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Sales Module

The sales module allows you to generate quotation and sales order, along with the relevant
settings & configurations related to quotations & sales orders, such as payment terms,
products, discounts, templates etc.

i.  Create a quotation

Go to Sales module—> Orders—> Quotations.

Sa|es Orders TolInvoice Products Reporting Configuration

Quotations Quotations
Orders
Ll Sales Teams

Customers

Click on the Create button to create a new quotation. In the quotation form insert the details
for the quotation, when selecting a customer; invoice address, delivery address, pricelist will be
auto selected based on the customer settings. Select quotation template (if any), expiration
date of the quotation, and payment terms.

After inserting the basic information for the quotation, click on add a product to add the
product, quantity, discount (if applicable). And click on save to save the quotation.

Quotations / New

DISCARD
CONFIRM -
Q@ Frevon
New

Customer Expiration 09/04/2021
Invoice Address Pricelist

Delivery Address Payment Terms

-
<

Quotation Template

ORDER LINES OPTIONAL PRODUCTS OTHER INFO

¥ PRODUCT DESCRIPTION QUANTITY uom UNIT PRICE TAXES DISC.% SUBTOTAL

Add a product Add a section Add a note
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Click on the 3 dots next to subtotal to add any other field in the quotation. Simply check on the
boxes to add a new field.

DISC.% SUBTOTAL

Event

Event Ticket
Description
Analytic Tags
Route

UoM

Lead Time
Cost

Margin
Margin (%)

Taxes

000000800

Disc.%

Optional Products:

This is an area where you can add ‘additional’ or ‘accessory’ as options to your customer. When
you print out or download the quotation or sales order, optional products and its price will not
be included in your quotation or sales order total amount, since it is ‘only optional’.

Delivery Address Payment Terms

Quotation Template

ORDER LINES OPTIONAL PRODUCTS HER I}

~  PRODUCT DESCRIPTION QUANTITY uom UNIT PRICE DISC.%

Add a product

Include other information for sales, delivery and invoicing settings. If you have already set
these configurations when setting up the customer under the Contact modules, these will
already exist and you do not have to set it again.
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ORDER LINES OPTIONAL PRODUCTS OTHER INFO

Sales Invoicing
Salesperson 0n going . B Fiscal Position .
Sales Team Europe Analytic Account
v v
Company HK Company . B
Online Signature
Online Payment O
Customer Reference
Tags ~
Delivery
Shipping Policy As soon as possible v
Delivery Date . Expected:

ii. Setup quotation templates

By creating custom quotation templates, you will save a lot of time instead of inserting the
products and settings every time. Indeed, with the use of templates, you will be able to send
complete quotations at a fast pace and still edit the quotation after pulling it up.

To enable this feature, go to Sales - Configuration—> Settings and activate Quotation

Templates.

Quotation Templates

Default Template Default Template T,

@tatiun Tem@

Create a new template or edit an existing one by entering Quotation Templates. Once named,
you will be able to select products and quantities as well as the expiration time of the

quotation.

[

Custoenize Debrand | Quotation Templates
m s

F———
Vendor Contract

n
T

CBCEr TR GRMATITE LT O MIABE
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Templates facilitate the confirmation process by allowing customers to sign electronically or to

pay online. You can activate these two options directly in the quotation template itself.

Also there is a free text field, for you to set default Terms & Conditions. The pre-defined T&C
will also show up when selecting the quotation template.

COMFIRRLATION

iii.  Default quotation validity

To enable this feature, go to Sales - Configuration—> Settings and activate Default quotation
validity. And set up the default limit of days.

[ v ] Default Quotation Validity []

Default
Limit:

30 days

iv.  How to download a sales quotation

To download a quotation click on the Print icon, click on Quotation/Order, and the quotation in
PDF format will be opened in a new tab where you can download it.

& PRINT £ ACTION

Quotation / Order

v. How to send a quotation by email through the system

After saving the quotation, you can either download it and attach/send it as you like, OR you
can click on the Send by email button to send the quotation through the system. *(Please note
that will only be available once you have set up the smtp of your company email and link it to
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our system. Please kindly refer to System User Guide — General settings — setting up your
smtp/email.

Quotations / S00087

EDIT CREATE
SEND BY EMAIL CONFIRM CANCEL

The quotation will be attached in an email based on a predefined email template, as well as the
email address for the ‘customer’ which you have selected. At this step you can add other
recipients (if necessary), adjust the email subject, review the email content. After revising the
content click on the SEND button and the email will be sent from the system.

Recipients Followers of the document and
Azure Interior, Brandon Freeman X

Subject HK Company Quotation (Ref S00087)

Hello,

Your quotation S00087 amounting in § 0.50 is ready for review.

