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E8 
 
E8 is the standard package developed by BIZPOINT WuHu to meet the needs of your accounting and 
financial management for the Internet Age. It has full-Windows functionality over the Internet. 
 
E8 can be implemented on PC/Window 95 & 98, Windows NT and IBM UNIX AIX platforms. Our E8 
Solution is best positioned for the Internet Age.  
 
The modules include: 
 

�  E8 Human Resource Management System 
�  E8 Payroll/Personnel 
�  E8 Employee Self Service System (E3S) 
�  E8 Leave Management System 
�  E8 Time Management System 
�  E8 Accounts Receivable 
�  E8 Account Payable 
�  E8 General Ledger & Financial Management 
�  E8 Fixed Assets 
�  E8 Stock Control 
�  E8 Order Processing 
�  E8 Sales Order System 

 
 
This publication may include technical inaccuracies or typographical errors. Changes are made 
periodically to the information herein; these changes will be incorporated in new editions of the 
publication. Bizpoint System (WuHu) Pte Ltd may make improvements and/or changes in the 
product(s) and/or the program(s) described in this publication at any time. 
 
 
Bizpoint System (WuHu) Pte Ltd shall not be liable for errors contained herein or for incidental 
consequential damages in connection with the furnishing, performance or use of this material. 
 
 
This document contains proprietary information, which is protected by copyright. All rights are 
reserved. No part of this document may be photocopied, reproduced or translated to another 
language without the prior written consent of Bizpoint System (WuHu) Pte Ltd.  
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PREFACE  
�

This module will replace the manual feature in sales order recording and invoice preparation.  Process 
orders quickly and accurately to give a timely and complete information on order and invoice status. 
You can meet your customer’s needs more effectively, thus, improve customer relationship 
management and enhance customer loyalty.  
 
Sales Order Processing can be implemented independently with a simple Stock Master table setup or 
Integrated with Stock Control system to have on-line stock update and latest stock on hand 
information for better decision making and feedback system. With one more step to integrate with 
Account Receivable and General Ledger modules to cut down data flow and input process. Hence, 
improve timely and accurate data capturing, processing and reporting. 
 
 
The presentation of the E8 Sales Order Processing System is divided into nine chapters and 
appendices. Basically, the chapters are described as Setup, Sales Order Entry, Good Issuing Notes, 
Invoice, Good Returning Notes, Credit Notes, Inquiry, Reporting and Processing. 
 
In most cases, you execute the routines of the E8 Sales Order Processing System according to the 
order of the checklist given in the appendices section of this user guide. 
 
The E8 Sales Order Processing System is a user-friendly system. Messages prompt you whenever 
possible to act as a guide. Error Messages are displayed as codes with a brief explanation at the 
bottom of the screen. 
 
 
 
PRINTING 
 
When the Preview box is selected, this causes the report to be displayed for preview. You may view it 
then print it or cancel it. When the Default Printer Setup is not selected you can change the printer to 
perform print job or reset orientation of the paper layout. 
 
 
 
BACK UP  
 
Users are advised to do a backup of all data file at periodic interval or before any data update to the 
database. Please refer to the backup procedure section for more details (Appendix). 
�

  
�
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BUTTONS AND KEYSTORKE FUNCTION 
 
BUTTON FUNCTION 

 
OK button Save record 

Next button Save and continue with new record 

Clear button Remove current record 

Delete button Erase existing record 

Close button Exit from currently function 

Add button Add line during transaction entry  

Update button 
 

Update amended line during transaction entry 

Remove button Erase line during transaction entry 

Re Init button Initialize the modules. All data will removed 

Print button Print report 

 Go to First button 
Search for first record  
  

 Go to Previous button  
Search for previous record  
 

 Go to Next button 
Search for next record  
 

 Go to Last button 
Search for last record  
 

 Search button 
Activate pick list to locate record 

 Explore button 
Explore directory folders and files 

KEYSTROKE FUNCTION 

F1 Help screen and is indicated by screen message if available 

SHIFT-TAB Move cursor back to the previous entry field 
 

TAB Move cursor to next entry field 
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INTRODUCTION�

 
Provides complete information on sales order and invoice status with effective sales order process.  
You will meet your customer’s needs more effectively by having greater control over sales order 
processing. Thus, improve customer relationship management and enhance customer royalty. 
 

Sales Order Processing can be implemented independently with a simple Stock Master table setup or 
Integrated with Stock Control system to have on-line stock update and latest stock on hand 
information for better decision making and feedback system. With one more step to integrate with 
Account Receivable and General Ledger modules to cut down data flow and input process. Hence, 
improve timely and accurate data capturing, processing and reporting. 
 
� � � � � � � � 	 � 
 � � � � � 
 � � �  
 
�  Order Entry and monitoring status of active, future and back orders. 

�  Generate individual pick list, consolidated pick list, delivery orders, invoices, credit notes, debit 
notes. 

 
�  Match credit note against invoices. 

�  Free text invoices and cash sales invoice. 

�  Allow to have system generates number or manual input number for delivery order, invoice, debit 
note and credit note. 

 
�  Allow for full or partial order release. 

�  Facility for customer name and product name search during Order and Invoice Entry. 

�  Handle line discount using manual input or using discount table setup. 

�  Able to retrieve customer’s price level established in Account Receivable System and Stock 
Control System. 

 
�  Delivery address file to handle multiple delivery addresses for each customer. 

�  Option to generate delivery instruction. 

�  Complete integration to Accounts Receivable System, Stock Control System, General Ledger 
System, and Sales Analysis with single source data input. 

 
�  Generate Salesman Performance Analysis Report for monitoring sales budget and performance 

including sales return. 
 
�  Monitor goods return by customer to enhance customer service and sales management. 

�  Generate Sales Day Book / Invoice Summary. 

�  Generate Back Orders Report for selected range of customers, product items and any particular 
purchase order / job to monitor orders’ delivery status. 

 
�  Provides Order Status Enquiry by order / project, stock part number, customer account number, 

and purchase order number drill down feature to the respective source document the enquiry 
enhance the effectiveness of the system. 

 
�  To generate violations prompt for customer credit limit/credit items check with Accounts 

Receivable. 
 
�  Validate product items and balances in the Stock Control System and 

�  Optional Quotation System to facilitate a complete sales cycle.  

�  Optional integration to Purchase Order System or Production Control System. 
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�  Sales Analysis module for various analyses and highlighting of profit margin, trend and 

performance. 

 

- By Product/Customer 

- By Customer/Product 

- By Product/Salesman 

- By Salesman/Product 

- By Product/Territory 

- By Territory/Product 

- By Salesman/Customer 

- By Customer/Salesman 

- By Monthly Sales Details 

- By Territory 

- By Stock Group 

 

�  The detail sales analysis is setup by user in the customer master and stock master. Thus, only 

critical data is being analysis and presented. 

 
 
 
 
 

 
�

�
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Logging In 
 
The login menu of E8 System is shown in figure 0-1. Input your user ID and password before 
accessing the application is allowed. If invalid user ID or password were input, an error message is 
prompted & allow user to re-try logging in (Figure 0-1.1) 
�

There are two operational environments for different operational requirement. The most commonly 
and more frequently access environment should be the System Operation whereby it will lead you to 
the daily transactions entry, maintenance, on-line inquiry and reporting. For system administrator 
System Admin Tools is the correct choice. System administrator password must be safe guided with 
care as it is a powerful tools that hold the key for building up user ID, initialize user login password, 
user grouping, access rights and period limit of accessing the database. 
 
If you have more than one company database, system takes the 1st company as the defaults 
company set. Pick the company database you want to open and update. 
 
Select the module you wanted to log in by using the  pull down list button beside the Module option 
before process on clicking the [Login] button. 
 

 
Figure 0-1 Login Menus 
 

 
Figure 0-1.1 error message dialog box 
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E8 Solution Map 
 
After logging in, Sales Order Processing (SOP) functional options menu are shown. The functional 
Map is shown in figure 0-2. 
 

There is a  button shown on the right hand corner. Click on the button and a list of modules that 
implemented within the application is shown. You may switch module by pick up one of them from the 
list. 
 

 
Figure 0-2 E8 Solution Map 
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Sales Order Processing System Work Flow 
 
Sales Order Processing Work Flow shows the operation flow of the application. The Sales Order 
Processing System workflow is shown in figure 0-4. 
 
 

 
Figure 0-3 Sales Order Processing System Menu 
 
File �  Work Flow 

 
Figure 0-4 Sales Order Processing System Workflow 
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1.0 Sales Order Processing Setup 
 
Here is the menu attach with Sales Order Processing Master Tables that request user input 
necessary data to start of the application. 
 
Menu Bar of System Setup 

 
 
1.1 System Date 
 
This routine lets you set or change the date in the format DD/MM/YYYY (where DD is a one- or two-
digit number for the day, MM is a one-or two-digit number for the month and YYYY is four-digit 
number for the year). The system automatically shows the day corresponding to the date entered. 
 
The System Date affects the financial period and date in the System. It should contain the current 
date of when the input was made. 
 
The System Date is the default date entered during transactions postings. It is also shown in reports 
where it is printed at the top right corner. The System Date should therefore be correctly set before 
you perform any posting or printing transactions. The screen is shown in Figure 1-1 
 
Current Order Date is related to the creation of sales order document. System defaults it to the New 
Sales Order Document. 
 
Additional information was provided on the screen, i.e. Current Account Period and date range for the 
month of modules Account Receivable and Stock Control. Sales Order Month End and Year End 
Processing follow Account Receivable module. Hence, Account Receivable module current period is 
referred to Sales Order Processing current period too.  There are for viewing only.  
 
Setup �  System Date 

 
Figure 1.1 System Date Setup Screen 
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1.2 Parameter File 
 
Parameter File is a table that sets up the working environment of the system. It provides the flexibility 
for user to set the parameter values which inline with your company’s rules and government 
regulation. 
 
This routine maintains the parameter file, which stores certain static details about your company. The 
data is used by the various routines in the system. 
 
Setup �  Parameter File 

 
Figure 1-2-1 Updating Parameter (1) 

 
The entries requirements and/or consequences of each field for Parameter (1) are: 
 
- Current Accounting Period 

�  It is the current financial year and month. The format goes YYYY-MM. Users to decide the 
starting year and month. Subsequently, system will do automatic update for the month when 
month end closing is performed and update the year value to the following year with the 
month value of 1 when the Year End closing function is activated. These important data 
updating is well taken care of by the system automatically to ensure a smooth and easy year 
crossing. 

