15) 224478 (AGRSS5) T::k:nzhzr:cessmg E;:’OB:’ZOE 113738
Distr. method Rule
a— v Version na. 14
Member of WFCCBMRRS028
Workflow log
28/08/2025 11:37 Alice Chloe Reynolds
01267 224478 (ACR555) - Rejected -
“TEST"
Actioning Rejected Sales Orders
Zoun... facra55 [322] Search (Alt+q)
The authoriser of the financial code may end up rejecting your sales N
order for whatever reason. You will receive an automated email with Your tasks @ ¢ Growbyy
the sales order and a link that will take you to Unit4 WEB. Final Invaice Approval Transhlo: 7500001 InvaiceNe: kimi123
After logging in, open your tasks that are on the top right side of the Irvoiee Gheek Transfio 43121434 Ordlo: 13035165 [
. Journal Approval under £1M TT: R4 TransMo: 20603224 Tozal Amount....
menu and select the task called Rejected Sales Order OrderNo: xxxx. Recsive Goods Transhie 61000020 Inveiostle: NOGOGDSR

Rejected Sales Order OrderMo: 4678967

If you would like to see the reason for rejection, please use the workflow enquiry (see above).

If you need to change the amount, amend this in the order lines field and then save. The sales order will then
re-enter workflow.

If you need to change the code/product, you will need to delete the sales order and raise a new one. Please
contact Fl Sundry Debtors for more information.

Closing a Sales Order

If you require to close a sales order before it has been approved, please email Fl Sundry Debtors.
If you require to close a sales order after it has been approved, you will need to fill in a Sales Order
Cancellation form and have the budget manager email it to Fl Sundry Debtors as a form of authorisation.

Further Queries

If you have any other queries regarding sales order or any accounts receivable related, please contact FI_
Sundry Debtors.
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