
The Sales Order Entry and Sales Invoicing modules  
provide a complete order processing system. 
 
Records Kept 
Pricing and discounting

•	 Maintain special price lists for specific customers.

•	 Define whether standard pricing includes or excludes VAT.

•	 Apply different discounts to combinations of customers, products and 	 	
	 price lists.

•	 Calculate discounts or surcharges on the quantity or value of order lines,	
	 quantity or value of products in same category, or total order value.

•	 Offer settlement discounts for early payment.

•	 Hold details of promotional pricing within promotion dates.

•	 Manage customer portfolios, each listing all the products that a customer 	
	 can order and the most recent prices paid.	
	
Services and miscellaneous items

•	 Record services, delivery charges, insurance, carriage charges, repairs 		
	 and other non-stock items.

•	 Hold separate units of measure for selling, despatching, pricing and 	
	 stocking the products and services that you sell.	
	
Sales orders

•	 For each sales order, record the following information at the header level. 	
	 Many of these items default from the Accounts Receivable customer file 		
	 and can then be updated for each specific order:

	 -	Order number, customer code, name and address and customer’s order	
	 	 number.

  	 -	Invoice customer and statement customer or payer.

  	 -	Date received, date required and date promised.

	 -	Six sales analysis codes, for example industry code and representative.

  	 -	Pricelist and settlement discount terms.

  	 -	Shipping information, including carrier and delivery terms.

  	 -	VAT registration numbers for both the customer and yourself.

	 -	Language to be used for customer documentation, for instance the 	
	 	 invoice.

	 -	EU Intracommunity codes to enable automatic declaration of goods 	 	
	 	 shipped.

	 -	Currency code to be used for pricing and invoicing.

	 -	Order discount information.

	 -	Number of shipment labels required.

	 -	Order status, for example credit stopped or despatched not invoiced.

	 -	After despatch is confirmed, despatch date and optionally, vehicle 	
	 	 reference, total weight and number of packages.

	 -	After invoicing, invoice number and due date
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•	 For each order line record:

	 -	Product or service, quantity, unit of sale and despatch warehouse.

	 -	Unit price, discount, nett price and line value in local currency and order 	
	 	 currency.

	 -	VAT code and rate.

	 -	Stock allocated to this order line or, where relevant, a ‘manufacture’ 	
	 	 indicator.

  	 -	Six analysis codes.

	 -	EU commodity code and shipping information.

	 -	Number of product labels and format required.

	 -	If the Contract Management module is installed, information to allow 	 	
	 	 details of the shipped product to be automatically added to an existing		
	 	 maintenance contract.

	 -	Project and expense codes or General Ledger posting codes for both the	
	 	 revenue and the cost of sale values.

	 -	An unlimited number of comment lines, optionally linked to specific 	
	 	 product lines. 
 
Standard orders

•	 Maintain standard orders for items that are ordered regularly by the same 	
	 customer.	
	
Sales history

•	 Maintain detailed sales history at order line level, including:

•	 Customer, invoice number, order number and invoice date

•	 Product, unit of sale, quantity and serial number or batch number

•	 Six analysis codes from the order header, plus three from the order line

•	 Six product group codes

•	 List price, discounted price and cost of sale value	
	
Tasks Supported
Produce quotations

•	 Create quotations when tendering to supply products and services. 	
	 Quotations can be converted to orders on acceptance.

•	 Produce quotations on pre-printed forms.	
	
Process orders

•	 Amend a customer’s delivery, invoicing and sales analysis information 	 	
	 when entering an order.

•	 Automatically credit check at point of order entry and despatch. 	
	 Despatching of products can be stopped if a customer has moved outside 	
	 of their credit boundaries whilst their order was being processed.

•	 Automatically price order lines based on the appropriate price structure for 	
	 each customer.

•	 Apply ad-hoc discount, surcharge or special pricing for any order line.

•	 Full visibility of free and expected stock during order entry.



•	 Offer alternatives for “out of stock” products.

•	 Offer replacements for superseded products.

•	 Enquire on predicted stock status for each product on a sales order and	
	 perform trial kitting analysis to identify if assembly components need 	
	 reordering.

•	 Track products despatched by batch number and include batch number 	
	 on invoices.