�  As Sales Order Processing Month End and Year End Processing follow Account Receivable 
Module, hence, data display here is for viewing only. 

 
- Default GL Transaction Description 

�  Sales Order Processing created transactions, e.g. Invoices and credit notes will be integrated 
to Account Receivable subsequently and ultimately integrated to General Ledger. Setup the 
common summary description here for the integration transactions. 

 
- Last Batch No Used 

�  It is system generate number, assigned to each batch created. Cash Sales, Good Issuing 
Notes, Invoices, Good Returning Notes and Credit Notes share one series of batch running 
number. 

 
- Age Parameter 

�  Age Analysis Days, Maximum Age and Base Currency data are taken from Account 
Receivable module parameter setup. Sales Order Processing follow the setup in Account 
Receivable module. 

�  Please refer to Account Receivable Manual for individual fields usage. 
 
 
 



                                                                                                            Sales Order Processing Manual 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                 Page 18 of 134 
Version 3.00 
  

- GL Account Number 
�  Besides Miscellaneous and Charge GL Accounts the rest of the accounts setup follow 

Account Receivable module. You may refer to Account Receivable manual for individual GL 
account usage. You are not allowed to update here, just for your information. 

�  Miscellaneous GL Account is to cater for items sales that not an company product, do not 
keep stock in stock table. 

�  Charge GL Account is to cater for items that not belong to company product. Examples 
could be transportation and delivery charges. 

 
- Document Type 

�  There are five categories of transactions involve in Sales Order Processing module. There 
are: Sales Order, Good Issuing Notes, Invoices, Good Returning Notes and Credit Notes.  

�  To have better control and easy recognition transactions movement E8 had designed to 
allocation each category of transaction having his unique document type.  

�  System had defaulted the following document codes to identify them: 
 

ARSO Sales Order 
SOGIN Good Issuing Notes 
SOINV Sales Order Invoice 
SOGCN Good Returning Notes 
SOCN Sales Order Credit Notes 

 

 
Figure 1-2-2 Updating Parameter (2) 
 
The entries requirements and/or consequences of each field for Parameter (2) are: 
 
- Parameter File 

�  Place the tick in the small box beside the option according to your operational requirement 
and modules implemented. 

�  Company implemented E8 General Ledger, Sales Analysis and Stock Control System should 
place the tick in the box ‘GL System’ and ‘SR System’ respectively. 

�  SR Mast is pre-set by system and cannot be un-ticked manually. Reason being due to system 
design requirement Stock Master Table must be setup in order to generate Sales Order, 
Good Issuing Notes, Invoices, Good Returning Notes and Credit Notes transactions. Hence, 
for company does not implement Stock Control module, the Stock Master Table will be setup 
in Sales Order Processing module.  

�  Company implementing multi currency version module, remember to place the tick in the box 
beside the ‘Multi Currency’ option. 

�  Company maintains Salesman and Discount table, remember to place the tick in the box 
beside the ‘Salesman’ and ‘Discount Table’ respectively. 

�  To have better control over the credit limit and Terms agreed with customer, place the tick 
beside the ‘Credit Limit’ and ‘ Credit Term’ option respectively. The detail setup is in Account 
Receivable module’s Customer Master table. When there is a new order creation, system 
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would check the credit limit and term value to ensure the new order does not excess the limit 
set. Warming message will be prompted and no new order is allowed for customer who 
exceeded the limit set.  
 
Credit Limit control concept is system would accumulate total for all outstanding invoices  
minus credit notes for the customer and compare with the credit limit set for the customer. If 
the accumulated total exceeded the value set for him, system would prompt alert message 
during order creation.  
 
Credit Term control concept is system would look for due outstanding invoices. If there were 
over due invoices exist system would prompt alert message during order creation. 
 
To have warming message but still want to process with the order creation, than you should 
not place the tick on them.  
 
You may choose to control on either one of them or both by placing the tick on one of the box 
or both of them.  

 
�  In General Ledger if the ‘Analysis Code’ is activated for cost analysis, you may active the 

same function here too. Just place the tick in the box beside the ‘Analysis Code’ field. 
�  E8 supports two methods of calculating the Gross Profit margin, i.e. by Sales Base and Cost 

of Sales Base. Place the tick in the box beside the ‘GP Sales Based’ field if you adopt the 
sales base formula to compute your gross profit margin. 

�  Fashion company most of the items come with color and sizes. E8 had designed a different 
transaction entry screen specially cater for this industry to make the input task more simpler 
and suit the operational requirement. Remember to place the tick in the box beside the ‘Color 
Size’ field to activate the function. 

�  By default system would auto generate the Delivery Order and Invoice Number in running 
order. However, you may want to continue the current manual numbering system. To do that 
just place the tick in the boxes beside the ‘Manual DO No’ and ‘Manual Invoice No’ fields 
respectively.  

 
You may choose to have invoice number manually assign and DO number system generated 
and vice versa.  
 
You may also want to adopt system generated number start from a new financial year and 
keep manual as at now. In fact System is flexibility enough to start the auto numbering in 
anytime of the year. Once you place the tick into those boxes, system would start the auto 
numbering instantly.  

 
�  To print Delivery Order and Invoice at the same time, activate the ‘Pre-Invoice’ function by 

placing the tick in the box beside the ‘Pre-Invoice’ field. With pre-invoice activated, Good 
Issuing Notes and Good Returning Notes functions would automatically disabled, as the 
functions is merged into invoicing and credit notes. 

 
�  Company that practice in giving lump sum discount should activate the function by placing the 

tick beside the ‘Lump Sum’ option. 
 

�  There are two options which the functionality is not yet implemented. That is ‘Online’ and 
‘EAC’. It is for future enhancement. 

 
- GL Account Lump Sum 

�  The option only appeared if the ‘Lump Sum’ option is ticked. It is designed to handle company 
compute sales discount in lump sum amount for an invoice practice. 

�  Manual keyboard input or use the  pull down list function button beside the field to display 
the selection list. 
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- Cash Sales 
�  The option only appeared if the ‘Cash Sales’ option is ticked. It is designed to handle 

company having cash sales operation. 
�  To have better control and easy identification of cash sales transaction movement, E8 

designed to allocate a unique document type for it.  
�  System defaulted the following 2 document types to identify them: 
 

SOCSI Cash Sales Invoice 
SOCSC Cash Sales Cash Receive Document 

 
�  You are required to maintain a cash sales account in Account Receivable Customer Master 

Table to hold the transaction data. Link the cash sales customer account here for integration 
usage. 

 
 

 
Figure 1-2-3 Updating Parameter (3) 
 
The entries requirements and/or consequences of each field for Parameter (3) are: 
 
- Reference 1/2/3 (DO) and Reference Purpose 

�  E8 provides 3 reference fields related to DO data input. You may want to name the label 
yourself to reflect the fix usage for them, just do so by input the short narrative into the fields 
provided under ‘Reference Description’ fields.  

�  You may let the system to auto place the fields with fix references too by picking the choose 
under the ‘Reference Purpose’ heading. There are 4 choices, by PO No, SO No, DO No and 
Free. Free is for you to input other data into the field manually during document creation and 
maintenance. 

 
- Reference 1/2/3 and Reference Purpose 

�  Beside DO references, there are 3 reference fields that provided to keep the useful data for 
your future reference. You may want to named the label yourself to reflect the fix usage for 
them, just input the short narrative into the fields provided under ‘Reference Description’ 
heading. 

�  You may let the system to auto place the fields with fix references too by picking the choices 
under the ‘Reference Purpose’ heading. There are 5 choices, by PO No, SO No, DO No, 
Invoice No and Free. Free is for you to input other data into the field manually during 
document creation and maintenance. 

 

1.3 Delivery Address 
 
Set up customers delivery address here to ease the task on Sales Order and Delivery Order 
Document creation. 
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Some customers may have multiple delivery addresses. Some the invoice address is the same as the 
delivery address. Customer delivery address same as invoice address is not necessary to setup here.  
 
Setup �  Delivery Address 

 
Figure 1.3 Delivery Address Setup Screen 
 
The entry requirements and/or consequences of each field are:  
 
- Billing AR Account No (15, Alphanumeric) 

�  Direct manual keyboard input or use the  search button to locate the existing customer 
record. The customer name will be displayed beside it.  

 
- Delivery Account No (10, Alphanumeric) 

�  Assign a unique code for it. E8 Sales Order Processing module support multiple delivery 
address for a customer.  

 
- Delivery Address (40 x 4, Alphanumeric) 

�  Input the full delivery address detail here. 
 

- Salesman Code / Name 
�  The salesman code is taken from customer master table setup. It is for your viewing only. The 

salesman name is shown for your reference too. 
 

- Person To Contact / Telephone / Email / Fax 
�  Input the contact data in the vary fields provided for easy reference. 
 

- Remark 
�  Input additional notes in the remark field for future reference.                                          

 

Very likely you will notice the function bar  right behind the Delivery Address heading. 
There are the search buttons help to locate the delivery address record for a customer.  
 

1.4 AR Delivery Address List 
 
To make the checking job easier, print out a hardcopy to go through it carefully to ensure a complete 
and accurate data input is done.  
 
Specify the range of customer delivery address list by input the customer code range in the selection 
fields, Customer No From and To. 

 
Setup �  AR Delivery Address List 
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Figure 1.4-1 AR Delivery Address Listing Selection Screen 
 
There is this button [Setup] sited at the bottom of the screen. It is for you to design your report layout 
with limit scope and printer selection. 
 
It is divided into two parts. First section is for you to input your own report title and footnotes and the 
second section is the printer selection and paper setting. System will keep the setting until you make 
further changes in the future. 

 
Figure 1.4-2 AR Delivery Address Listing Setup Screen 1 
 

 
Figure 1.4-3 AR Delivery Address Listing Setup Screen 2 
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1.5 Discount Table 
 
This table is only available if in Parameter File Update  is marked besides the Discount Table 
check box. It is a discount matrix of customer group versus products. This table obtains the discount 
factor which cross-references with the customer discount and product discount codes. All discount 
codes must be in whole numbers with values starting from 1. 
 
Setup �  Discount Table 

 
Figure 1.5 Discount Table Setup Screen 
 
- Input the discount rate by customer (C) and product (P) 
 
- Once discount table is designed and setup, you can update the codes to the AR and Stock 

Master File 
 
- To initialize the setup and start from a fresh new discount table, click on Delete All button. To 

save and exit from the function click the close button. 
 

 
 

1.6 Salesman Budget 
 
This table is only available if in Parameter File Update  is marked besides the salesman check box. 
It is used for printing reports according to salesman codes and by the Aging Summary to provide sub-
totals according to salesman codes. The code is also used to provide sales reports according to 
salesman in the Sales Analysis System. 
 