Do not hesitate to contact us if you have any questions.

m CANCEL [€) SAVE AS NEW TEMPLATE

vi.  Confirm an order with a signature

When you send quotations to clients, they can instantly accept and sign it online. When
they click on Sign & Pay, they have the choice to draw their own signature,
automatically fill in the field with an automated signature or load a file from their
computer. Here below, it is an example of an automated signature:
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Validate Order *

By signing this proposal, | agree to the following terms:

* Accepted on the behalf of: Azure Interior
* For an amount of: § 1,035.46
 With payment terms: End of Following Month

Full Name

Azure Interior

szure jnterior

Once signed, you will have the possibility to choose your payment methods. Then, when the
guotation will be paid and confirmed, a delivery order will be created automatically.

vii. How to create a sales order

Sales orders will automatically appear once you have confirmed a quotation in the system. Go
to the quotation, click on Confirm.
Quotations / S00088

51 CREATE B PRINT £ ACTION 171 £

SEND BY EMAIL @ CANCEL -

S00088

Customer
Preview

After confirming a quotation, the status will change from “Quotation” to “Sales Order”.
Quotations / S00088

CREATE S PRINT £ ACTION

a4 < >
CREATEINVOICE ~ SENDBYEMAIL  CANCEL ( i

Customer 1
Preview L Delivery

S00088

In some cases, if you pressed it by mistake or you need to make any amendments, you can
press Cancel, to cancel the sales order, thereafter press Set to quotation. Then the order will
now become a quotation again, and you may edit it before confirming it to become a sales
order.

-
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) Customer 1
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08/18/202117:00:32
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viii.  How create a delivery note

Delivery notes will automatically appear once you have confirmed a quotation and it becomes
a sales order in the system, as it means you have sold something, therefore the sold items will
need to be delivered (only applies for products that are selected as “storable” under product
settings). Go to the quotation, click on Confirm.

Quotations / S00088

m CREATE S PRINT & ACTION 11

T v o )

$00088

Customer
Preview

After confirming a quotation, a delivery note will be automatically generated and will be shown
in the right corner of the quotation as Delivery
Quotations / S00088

EDIT CREATE B PRINT £+ ACTION 11

CREATE INVOICE SEND BY EMAIL CANCEL

Customer
Preview

$00088

Click on the Delivery button to view the delivery note. This will also appear under your
“Inventory” Module, under “Delivery” — as it is an item which is pending to be delivered.
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iX. How to create an invoice

After confirming a Sales Order, you may create an invoice directly from your sales order.

X.  Generate an invoice from a quotation

Depending on your business and the application you use, there are different ways to automate
the customer invoice creation in W+ ERP. Usually, draft invoices can be created by the system
(with information coming from other documents like sales order or contracts) and the
accountant just have to validate draft invoices and send the invoices in batch.

Once the Sales Order has been confirmed, you can click on the Create Invoice button to create
an invoice from that Sales Order.

HH Sales Orders Tolnvoice Products Reporting Configuration G  m® HKCompany i3

Quotations / S00091

EDIT Qe S PRINT £ ACTION 5/5 € >
CREATE INVOICE SEND BY EMAIL CANCEL -
Customer 1
Preview a Delivery

S00091

Select the payment terms, and click on Create and View Invoice.

Create invoices

nvoices will be created in draft so tha you can review them before validation.

Create Invoice Regular invoice
© Down payment (percentage)
Down payment (fixed amount)

Down Payment
Amount

0.00 %

‘ CREATE AND VIEW INVOICE ' CREATE INVOICE CANCEL

The invoice will be set as draft, confirm the invoice so it can be posted.
Quotations / S00091 / Draft Invoice INV/2021/08/0001

CREATE S PRINT £ ACTION 171 € >
@REVIEW CANCEL ENTRY -
Customer Invoice
INV/2021/08/0001
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xi.  Manually create invoices
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In special cases, where you do not wish to generate invoices directly from sales order, you may
still do it manually in the accounting module without it linking to any specific order.

Go to Accounting Module—> Customers—> Invoices

Dashboard

#  Accounting

Customers

Vendors  Accounting  Reporting  Configuration

#Accounting Dashboard

Invoices

I otes

Payments T Filters= = Group By= ¥ Far
Products
Customer Invoices Customers Vendor Bills
New Invoica | yoload |

Click on the Create button to create a new Invoice. Insert the details for the invoice such as
Customer name, delivery address, invoice date. To add a product information, click on Add a
line and insert the product name, quantity and price. Click on Save and later click on Confirm
when the invoice has been confirmed by the client.

Invosces f Mew

CLSTOHTeRT |recdig

INV/2021/07/0001|

Customsr

NYOICH LIS

* PRODUCT LABEL ACTOUNT

ASSET CATEGONY

invoice Duts
Custome invoices | 1 1" KD [~
QUANTITY uoM rECE TREs SUBTOTAL i

ANALYTIC ACCOUNT AHALYTIC TAGS
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