•	 Track products despatched by serial number and include serial number on 	
	 invoices.

•	 Sell a product as a bundle of separate stock items, and store details of	
	 frequently ordered bundles.

•	 Track cost of sale by product, customer or by a combination of the two.

•	 Cost of sale calculations can include any combination of labour, material,	
	 outwork and overhead.

•	 Include services, delivery charges, insurance, carriage charges, repairs and	
	 other non-stock items on an order.

•	 Include notes and instructions in orders and keep permanent records of	
	 components that are in regular use.

•	 Produce order acknowledgements on pre-printed forms.

•	 Create forward orders if delivery is not required immediately. You can 	
	 allocate stock to the order nearer to the delivery date.

•	 Create back orders if insufficient stock is available.

•	 Automatically allocate stock to back orders when it becomes available.

•	 Enter order information after the goods have been despatched; useful at 	
	 times of peak demand.

•	 Print the customer’s part number and description on the order documents.

•	 Order progress information is available instantly for individual orders, orders 	
	 per customer or order per product.

•	 Print detailed analysis on your order book status.	
	
Despatch goods

•	 Record despatch of the order, optionally recording details of the batches or	
	 serial numbers despatched.

•	 Produce shipping notes, optionally including details of the batches or serial	
	 numbers despatched.

•	 Produce labels for a batch of items, for each order or for each consignment.	
	
Produce invoices

•	 Issue invoices individually or in batches.

•	 Consolidate multiple orders, by customer, into a single invoice.

•	 Repeat billing at set intervals.	
	
Produce credit notes

•	 Enter, print and post credit notes.

•	 Optionally, return the products to stock.



Manage price lists

•	 Prepare updates to price lists in advance and automatically apply them at a	
	 later date.

•	 Calculate prices from existing prices and product costs, applying uplifts by	
	 product group.	
	
Trace products

•	 Keep details of batch numbers or serial numbers for each order line 	 	
	 shipped to meet quality standards on traceability.	
	
Reporting
•	 Standard reports provided:

•	 Sales Order Status

•	 Sales Order Product Analysis

•	 Sales History Details

•	 Sales Analysis Summary

•	 Order/Delivery Date Comparison	
	
Settings
•	 Design your own formats for order acknowledgements, picking lists, 	
	 shipping notes and labels, invoices and commercial paper documents.	
	
Housekeeping	
	
•	 Retrospectively re-price the order bank.

•	 Reduce the order bank by archiving invoiced orders, which remain 	
	 available for future enquiry.

•	 Update sales summary information at period ends.	
	
Integration with other modules
Accounts Receivable and General Ledger

•	 Fully integrated with Accounts Receivable, reading customer information 	
	 from the customer account and posting invoices as they are created.

•	 Post revenue, cost of sale, VAT and discounts into the General Ledger.	
	
Telesales

•	 Enter and process orders through the Telesales module where pro-active 	
	 order taking or configuration of products is required.	
	
Inventory Control

•	 Automatically adjust stock levels when products are ordered, despatched 	
	 or returned.	
	
Purchase Order Processing

•	 Automatically raise purchase orders to satisfy sales orders if stock is 	
	 running low (back-to-back ordering).	
	



MRP

•	 Sales orders are treated as demand in the MRP module automatically	
	 creating recommendations for purchase and works orders where insufficient	
	 stock is available.	
	
Electronic transmission

•	  Send and receive order and invoice details via EDI.	
	
Features for international use
•	 Maintain price lists in different currencies.

•	 Enter and price orders in foreign currencies.

•	 Keep product information in foreign languages for use on order documentation.

•	 Produce customer documents in their own language.	
	
•	 Meet legal and fiscal requirements for E.U., including:

	 -	Record individual customer’s VAT registration number, arrival state, delivery	
	 	 terms and mode of transport.

	 -	Automatically generate VAT protocol numbers on invoice and credit notes.

	 -	Produce Intrastat reporting.

	 -	Apply supplementary VAT.

	 -	Apply VAT clawback for settlement discounts.

	 -	Print letters of credit with the invoice or record the information to enable 	
	 	 printing with statements.

	 -	Letters of credit can include or exclude charges.

	 -	Print multiple letters of credit with different due dates for one invoice.
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