Setup �  Salesman Budget 
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Figure 1.6 Salesman Budget Setup Screen 
 
- Input the Salesman code allocated to the salesman with the salesman Name. 
 
- Input the monthly Sales Budget under the ‘Budget’ column.  System automatically update the 

sales value, sales cost and sales return when transactions taken place. Make sure the customer 
master had assigned with his own sales representative correctly in order to get accurate sales 
analysis. 

 
- At year end, system will transfer current year data to last year (LY) columns and get ready the 

current year data fields start from a fresh 0 value for the coming new year.  It reserves the data 
both budgeted and actual sales for sales analysis usage and necessary decisions making.  

 
- Beside detail sales into months, System does an automatic accumulation of it and provides a total 

figure for instant and accurate figure for your access just below the salesman name.  
 
 

1.7 Group Budget 
 
It is used for printing reports according to product group codes and by the Aging Summary to provide 
sub-totals according to product group codes. The code is also used to provide sales reports according 
to product grouping in the Sales Analysis System. 

 
Setup �  Group Budget 

 
Figure 1.7 Group Budget Setup Screen 
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- Manual keyboard input or use  search button to locate an existing product group code from 
the selection list. Product group description is displayed for your reconfirmation. 

 
- Input the monthly Sales Budget under the ‘Budget’ column.  System automatically update the 

sales value, sales cost and sales return when transactions taken place. Make sure the product 
master had assigned with the correct group code for each product in order to get accurate sales 
analysis. 

 
- At year end, system will transfer current year data to last year (LY) columns and get ready the 

current year data fields start from a fresh 0 value for the coming new year.  It reserves the data 
both budgeted and actual sales for sales analysis usage and necessary decisions making.  

 
- Beside detail sales into months, System does an automatic accumulation of it and provides a total 

figure for instant and accurate figure for your access just below the salesman name 
 

1.8 Territory Budget 
 

This table is used for printing reports according to territory codes and by the Aging Summary to 
provide sub-totals according to territory codes. The codes is also used to provide sales reports 
according to territory in the Sales Analysis System 
 
Setup �  Territory Budget 

 
Figure 1.8 Territory Budget Setup Screen 

 
- Input the Territory code allocated with the territory full Description. 
 
- Input the monthly Sales Budget under the ‘Budget’ column.  System automatically update the 

sales value, sales cost and sales return when transactions taken place. Make sure the customer 
master had assigned with the correct territory code in order to get accurate sales analysis. 

 
- At year end, system will transfer current year data to last year (LY) columns and get ready the 

current year data fields start from a fresh 0 value for the coming new year.  It reserves the data 
both budgeted and actual sales for sales analysis usage and necessary decisions making.  

 
- Beside detail sales into months, System does an automatic accumulation of it and provides a total 

figure for instant and accurate figure for your access just below the territory description. 
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1.9 Screen Column Setup 
 
When you touch on the Sales Order, Good Issuing Notes, Invoice, Goods Collection Notes and Credit 
Notes maintenance options. You will notice that there is many detail data fields need to be input.  
 
You may want to hide fields that not relevant to your operation from the screen to make it more simple 
and easy for daily operation. Here is the function you should look for. 
 
Setup �  Screen Column Setup 

 
Figure 1.9 Screen Column Setup Screen 
 
There are 5 daily transactions entry options here for you to decide the field to hide from the entry 
screen or unhide them.  
 

All the input fields are listed here. To hide it remove the  from the ‘Visible’ column from the item. 

Unhide place back the .  
 
Handle with care for the [Purge] button. The record will be deleted. To bring back the detail, place the 
cursor onto the empty window and double click the mouse. The entry screen is displayed. Close the 
screen and the detail is built.   
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Chapter of 
 

                                                           Cash Sales  
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2.0 Cash Sales 
 
Besides credit sales, company may also having cash sales operation. Cash sales invoice could be 
issue manually to customer on the spot and do the recording on the same day but at the later stages. 
 
The function was designed to handle issue goods prior take in stock into the application. The flexibility 
is to suit user operational requirement�  Sales first and recording come later.  
 
However, the flexibility does not weaken the application control over the proper stock recording 
requirement. During End of Day Batch Update run system will ensure there is enough stock on hand 
before the batch is allowed to go through the updating. User is reminded to do the proper stock 
recording into the application and re-try the update again. 
 
Menu Bar of Cash Sales 

 
 

2.1 Cash Sales Entry 
 
Here is the option to record the daily cash sales transactions detail. System defaulted the Cash Sales 
document code and current period for your confirmation. You may input future period cash sales 

transaction by updating the Period # using the  pull down function button beside the ‘Period #’ 
option to pick for the wanted period from the list. This could happen when last period month end is not 
yet close and cash sales are going on in the current month. 
 
[New] button is for creating new batches. Each batch hold a unique running number assigned by 
system automatically. One batch can have one transaction or multiple transactions. You are advised 
to keep the batch in reasonable sizes for easy checking.  
 
Batches that not yet updated are listed in the box on the left. You may edit it or add new records to it. 
To open the batch just double click on the wanted batch number and the entry screen is displayed. 
You may write simple notes in the remarks memo text provided that attach for each batch for easy 
identification. Example, Bags it tells that the batch transactions related to bags sales. 
 
The new batch number you are going to create is displayed below for your reference. You are well 
inform before hand the batch number will be assigned to the batch you are going to create. There are 
in running sequence with interval of 1 number if in between there is no other category of batch 
created. Other batch refers to invoices and credit notes. The interval number is reserved for the cash 
receive batch auto generated during batch update. 
 
Cash Sales �  Cash Sales Entry 

 
Figure 2.1-1 Cash Sales Entry Selection Screen 
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Figure 2.1-2 Cash Sales Entry Screen - Header 
 
The entries requirements and/or consequences of each field for Cash Sales Header 
 
- Document No 

�  Is system auto generated running number. The format follow the setup in System 
Maintenance’s User Defined Document type, option Mask Code. My current setup is 
YYMM999999, therefore the structure of the document number shows on the screen above is 
04 belongs to the current year, 01 belongs to the current month and 000001 refers to the 
running cash sales number. 

 
- Sequence Number  

�  Is a running number auto generates by system to keep track of the number of records content 
in the batch. When there is a new record added, the number would increment by one number 
itself. 

-     Document Date 
�  System defaults system date to the Document date field. You may change it to suit your 

requirement. 
 
- Customer Number 

�  System defaults the customer number setup in the Parameter. You may change it to suit your 

operation requirement by direct keyboard input or use  search button to locate the wanted 
customer. 

 
- Address / Contact / Telephone 

�  Address, contact and telephone data related to the selected customer is automatically 
displayed. You may update them according to your operation requirement. 

 
- Description 

�  Input the useful notes here for future reference. It will be interfaced to Account Receivable 
module. 

 
- GL Control Account / GL Tax Account / GL Analysis 

�  Control account, Tax and Sales account number related to the selected customer is 
automatically displayed. You may update them according to your operation requirement. 

 
- Tax Code / % 

�  Tax category and percentage related to the selected customer is automatically displayed.  
�  Tax percentage cannot be changed. It is control by accounting department. If the rate is 

inaccurate, please inform the account department to update it before process. 
�  However, you can change the tax category according to your operation requirement. 
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- Currency / Deal Rate 

�  Currency code is automatically displayed according to the selected customer setup in 
Account Receivable module. You are not able to change it.  

�  The current exchange rate is displayed too according to the currency table setup. You can 
change it according to your operation requirement. 

 

 
Figure 2.1-3 Cash Sales Entry Screen – Detail 2 

 
The entries requirements and/or consequences of each field for Cash Sales Detail 
 
- Line Type 

�  There are 4 categories of line type programmed to handle for daily cash sales operation 
requirement. There are: 

Code Item Remarks 

I Stock Pick product from the stock master 
C Charge Charges incur in the sales. Example transportation  
F Free Text line to write important instruction and notes 
M Miscellaneous Product not kept by company stock master 

 
- Product Number 

�  If the line type selection is ‘I’ it belongs to your stock product code maintenance in the Stock 
Master Table.  

�  If the line type selection is ‘C’, ‘F’ or ‘M’ you can input any text outside the Stock Master 
Product code.  

 
- Description 

�  If the line type selection is ‘I’ the selected product description would be displayed here. You 
may make necessary changes to suit your operation requirement. 

�  If the line type selection is ‘C’,’F or ‘M’ it becomes an free text line for your manual input. 
 

- Unit 
�  If line type selection is ‘I’ the selected product unit of measurement setup in the stock master 

table would be attached here. 
�  If line type selection is ‘C’ or “M’ it would be blank. You may input the required text here. 
�  If line type selection is ‘F’ the field is blocked from manual input.  

 
- Quantity 

�  Input the sales quantity here for line type is ‘I’, ‘C’ or ‘M’. 
�  If line type selection is ‘F’ the field is blocked from manual input. 
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- Unit Price 
�  Line type selection is ‘I’ the selected product unit price is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit price, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 

- Total 
�  It is a system automatic computation field.  
�  Formula is: (Quantity x unit Price) + 0.005 
 

- Unit Cost 
�  Line type selection is ‘I’ the selected product unit cost is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit cost, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 

- Discount% 
�  If the discount table was activated, percentage would base on the matrix table setup (Account 

Receivable + Product) to pick for.  
�  If discount table did not activated, percentage would base on Account Receivable Customer 

table setup to pick �  discount % is not blank. 
�  If discount table did not activated and Customer Master table discount% field is blank. System 

would pick the % from Stock Master table setup �  discount % is not blank. 
�  If all master table discount % did not setup and there is discount involve in the transaction, 

you need to manually input the discount % here.  
�  You may also change the displayed discount % here to suit your transaction operation 

requirement. 
 

- Discount Amount (Deal$) 
�  It is a system automatic computation field. Formula is: Total x discount % 
�  You may change it to suit your operation requirement. Example given a lump sum agreed 

instead of following the normal discount % calculation. System would base on the discount 
amount to derive the final net sales amount for the item. 

�  Notes that the value of discount computation is based on the transaction dealing currency.  
 

- Tax Code 
�  It is system default value taken from customer master setup. You may change it to suit your 

current transaction operation requirement by using the  pull down list button to locate the 
correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 
 

- Account Number 
�  It is system default value taken from customer master table setup. 
�  If customer master table setup happen to be incomplete –> blank for Sales Analysis account. 

System would default the value from the Account Receivable Parameter Table setup. 
�  If all tables did not setup than you are required to pick the account from the account selection 

list. Use the F3 key to display the selection list. 
  

- Before Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Total – Discount Amount.  
�  You are not allowed to make changes to it. 
 

- Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Before Tax Amount x Tax %.  
�  You are not allowed to make changes to it. 
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- After Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Before Tax Amount + Tax Amount. 
�  You are not allowed to make changes to it. 
 

- Before Tax Amount (Base $) / Tax Amount (Base $) / After Tax Amount (Base $) 
�  It is system automatic update fields. It converts the deal amount into base currency by using 

the exchange rate setup in header. 
�  You are not allowed to make changes to it. 
 

- Total Cost 
�  It is system automatic computation field. Formula is: (quantity x unit cost) + 0.05 
�  You are not allowed to make changes to it. 

 
Figure 2.1-4 Cash Sales Entry Screen – Detail 3 
 
System sum up the detail total of the document in base and deal currency for easy reference for data 
of Sales Total before Tax, Tax Amount, Sales Total after Tax and Total Cost. 
 
It also provides a quick check with your source document total. If the amount mismatch you may go 
back the detail to necessary amendment. 
 
System will stop new entry of cash sales record if stock balance (balance – temp invoice) is 
insufficient for the issuing. Message will be prompted to highlight the reason for not able to proceed. 
 

Buttons Functionality 
 
- Batch 

�  It is to create a new batch without having to close the existing batch manually. 
 

- OK button 
�  To save the batch and exit. 

 
- Next button 

�  To save the voucher and move on to the next voucher entry 
 

- Delete button 
�  To remove the whole voucher from the batch 

 
- Clear button 

�  To remove all information from the entry screen and start a new voucher entry 
 

- Delete Line button 
�  To remove an existing transaction by itemize basis 

 
- Close button 
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�  To exit from the function without saving. 
 

Method of locating product code and document organization 
 
For line type is ‘I’ you must pick a product code from the Stock Master Table. To do so you need to 
call up the selection list. Place the cursor in the box under heading Product Number and right click the 
mouse. The screen similar to the one attached below displayed. There are 5 functions provided in the 
list: 
 

 Functions Description 

1. Search Product No Locate for Stock Master Table Product 
2. Insert Row Insert new item in between two lines 
3. Remove Row Delete an item line from the document 
4. Move Up Move an item line up by one line at a time 
5. Move Down Move an item line down by one line at a time 

 

 
 Figure 2.1-5 Product Selection List Function Box 
 
Method of Define Product Selection List Configuration  
 
You may configure the production selection list to the structure you want to better suit your daily 
transaction operation requirement. 
 

 
Figure 2.1-6 Product Selection List Screen 
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There are 2 selection list formats developed to support user operational requirement. 
 
The defaults format is displayed all products in one listing. The detail field displays on the selection list 
are product code and the description. You my adds more useful data onto it for better decision making 
by activating the ‘Col Cfg’ button. ‘Col Cfg’ refers to columns configuration. The below attach screen 
displayed once the button was activated. 
 
There are additional 13 fields you can add on to the product selection list by placing a  besides the 
item. There are 2 fields highlight in purple are fixed by system, you cannot remove them from the list. 

You can relocate the position of the fields by using  and  buttons.  button is to 
move all selected fields together in line sequence as per the order shows on the screen.  
 
There are two methods of searching record, by First Part or by Include. 
  
By First Part is cater for when user know quite well of the product code or description to locate for the 
record �  the starting product characters. Example, input ‘BAG’ in searching column field, system will 
look through product code with starting characters of ‘BAG’. 
 
By Include is to cater for a wider range of searching scope. System would look for records that 
content with same input searching words. Example, input ‘SA’ in searching column field, system will 
look through product code having ‘SA’ characters. 
 
The searching field is not limited to product code only.  All fields showed in the listing can be used for 
records search. 
 
You can fix a sorting sequence with a specific field by placing the field in column 3. Activate the 
function by placing the  in ‘Sort column 3’ option and move the specific field to column 3. System 
would automatically sort records according to it each time the search form is called.  
 

 
Figure 2.1-7 Columns Configuration Screen 
 
The 2nd format is instead of showing all products by product code sequence in one long list, you may 
organize the list by showing product that belong to a product group at a time. The ‘Show Group Table’ 
button would activate the function. The similar screen attached below shows that there are two 
selection boxes. The one on the left show the full list of available product group setup in the Stock 
Master Group Table and the bigger box on the right show the product that belong to the selected 
product group.  
 
It will definitely cut short the product list and improve the accuracy and productivity for the operator. 
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Figure 2.1-8 Columns Configuration by Show Group Table screen 
 

2.2 EOD Update (End of Day) 
 
Each day end you should perform the function to end for the day cash sales and get stock master 
update to reflect the actual stock in-hand and cash sales customer account update with actual sales 
and receive for the day. 
 
System would not allow the batch to go through the update if there is insufficient stock level found. 
Reminder message will be displayed and request your action to update the stock in-hand prior to the 
update. 
All Cash Sales batches for the day is shows on the screen, you need to place the  in the box under 
the ‘Choose’ heading to indicate the batches you want to update. After the batch is successfully 
updated, it will be removed from here. 
 
Cash Sales �  EOD Update 

 
Figure 2.2-1 EOD Update Screen 
 
Once batches are updated, no further amendment is allowed this is to ensure no double updating of a 
batch. After the batch has been updated, system produces a batch edit for audit trail purpose.  The 
system will prompt you to print updated batch. A Batch Edit list is printed for all details entered in the 
batch. 
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To reprint the batch, you need to get it from the Account Receivable module. 
 
In actual fact, there are two batches updated simultaneously for one cash sales invoice batch. One is 
the Cash Sales Invoice and the other one is the Cash Sales Receipt Batch. Cash Sales Receipt batch 
is created by system automatically.  
 
The one printed after the batch update is the Cash Sales invoice batch. The Cash Sales Receipt edit 
list must get it from Account Receivable Module. 
 

 
 
 
Figure 2.2-2 Sample of Batch Edit List 
 
 

2.3 Cancel Invoice 
 
There is this invoice cancel option provided for user to choice the invoice that is invalid and need to be 
cancelled.  
 
Place the  in the box under the ‘Choose’ heading column beside the invoice, and follow by click on 
the [Cancel] button. The reconfirmation message box is prompted for your 2nd decision before 
process. If there is 3 invoices need to be cancelled, the reconfirmation message box will show for 3 
times with the selected invoice number attach. With answer of ‘Yes’ the invoice is cancelled 
immediately. 
 
Please handle the option with care. Once the invoice is cancelled, there is no recovery. 
 
Cash Sales �  Cancel Invoice 
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Figure 2.3 Cancel Invoice Screen 
 

 
Figure 2.3-2 Reconfirmation Message Box Screen 

 
2.4 Cancelled Invoice List 
 
To keep track of the cancelled invoices detail, here is the option to look for. It provides with cash sales 
invoice number, cash sales invoice date, batch number and amount. 
 
You may specify the range of records you want to analysis. By cash sales batch number, Cash Sales 
Invoice number, Customer or Cash Sales Invoice Date. 
 
System will provide the list according to your specification.  
 
Cash Sales �  Cancelled Invoice List 

 
Figure 2.4 Cash Sales Invoice Canceled List 
 



                                                                                                            Sales Order Processing Manual 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                 Page 38 of 134 
Version 3.00 
  

There is this [Setup] button whereby you need to input some printing parameter for the very first time 
running the option. Subsequently, system will base on the setup to print the layout and format 
accordingly. 
 
 
 
 
 
 
 
 
 
 

3.0 Sales Order  **** 
3.1 Sales Order Entry 
3.2 Order Print 
 
 
The printing parameter are: Report Title, Heading, Printing of Footer notes, Printer model, Page 
setup, margin and number of copies.  
 
The setup just needs to do it once. System will keep it until you come here to update them. 
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Chapter of 
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3.0 Sales Order  
 
Here is the place to maintain customer orders. The functions range from creation of customer order, 
maintain it, print it out, validate the order, close or hold it and finally purge it. 
 
In this chapter it guides you step by step on each and every options listed under Sales Order menu. 
 

 
Sales Order Menu 

 
3.1 Sales Order Entry 
 
Here is the option to create new sales order and maintain existing sales order records. There are 4 
data input screen to hold one sales order detail. Two headers, one detail and one sales order 
summary total screens.  
 
The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
Sales Order �  Sales Order Entry 

 
Figure 3.1-1 Sales Order Entry Screen – Header1 
 
The entries requirements and/or consequences of each field for Sales Order Header 1 
 
- Order No 

�  System auto assign the order number in running order. You may decide the starting number 
and the structure of it. The setup is done in system maintenance module.  

 
- Order Date 

�  System default the sales order system date into here. You may change it to suit your 
operation requirement. 
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- Order Type 

�  E8 supports two categories of sales order, Local and Oversea. Pick your choice using the  
pull down list beside the field. 

 
- Last Shipped Date 

�  It is a system auto update field. It gets updated when there is shipment taken place �  Good 
Issue Notes was prepared. 

�  It always shows the latest shipment date. Hence, if there is multiple shipment occur within one 
sales order, the last shipment date for the sales order would be shown here. 

 
- Customer No 

�  Direct keyboard input or use the  search button beside it to locate the customer code who 
place an order with you. 

 
- Billing To 

�  Once the customer code was selected, his address, contact and telephone number would be 
automatically pulls over. The data shown here is for your viewing only. 

 
- Delivery No, Delivery To 

�  System default the 1st delivery address record from the delivery table for the customer over 

here. You my change it by direct keyboard input or use the  search button beside the field 
to locate the wanted delivery address.  

 
- Required Date 

�  System default sales order date into here. You may change it to reflect the true date that the 
order is supposed to deliver to customer. 

 
- PO No 

�  If there is customer purchase order number available, input it here for future reference. 
 

- Salesman 

�  Direct keyboard input or use the  search button beside it to locate the salesman code who 
handle the order.  

�  There are a number of reports available in the system to help you analysis the sales through 
salesman. Hence, try to fill in the data and be accurate. 

 
- Description 

�  Input a summary narrative here to have a brief idea of the order for easy reference. 
 

- Held/ Deleted/ Close 
�  There are 3 status to reflect the current situation of a sales order. When the order was 

created it is always default as open. You could have put the order in hold, close or delete it 
according to your subsequent operational requirement. 

�  To delete an order you must use the [Delete] button provided on the option. The deletion is 
logical delete, hence, the record will remain here but with the  placed in the box beside the 
label ‘Deleted’ 

�  To close an order, there are two methods. System close when the order is fulfilled. Or 
manually close it by using the Close Order option. 

�  To held the order, place the  besides the ‘held’ label is all you need to do. 
 

- Partial Issue Allowed 
�  Order which customer allow to be delivered partially, place the  here. During good issuing 

system would not stop you when the issuing quantity is lesser than the order. 
 

- Over Issue Allowed 
�  Order which customer allow to be delivered more than order, place the  here. During good 

issuing system would not stop you from issuing items the quantity is more than the order 
placed. 
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Figure 3.1-2 Sales Order Entry Screen – Header2 
 
The entries requirements and/or consequences of each field for Sales Order Header 2 
 
- Analysis 1/2/3 

�  Sales order data subsequently will be integrated to General Ledger module. In General 
Ledger there are analysis reports provided to help you in analysis the information according to 
you analysis code input.  

 
- Payment Terms 

�  System default customer payment term setup from customer master over here. You may 
change it to suit your current operation requirement. 

 
- Commercial Terms 

�  It is useful especially for oversea order. Customer will specify the commercial terms and you 
just input it here.  

�  The common terms would be: FOB, CIF, C&F. 
 

- Dispatch By 
�  Specify the method of dispatch the order. It could be by vessel, by air, by train and others. 
 

- Approved By 
�  Indicate the person name who approve the sales order for easy reference and contact when 

there is query raise. 
 

- Territory 
�  Indicate the location of the order. 

 
- Quotation No 

�  If you have the quotation number for the order, just record it here for future reference. 
 

- Credit Terms 
�  System default customer credit terms setup from customer master over here. You may 

change it to suit your current operation need. 
 

- Tax Code / % 
�  System default customer tax category setup from customer master over here. The tax % 

taken from company table setup. You change it to suit your current operation need. 
 

- Deal Currency 
�  System default currency code from customer master setup over here. You are not allowed to 

make changes. 
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- Deal Rate 
�  System default currency rate from currency table setup over here. You may change it to suit 

your current operation requirement. 
 

- Exchange Different 
�  It is system update field. Not implement yet. 
 

- Remark 
�  Input the important and useful notes here for future reference. 

 

 
Figure 3.1-3 Sales Order Entry Screen – Detail 
 
The entries requirements and/or consequences of each field for Sales Order Detail 
 
- Line Type 

�  There are 4 categories of line type programmed to handle for daily sales order operation 
requirement. There are: 

Code Item Remarks 

I Stock Pick product from the stock master 
C Charge Charges incur in the sales. Example transportation  
F Free Text line to write important instruction and notes 
M Miscellaneous Product not kept by company stock master 

 
- Product Number 

�  If the line type selection is ‘I’ it belongs to your stock product code maintenance in the Stock 
Master Table.  

�  If the line type selection is ‘C’, ‘F’ or ‘M’ you can input any text outside the Stock Master 
Product code.  

 
- Description 

�  If the line type selection is ‘I’ the selected product description would be displayed here. You 
may make necessary changes to suit your operation requirement. 

�  If the line type selection is ‘C’,’F or ‘M’ it becomes an free text line for your manual input. 
 

- Require Date 
�  System default header1 require date over here. You may change it to suit your current 

operation. 
 

- Unit 
�  If line type selection is ‘I’ the selected product unit of measurement setup in the stock master 

table would be attached here. 
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�  If line type selection is ‘C’ or “M’ it would be blank. You may input the required text here. 
�  If line type selection is ‘F’ the field is blocked from manual input.  

 
- Quantity 

�  Input the sales quantity here for line type is ‘I’, ‘C’ or ‘M’. 
�  If line type selection is ‘F’ the field is blocked from manual input. 
 

- Unit Price 
�  Line type selection is ‘I’ the selected product unit price is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit price, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 

 
- Total  

�  It is a system automatic computation field.  
�  Formula is: (Quantity x unit Price) + 0.005 
 

- Unit Cost 
�  Line type selection is ‘I’ the selected product unit cost is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit cost, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 

- Discount% 
�  If the discount table was activated, percentage would base on the matrix table setup (Account 

Receivable + Product) to pick for.  
�  If discount table did not activated, percentage would base on Account Receivable Customer 

table setup to pick �  discount % is not blank. 
�  If discount table did not activated and Customer Master table discount% field is blank. System 

would pick the % from Stock Master table setup �  discount % is not blank. 
�  If all master table discount % did not setup and there is discount involve in the transaction, 

you need to manually input the discount % here.  
�  You may also change the displayed discount % here to suit your transaction operation 

requirement. 
 

- Discount Amount (Deal$) 
�  It is a system automatic computation field. Formula is: Total x discount % 
�  You may change it to suit your operation requirement. Example given a lump sum agreed 

instead of following the normal discount % calculation. System would base on the discount 
amount to derive the final net sales amount for the item. 

�  Notes that the value of discount computation is based on the transaction dealing currency.  
 

- Tax Code 
�  It is system default value taken from customer master setup. You may change it to suit your 

current transaction operation requirement by using the  pull down list button to locate the 
correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 

 
- Before Tax Amount (Deal $) 

�  It is system automatic computation field. Formula is: Total – Discount Amount.  
�  You are not allowed to make changes to it. 
 

- Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Before Tax Amount x Tax %.  
�  You are not allowed to make changes to it. 
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- After Tax Amount (Deal $) 

�  It is system automatic computation field. Formula is: Before Tax Amount + Tax Amount. 
�  You are not allowed to make changes to it. 
 

- Before Tax Amount (Base $) / Tax Amount (Base $) / After Tax Amount (Base $) 
�  It is system automatic update fields. It converts the deal amount into base currency by using 

the exchange rate setup in header. 
�  You are not allowed to make changes to it. 
 

- Total Cost 
�  It is system automatic computation field. Formula is: (quantity x unit cost) + 0.05 
�  You are not allowed to make changes to it. 

 
- Back Quantity 

�  During creation, the back quantity and issue quantity is the same. It will reduce automatically 
when there is good issue taken place.  

�  When the back quantity reach 0. It shows that the particular item had fully delivered. If you 
see a negative figure here, most likely the issue is more than order. 

 
At the bottom of the screen there is this Product information consist of Balance, Temp Invoice, On 
Order, Allocation and Available. It serves as a quick check and current status for a product.  
 

 Fields Remarks 

1. Balance Current quantity on hand in the stock control module for a product. 
2. Temp Invoice Product was issued in good issue document but the document has not yet 

update to register the issue. 
3. On Order Company had placed an purchase order for a product but not yet receive. 
4. Allocation Product has allocated to customer �  sales order raised. 
5. Available Actual quantity on hand for issue. There are 2 formula to compute it. 

 
Formula one: include on order 
Available = Balance + On order – (temp invoice + allocation) 
 
Formula two: not include on order 
Available = Balance – (temp invoice + allocation) 
 
Which formula to use is decided in Stock control module setup. 

 
 

 
Figure 3.1-4 Sales Order Entry Screen – Total 
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The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
Buttons Functionality 
 
- OK button 

�  To save the batch and exit. 
 

- Next button 
�  To save the voucher and move on to the next voucher entry 

 
- Clear button 

�  To remove all information from the entry screen and start a new voucher entry 
 

- Delete button 
�  To delete an existing sales order in logical matter. That is to say, the record is still remain in 

the database, the status of the record was indicated as ‘Delete’. 
 

- Print button 
�  To print a sales order document. Please refer to section 3.2 Order print for detail steps 

printing. 
 

- Close button 
�  To exit from the function without saving. 

 
Method of locating product code and document organization 
 
For line type is ‘I’ you must pick a product code from the Stock Master Table. To do so you need to 
call up the selection list. Place the cursor in the box under heading Product Number and right click the 
mouse. The screen similar to the one attached below displayed. There are 5 functions provided in the 
list: 
 

 Functions Description 

1. Search Product No Locate for Stock Master Table Product 
2. Insert Row Insert new item in between two lines 
3. Remove Row Delete an item line from the document 
4. Move Up Move an item line up by one line at a time 
5. Move Down Move an item line down by one line at a time 

 
Figure 3.1-5 Product Selection List Function Box 
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Method of Define Product Selection List Configuration 
 
You may configure the production selection list to the structure you want to better suit your daily 
transaction operation requirement. 
  
Please refer to section 2.1 Cash Sales Entry �  Method of Define Product Selection List configuration for detail 
steps of setting up. The method of configuration is the same. 
 

3.2 Order Print  
 
Here is the option to print out the sales order document. Specify your printing critical to narrow the 
scope of records printing by sales order type �  local or oversea, sales order number range, customer 
range or /and order date range. 
 
Sales Order  �  Order Print 

 
Figure 3.2 Order Print Selection Screen 
 
There is this [Setup] button whereby you need to input some printing parameter for the very first time 
running the option. Subsequently, system will base on the setup to print the layout and format 
accordingly. 
 
 
 

 
 
 
 
 
 
 
3.3 Change SO Order Entry 
3.4 Validate Order 
 
The printing parameter are: Report Title, Heading, Printing of Footer notes, Printer model, Page 
setup, margin and number of copies.  
 
The setup just needs to do it once. System will keep it until you come here to update them. 
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3.3 Change SO Order Quantity 
 
Once a sales order was closed or shipment was started, no further maintenance to the sales order is 
allowed. However, due to operational requirement and with special cases raised, E8 provides a more 
flexible but with proper control on changing the sales order quantity for a sales order after it was 
closed or delivery was started.  
 
The only field open for editing is the ‘New Order Qty’ background with yellow. The New Order Qty 
figure was defaulted from Order Qty field. The quantity edited must be greater than the Order Qty.  
 
Click on the [Save] key to register your changes. System will update the Order Qty with the same 
figure as the New Order Qty and the Back Order Qty would be increase with the additional quantity. 
 
To abundant the changes, click on the [Reset] button. However, the [Reset] button only work if the 
[Save] button was not activated prior than [Reset] button. 
 
To view the full detail of a sales order, select the wanted SO record and click on the [Detail] button. 
 
Sales Order �  Change SO Order Quantity 

 
Figure 3.3 Change SO Order Quantity Screen 
 
Only closed and open but with delivered sales order would be available in the option. Open and 
without deliver sale order maintenance should use the Sales Order Entry option. 
 
Specify the records range by Sales Order Number range, Customer range, Sales Order Date range or 
Customer PO number range. Further than that, you can have only closed, open but with delivered 
sales order or both to be included in the selection list.  
 
After define your selection criteria, click on the [Search] button. Records that fulfill the criteria will be 
displayed on the right top box. Place the cursor on the record and its details will be displayed on the 
bottom box. It is now ready for the edition. 
 
Notes that, sales order with close status, after the edition of the Order Quantity the status remain as 
‘Closed’. To re-open it you must do it manually by using the ‘Close Order’ option. The steps of re-open 
it is discussed in section 3.6 Close Order. 
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3.4 Validate Order 
 
The function auto held, un-held or close the sales order record when the condition fulfilled. There are 
varies options provided in the option for user to specify the range of sales order records to under go 
the global checking flow. 
The checking condition is setup by user. The option to setup the condition is in the parameter table �  
Credit Limit and Credit Terms. 
 
The checked result is shown in the result box below.  
 
Sales Order auto close condition: 
a. All items in a sales order record its Back Order Quantity is equal to zero.  
b. Normally, system will automatically close a sales order during shipment time. However, user can 

manually re-open it for some reason. Hence, by running this option system would close them for 
you. 

 
Sales Order auto held condition: 
a. System check for customer current credit limit against his current outstanding balance and credit 

terms against outstanding due invoices. If it is exceeded the limit and terms the sales order status 
would updated from open to held.  

b. Likewise, customer current limit and credit terms do not exceed the guideline, held sales order 
would get open again. 

 
Sales Order �  Validate Order 

 
Figure 3.4 Validate Sales Order Screen 
 
 

3.5  Hold Order 
 
Besides the auto sales order holding user can manually hold the sales order too by using this option. 
There are varies options provided in the option for user to specify the range of sales order records to 
under go the process.  
 

By default system include both held and open sales order records into the list . You 

may pick your choice to exclude those already held  or only interested on those were held 

.  
 
Sales Order �  Hold Order 
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Figure 3.5-1 Hold Order Selection Screen1 
 
After define your criteria click on the [OK] button and the action screen (figure 3.5-2) is displayed. 
More detail of the sales order is shown here. 
 
The 2nd column showing the current status of the sales order and the 1st column is for you to place the 
tick to indicate your choice.  
 
To hold the sales order record, click on the [Hold] button after record indication completed. System 
will on-line update the held status to ‘Yes’. 
 
Similarly to re-open the sales order record, uses the [UnHold] button. 
 

 
Figure 3.5-2 Hold Order Selection Screen2 
 

3.6 Close Order 
 
Besides the auto sales order closing user can manually close the sales order too by using this option. 
There are varies options provided in the option for user to specify the range of sales order records to 
under go the process.  
 

By default system include both close and open sales order records into the list . You 

may pick your choice to exclude those already held  or only interested on those were 

held . 
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Sales Order �  Close Order 

 
Figure 3.6-1 Close Order Selection Screen1 
 
After define your criteria click on the [OK] button and the action screen (figure 3.6-2) is displayed. 
More detail of the sales order is shown here. 
 
The 2nd column showing the current status of the sales order and the 1st column is for you to place the 
tick to indicate your choice.  
 
To close the sales order record, click on the [Close] button after record indication completed. System 
will on-line update the Close status to ‘Yes’. 
 
Similarly to re-open the sales order record, uses the [UnClose] button. 
 

 
Figure 3.6-2 Close Order Selection Screen2 
 

 
3.7 SO Current �  History 
 
As time go by, sales order records keep on growing within the database. It would slow down the 
searching process. Hence, in order to maintain good performance for the daily operation, we 
introduce the function to transfer closed sales order records into the history table. 
 
There are varies options provided in the option for user to specify the range of sales order records to 
under go the transfer process. 
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Sales Order �  SO current to History 

 
Figure 3.7-1 SO current �  History Selection Screen1 
 
After define your criteria click on the [OK] button and the action screen (figure 3.7-2) is displayed. 
More detail of the sales order is shown here. 
 
The 1st column is for you to place the tick to indicate your choice. [Current �  Hist] button to perform 
the transfer. 
 
Sales Order must fulfill the following condition would than be qualified for the transfer: 

1. The Sale Order record status must be closed and 

2. The closed Sales Order is not in current month document. 

3. If closed sales order attach with GIN. GIN must not be current month document. 

4. If the close sales order’s GIN attach with invoice. Invoice must not be current month 
document. 

 
 

 
Figure 3.7-2 SO current �  History Selection Screen2 
 

3.8 SO History �  Current 
 
Sales order records that were transferred to history table, can no longer edit them. However, special 
operational requirement could have surface to re-open the old sales order that closed and transferred 
to history table some time back. Here is the option to cater for the need. 
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There are varies options provided in the option for user to specify the range of sales order records to 
under go the transfer process. 
 
Sales Order �  SO History to Current  

 
Figure 3.8-1 SO History �  Current Selection Screen1 
 
After define your criteria click on the [OK] button and the action screen (figure 3.8-2) is displayed. 
More detail of the sales order is shown here. 
 
The 1st column is for you to place the tick to indicate your choice. [Hist �  Current] button to perform 
the transfer.   

 
Figure 3.8-2 SO History �  Current Selection Screen2 
 
 

3.9 Purge Close Order 
 
There is time to do housekeeping to tidy up and make room for new transactions. There are varies 
options provided in the option for user to specify the range of sales order records to under go the 
purging process.  
 
System impost the control to ensure records belong to previous year, is than allowed to get purge 
from the database.  
 
Please handle it with care, as once the records were deleted there is no recovery. Hence, you are 
recommended to do backup before it. 
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Sales Order �  Purge Close Order 

 
Figure 3.9-1 Purge Close Order Selection Screen 
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Chapter of 

 

                                     Good Issue Notes Entry 
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4.0 Good Issuing Note (GIN) 
 
Here is the menu that contents the functions on good issuing with or without sales order. The data 
flow goes begin with creating good issue notes �  print it out �  confirm it �  update it. 
 
To tidy up the current good issuing table you may transfer those has completed data flow good issue 
note document into history table.  
 

 
Good Issuing Notes (GIN) Menu 
 
 

4.1 GIN Entry 
 
Here is the option to create new good issuing notes and maintain existing records. There are 4 data 
input screen to hold one good issuing notes detail. Two headers, one detail and one good issuing 
notes summary total screens.  
 
The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
GIN �  GIN Entry 

 
Figure 4.1-1 GIN Entry Screen – Header 1 
 
The entries requirements and/or consequences of each field for GIN Header 1 
 
- Document No 

�  System auto assign the GIN number in running order. You may decide the starting number 
and the structure of it. The setup is done in system maintenance module.  

 
- Document Date 

�  System default the sales order system date into here. You may change it to suit your 
operation requirement. 

 
- Sales Order No 
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�  If the GIN detail comes from a Sales Order, attach the Sales Order number here. Most of the 
Sales Order detail will be pull over. 

�  Data pull over are: Customer code, Billing address, Delivery address, Description, Salesman, 
Territory, Analysis1/2/3, Quotation, PO number, Dispatch by, Credit Terms, Payment Terms, 
Commercial Terms, Currency & Exchange Rate, Tax Category & Rate and Product details. 

 
- Customer No 

�  Direct keyboard input or use the  search button beside it to locate the customer code who 
place an order with you. 

�  If GIN attached with a Sales Order than the data is pulled from Sales Order. No entry is 
needed. 

 
- Billing To 

�  Once the customer code was selected, his address, contact and telephone number would be 
automatically pulls over. The data shown here is for your viewing only. 

�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Delivery To 
�  System default the 1st delivery address record from the delivery table for the customer over 

here. You may change it by direct keyboard input or uses the  search button beside the 
field to locate the wanted delivery address.  

�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself.  
 

- GL Control Account / GL Tax Account / GL Sales Analysis Account 
�  System default Customer Master setup over here. You may change it to suit your current 

operational requirement. 
 

- Tax Code  
�  It is system default value taken from customer master setup or from the attached Sales Order 

record. You may change it to suit your current transaction operation requirement by using the 

 pull down list button to locate the correct tax category code. 
 

- Tax % 
�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 
 

- Invoice Date, Invoice Number 
�  At this stage, the information is not available yet. Hence, you will notice that the fields were 

gray off. Ignore it for the time being. 
 

- Salesman 

�  Direct keyboard input or use the  search button beside it to locate the salesman code who 
handle the order.  

�  There are a number of reports available in the system to help you analysis the sales through 
salesman. Hence, try to fill in the data and be accurate. 

�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Description 
�  Input a summary narrative here to have a brief idea of the GIN for easy reference. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
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Figure 4.1-2 GIN Entry Screen – Header 2 
 
The entries requirements and/or consequences of each field for GIN Header 2 
 
- Territory 

�  Indicate the location of the GIN. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 

 
- Analysis 1/2/3 

�  Sales order data subsequently will be integrated to General Ledger module. In General 
Ledger there are analysis reports provided to help you in analysis the information according to 
you analysis code input.  

 
- Quotation No / PO No 

�  If you have the quotation number or Purchase Order number for the order, just record them 
here for future reference. 

�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Dispatch By 
�  Specify the method of dispatching the goods. It could be by vessel, by air, by train and others 

media. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Credit Terms / Due Date 
�  System default customer credit terms setup from customer master over here. You may 

change it to suit your current operation need. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
�  Base on the credit terms system would automatically compute the due date for the 

transaction. 
�  Example, GIN date is 01/02/2004, Credit terms is 30days. Due date would be 02/03/2004. 
 

- Reference 1 / 2 / 3 
�  You may assign the specify usage for each of them. The assignment is done in the Parameter 

Table.  
�  Example, Reference 1 for Sales Order Number, Reference 2 for Delivery Order Number and 

Reference 3 for Purchase Order Number. System will default the reference value into the 
respective fields accordingly. Example Sales Order and Purchase Order reference would be 
extracted from the Sales Order document. 

�  You may also open them freely for manual input.  
 

- Qc By / Qc Reference 
�  Before the dispatch some form of quality control need to be carried out to ensure the good are 

in good order and so for. Input the person in-charge of it for easy tracking and reference. 
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�  If there is Qc reference assigned, please input here. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Payment Terms 
�  System default customer payment term setup from customer master over here. You may 

change it to suit your current operation requirement. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Commercial Terms 
�  It is useful especially for oversea order. Customer will specify the commercial terms and you 

just input it here.  
�  The common terms would be: FOB, CIF, C&F. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Age 
�  Default age is 0 --> current. You may change it to suit your current operational requirement. 
 

- Deal Currency 
�  System default currency code from customer master setup over here. You are not allowed to 

make changes. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Deal Rate 
�  System default currency rate from currency table setup over here. You may change it to suit 

your current operation requirement. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 
 

- Remark 
�  Input the important and useful notes here for future reference. 
�  If GIN attached with a Sales Order than the data is pulled from Sales Order itself. 

 

 
Figure 4.1-3 GIN Entry Screen – Detail 
 

The entries requirements and/or consequences of each field for GIN Detail 
 
- Line Type 

�  There are 4 categories of line type programmed to handle for daily GIN operation 
requirement. There are: 

Code Item Remarks 

I Stock Pick product from the stock master 
C Charge Charges incur in the sales. Example transportation  
F Free Text line to write important instruction and notes 
M Miscellaneous Product not kept by company stock master 
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- Product Number 
�  If the line type selection is ‘I’ it belongs to your stock product code maintenance in the Stock 

Master Table.  
�  If the line type selection is ‘C’, ‘F’ or ‘M’ you can input any text outside the Stock Master 

Product code.  
 

- Description 
�  If the line type selection is ‘I’ the selected product description would be displayed here. You 

may make necessary changes to suit your operation requirement. 
�  If the line type selection is ‘C’,’F or ‘M’ it becomes an free text line for your manual input. 
 

- Unit 
�  If line type selection is ‘I’ the selected product unit of measurement setup in the stock master 

table would be attached here. 
�  If line type selection is ‘C’ or “M’ it would be blank. You may input the required text here. 
�  If line type selection is ‘F’ the field is blocked from manual input.  

 
- Quantity 

�  Input the sales quantity here for line type is ‘I’, ‘C’ or ‘M’. 
�  If line type selection is ‘F’ the field is blocked from manual input. 
 

- Unit Price 
�  Line type selection is ‘I’ the selected product unit price is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit price, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 

 
- Total  

�  It is a system automatic computation field.  
�  Formula is: (Quantity x unit Price) + 0.005 
 

- Unit Cost 
�  Line type selection is ‘I’ the selected product unit cost is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit cost, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 

- Discount% 
�  If the discount table was activated, percentage would base on the matrix table setup (Account 

Receivable + Product) to pick for.  
�  If discount table did not activated, percentage would base on Account Receivable Customer 

table setup to pick �  discount % is not blank. 
�  If discount table did not activated and Customer Master table discount% field is blank. System 

would pick the % from Stock Master table setup �  discount % is not blank. 
�  If all master table discount % did not setup and there is discount involve in the transaction, 

you need to manually input the discount % here.  
�  You may also change the displayed discount % here to suit your transaction operation 

requirement. 
 

- Discount Amount (Deal$) 
�  It is a system automatic computation field. Formula is: Total x discount % 
�  You may change it to suit your operation requirement. Example given a lump sum agreed 

instead of following the normal discount % calculation. System would base on the discount 
amount to derive the final net sales amount for the item. 

�  Notes that the value of discount computation is based on the transaction dealing currency.  
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- Tax Code 
�  It is system default value taken from customer master setup. You may change it to suit your 

current transaction operation requirement by using the  pull down list button to locate the 
correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 

 
- Account Number 

�  It is the sales account default from header 1 GL analysis field for line type is ‘I’. 
�  For line type is ‘C’ the default account number taken from Parameter’s GL Account Charge 

field. 
�  For line type is ‘M’ the default account number taken from Parameter’s GL Account 

Miscellaneous field. 
�  You may change them to suit your current operational requirement by right click the mouse 

and call out the account number selection screen. 
 

- Before Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Total – Discount Amount.  
�  You are not allowed to make changes to it. 
 

- Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Before Tax Amount x Tax %.  
�  You are not allowed to make changes to it. 

 
- After Tax Amount (Deal $) 

�  It is system automatic computation field. Formula is: Before Tax Amount + Tax Amount. 
�  You are not allowed to make changes to it. 
 

- Before Tax Amount (Base $) / Tax Amount (Base $) / After Tax Amount (Base $) 
�  It is system automatic update fields. It converts the deal amount into base currency by using 

the exchange rate setup in header. 
�  You are not allowed to make changes to it. 
 

- Total Cost 
�  It is system automatic computation field. Formula is: (quantity x unit cost) + 0.05 
�  You are not allowed to make changes to it. 

 
 

 
Figure 4.1-4 GIN Entry Screen – Total 
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The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
Buttons Functionality 
 
- OK button 

�  To save the batch and exit. 
 

- Next button 
�  To save the voucher and move on to the next voucher entry 

 
- Clear button 

�  To remove all information from the entry screen and start a new voucher entry 
 

- Delete button 
�  To delete an existing sales order in logical matter. That is to say, the record is still remain in 

the database, the status of the record was indicated as ‘Delete’. 
 

- Print button 
�  To print a GIN document. Please refer to section 4.2 GIN print for detail steps printing. 

 
- Close button 

�  To exit from the function without saving. 
 
Method of locating product code and document organization 
 
For line type is ‘I’ you must pick a product code from the Stock Master Table. To do so you need to 
call up the selection list. Place the cursor in the box under heading Product Number and right click the 
mouse. The screen similar to the one attached below displayed. There are 6 functions provided in the 
list: 
 

 Functions Description 

1. Search Product No Locate for Stock Master Table Product 
2. Insert Row Insert new item in between two lines 
3. Remove Row Delete an item line from the document 
4. Move Up Move an item line up by one line at a time 
5. Move Down Move an item line down by one line at a time 
6. Copy Detail Copy additional item from the same  Sale Order Record 

 

 
Figure 4.1-5 Product Selection List Function Box 
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Method of Define Product Selection List Configuration 
 
You may configure the production selection list to the structure you want to better suit your daily 
transaction operation requirement. 
  
Please refer to section 2.1 Cash Sales Entry �  Method of Define Product Selection List configuration for detail 
steps of setting up. The method of configuration is the same. 
 
 

4.2 GIN Print 
 
Here is the option to print out the GIN document. Specify your printing critical to narrow the scope of 
records printing by sales order Number, GIN Number, customer range and Invoice date range if GIN‘s 
invoice was issued. 
 
You may print the back order quantity on the document too by placing the  beside the ‘Print Back 
Order’ label. 
 
To print posted GIN records (updated and no further changes is allowed), just place the  besides 
the ‘Include Updated Document’ label. By default, system excludes them from the printing. 
 
E8 SOP module support 2 pre-printed GIN formats. You may just try it out to see the format. If it suits 
your operational form you may get your printer to design the form accordingly. 
 
For non pre-printed format, you have more choose to decide what to print and not to print on the 
document. They are, Price of product, Base Currency amount for multi currency version, Remarks 
and Print the wording ‘Draft’ or ‘Copy’ on the document. 
 
GIN �  GIN Print 

 
Figure 4.2 GIN Print Selection Screen 
 
 
There is this [Setup] button whereby you need to input some printing parameter for the very first time 
running the option. Subsequently, system will base on the setup to print the layout and format 
accordingly. 
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4.3 GIN Confirm 
4.4 Batch Update 
4.5 GIN Current �  History 
4.6 GIN History �  Current 
 
5.0 Invoices 
5.1 Invoice Entry 
5.2 Invoice Print 
5.3 Batch Update 
 
6.0 Good Returning Note (GCN) 
 
The printing parameter are: Report Title, Heading, Printing of Footer notes, Printer model, Page 
setup, margin and number of copies.  
 
The setup just needs to do it once. System will keep it until you come here to update them. 
 

4.3 GIN Confirm   
 
Before a GIN can be updated it must be confirmed. Once a GIN is confirmed no further editing is 
allowed. System is flexible to allow confirmation prior to document printing. It also allowed confirmed 
document to re-open before it was updated.  
 
The confirm status is on-line updated to ‘Yes’ when selection was made and the [Confirm] button was 
activated and vice versa. 
 
GIN �  GIN Confirm 

 
Figure 4.3 GIN Confirm Selection Screen 

 
4.4 Batch Update 
 
Here is the option to update confirmed GIN document. Before the update you may view the items to 
be updated by using the [List] button.  
 
GIN �  Batch Update 
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Figure 4.4-1 Batch update Screen 
 
The document type was pre-set in Parameter Table. It is displayed here for your information only. 
Same for the current period to keep you inform which period of data is updated to. 
 
To start the updating activates the [Update] button. The updating progression bar is displayed and 
upon update completion system will prompt message to print out the batch edit list. Choose ‘Yes’ to 
continue the batch edit print and the similar screen below is displayed.  
 

 
Figure 4.4-2 Batch Edit List Print Screen 
 
GIN update Stock Resource module only. Stock issuing batch list is created automatically to register 
the good issue. If you want to print the edit list at the later stage or to get additional copies after the 
printing option was closed, you may go to Stock Resource module to get it.  
 
How Vary functions in SOP affect Stock Master data movement: 
 

Functions 
 

Increase Decrease 

Sales Order Creation Allocation  
 

Available  
 

GIN creation Temp Invoice Qty Allocation 
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GIN update Qty sold MTD/YTD 
Value Sold MTD/YTD (Before Tax value) 
Cost of Sales MTD/YTD 
Profit / Profit Margin MTD/YTD (value sold – 
cost of sales) 
Last Issue Date 
 

Temp Invoice Qty 
Balance Qty 
Balance@Cost 
 

 
 

4.5 GIN Current �  History 
 
As time go by, GIN records keep on growing within the database. It would slow down the searching 
process. Hence, in order to maintain good performance for the daily operation, we introduce the 
function to transfer updated GIN records into the history table. 
 
There are varies options provided in the option for user to specify the range of GIN records to under 
go the transfer process. 
 
GIN �  GIN Current to History 

 
Figure 4.5-1 GIN Current --> History Selection Screen1 
 
After define your criteria click on the [OK] button and the action screen (figure 4.5-2) is displayed. 
More detail of the GIN is shown here. 
 
The 1st column is for you to place the tick to indicate your choice. [Current �  Hist] button to perform 
the transfer. 
 
GIN must fulfill the following condition would than be qualified for the transfer: 

1. The GIN record status must be confirmed and 

2. The confirmed GIN is not in current month document. 

3. If confirmed GIN attach with Invoice. Invoice must not be current month document. 

4. If the confirmed GIN attach with GCN. GCN must not be current month document. 
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Figure 4.5-2 GIN Current --> History Selection Screen2 
 

4.6 History �  Current GIN 
 
GIN records that were transferred to history table, can no longer edit them. However, special 
operational requirement could have surface to re-open the old GIN that transferred to history table 
some time back. Here is the option to cater for the need. 
 
There are varies options provided in the option for user to specify the range of GIN records to under 
go the transfer process. 
 
GIN �  History to Current GIN 

 
Figure 4.6-1 History --> current GIN Selection Screen1 

 
After define your criteria click on the [OK] button and the action screen (figure 4.6-2) is displayed. 
More detail of the sales order is shown here. 
 
The 1st column is for you to place the tick to indicate your choice. [Hist �  Current] button to perform 
the transfer.   
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Figure 4.6-2 History --> current GIN Selection Screen2 
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Chapter of 
 

                                                        Invoice Entry 
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5.0 Invoice   
 
With GIN document prepared it is ready to generate the invoices to bill your customer for payment. 
There are 3 functions you need to cover to complete the cycle.  
 
Firstly, create the invoice �  Invoice Entry. Next Print it out and send to your customer �  Invoice 
Print. Lastly, update them into the customer account (Account Receivable module) for further sales 
and collection analysis. 
 

 
Invoice Menu 
 
 

5.1 Invoice Entry 
 
Here is the option to create and maintain invoices. System defaulted the invoice document code and 
current period for your confirmation. You may input future period invoices by updating the Period # 

using the  pull down function button beside the ‘Period #’ option to pick for the wanted period from 
the list. This could happen when last period month end is not yet close and invoices are going on in 
the current month. 
 
[New] button is for creating new batches. Each batch hold a unique running number assigned by 
system automatically. One batch can have one transaction or multiple transactions. You are advised 
to keep the batch in reasonable sizes for easy checking.  
 
Batches that not yet updated are listed in the box on the left. You may edit it or add new records to it. 
To open the batch just double click on the wanted batch number and the entry screen is displayed. 
You may write simple notes in the remarks memo text provided that attach for each batch for easy 
identification. Example, Bags it tells that the invoice batch transactions related to bags sales. 
 
The new batch number you are going to create is displayed below for your reference. You are well 
inform before hand the batch number will be assigned to the batch you are going to create. There are 
in running sequence if in between there is no other category of batch created. Other batch refers to 
cash sales and credit notes.  
 
Invoice �  Invoice Entry 

 
Figure 5.1-1 Invoice Batch Entry Selection Screen 
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Figure 5.1-2 Invoice Batch Entry Screen – Header1 
 
The entries requirements and/or consequences of each field for Invoice Header 1 
 
- Document No 

�  System auto assign the Invoice number in running order. You may decide the starting number 
and the structure of it. The setup is done in system maintenance module.  

�  Invoice number can be manual assigned too. Do the setup in SOP Parameter Table. System 
would reserve the field ‘Reference’ for you to input the manual invoice number.  

�  There are 3 reference fields provided on Header 2 tag. System would reserve the one 
according to your Parameter Table setup as manual invoice number field. 

 
- Document Date 

�  System default the sales order system date into here. You may change it to suit your 
operation requirement. 

 
- GIN No 

�  If the Invoice detail comes from a GIN, attach the GIN number here. Most of the GIN detail 
will be pull over. 

�  Data pull over are: Customer code, Billing address, Delivery address, Description, Salesman, 
Territory, Analysis1/2/3, Quotation, PO number, Dispatch by, Credit Terms, Payment Terms, 
Commercial Terms, Currency & Exchange Rate, Tax Category & Rate and Product details. 

 
- Customer No 

�  Direct keyboard input or use the  search button beside it to locate the customer code who 
place an order with you. 

�  If Invoice attached with a GIN document than the data is pulled from GIN. No entry is needed. 
 

- Billing To 
�  Once the customer code was selected, his address, contact and telephone number would be 

automatically pulls over. The data shown here is for your viewing only. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Delivery To 
�  System default the 1st delivery address record from the delivery table for the customer over 

here. You may change it by direct keyboard input or uses the  search button beside the 
field to locate the wanted delivery address.  

�  If Invoice attached with a GIN document than the data is pulled from GIN itself.  
 

- GL Control Account / GL Tax Account / GL Sales Analysis Account 
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�  System default Customer Master setup over here. You may change it to suit your current 
operational requirement. 

�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Tax Code  
�  It is system default value taken from customer master setup or from the attached GIN record. 

You may change it to suit your current transaction operation requirement by using the  pull 
down list button to locate the correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 
 

- Salesman 

�  Direct keyboard input or use the  search button beside it to locate the salesman code who 
handle the order.  

�  There are a number of reports available in the system to help you analysis the sales through 
salesman. Hence, try to fill in the data and be accurate. 

�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Description 
�  Input a summary narrative here to have a brief idea of the GIN for easy reference. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 

 

 
Figure 5.1-3 Invoice Batch Entry Screen – Header2 
 
The entries requirements and/or consequences of each field for Invoice Header 2 
 
- Territory 

�  Indicate the location of the customer. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 

 
- Analysis 1/2/3 

�  Invoice data subsequently will be integrated to General Ledger module. In General Ledger 
there are analysis reports provided to help you in analysis the information according to you 
analysis code input.  

�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Quotation No / PO No 
�  If you have the quotation number or Purchase Order number for the order, just record them 

here for future reference. 
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�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Dispatch By 
�  Specify the method of dispatching the goods. It could be by vessel, by air, by train and others 

media. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Credit Terms / Due Date 
�  System default customer credit terms setup from customer master over here. You may 

change it to suit your current operation need. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
�  Base on the credit terms system would automatically compute the due date for the 

transaction. 
�  Example, GIN date is 01/02/2004, Credit terms is 30days. Due date would be 02/03/2004. 
 

- Reference 1 / 2 / 3 
�  You may assign the specify usage for each of them. The assignment is done in the Parameter 

Table.  
�  Example, Reference 1 for Sales Order Number, Reference 2 for Delivery Order Number and 

Reference 3 for Purchase Order Number. System will default the reference value into the 
respective fields accordingly. Example Sales Order and Purchase Order reference would be 
extracted from the Sales Order document. 

�  You may also open them freely for manual input.  
 

- Qc By / Qc Reference 
�  Before the dispatch some form of quality control need to be carried out to ensure the good are 

in good order and so for. Input the person in-charge of it for easy tracking and reference. 
�  If there is Qc reference assigned, please input here. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Payment Terms 
�  System default customer payment term setup from customer master over here. You may 

change it to suit your current operation requirement. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Commercial Terms 
�  It is useful especially for oversea order. Customer will specify the commercial terms and you 

just input it here.  
�  The common terms would be: FOB, CIF, C&F. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Age 
�  Default age is 0 --> current. You may change it to suit your current operational requirement. 
 

- Deal Currency 
�  System default currency code from customer master setup over here. You are not allowed to 

make changes. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Deal Rate 
�  System default currency rate from currency table setup over here. You may change it to suit 

your current operation requirement. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
 

- Remark 
�  Input the important and useful notes here for future reference. 
�  If Invoice attached with a GIN document than the data is pulled from GIN itself. 
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Figure 5.1-4 Invoice Batch Entry Screen – Detail 
 
The entries requirements and/or consequences of each field for Invoice Detail 
 
- Line Type 

�  There are 5 categories of line type programmed to handle for daily invoice operation 
requirement. There are: 

Code Item Remarks 

I Stock Pick product from the stock master 
C Charge Charges incur in the sales. Example transportation  
F Free Text line to write important instruction and notes 
M Miscellaneous Product not kept by company stock master 
L Lump Sum Give lump sum discount for a invoice 

 
Notes: item ‘I’ is not available here. Line item that attach with ‘I’ was imported from GIN record. 
 
- Product Number 

�  If the line type selection is ‘C’, ‘F’ or ‘M’ you can input any text outside the Stock Master 
Product code.  

�  If the line type selection is ‘L’, system would default ‘Lump sum’ narrative into product and 
description fields. You must input the discount amount into discount amount field. 

 
- Description 

�  If the line type selection is ‘L’ system default narrative into here. You may make necessary 
changes to suit your operation requirement. 

�  If the line type selection is ‘C’,’F or ‘M’ it becomes a free text line for your manual input. 
 

- Unit 
�  If line type selection is ‘I’ the selected product unit of measurement setup in the stock master 

table would be attached here. 
�  If line type selection is ‘C’ or “M’ it would be blank. You may input the required text here. 
�  If line type selection is ‘F’ the field is blocked from manual input.  

 
- Quantity 

�  Input the sales quantity here for line type is ‘I’, ‘C’ or ‘M’. 
�  If line type selection is ‘F’ the field is blocked from manual input. 
 

- Unit Price 
�  Line type selection is ‘I’ the selected product unit price is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit price, as the product is not 

maintenance by E8 database. 
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�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 
- Total  

�  It is a system automatic computation field.  
�  Formula is: (Quantity x unit Price) + 0.005 
 

- Unit Cost 
�  Line type selection is ‘I’ the selected product unit cost is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit cost, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 

- Discount% 
�  If the discount table was activated, percentage would base on the matrix table setup (Account 

Receivable + Product) to pick for.  
�  If discount table did not activated, percentage would base on Account Receivable Customer 

table setup to pick �  discount % is not blank. 
�  If discount table did not activated and Customer Master table discount% field is blank. System 

would pick the % from Stock Master table setup �  discount % is not blank. 
�  If all master table discount % did not setup and there is discount involve in the transaction, 

you need to manually input the discount % here.  
�  You may also change the displayed discount % here to suit your transaction operation 

requirement. 
 

- Discount Amount (Deal$) 
�  It is a system automatic computation field. Formula is: Total x discount % 
�  You may change it to suit your operation requirement. Example given a lump sum agreed 

instead of following the normal discount % calculation. System would base on the discount 
amount to derive the final net sales amount for the item. 

�  Notes that the value of discount computation is based on the transaction dealing currency.  
 

- Tax Code 
�  It is system default value taken from customer master setup. You may change it to suit your 

current transaction operation requirement by using the  pull down list button to locate the 
correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 

 
- Account Number 

�  It is the sales account default from header 1 GL analysis field for line type is ‘I’. 
�  For line type is ‘C’ the default account number taken from Parameter’s GL Account Charge 

field. 
�  For line type is ‘M’ the default account number taken from Parameter’s GL Account 

Miscellaneous field. 
�  You may change them to suit your current operational requirement by right click the mouse 

and call out the account number selection screen. 
 

- Before Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Total – Discount Amount.  
�  You are not allowed to make changes to it. 
 

- Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Before Tax Amount x Tax %.  
�  You are not allowed to make changes to it. 

 
- After Tax Amount (Deal $) 

�  It is system automatic computation field. Formula is: Before Tax Amount + Tax Amount. 
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�  You are not allowed to make changes to it. 
 

- Before Tax Amount (Base $) / Tax Amount (Base $) / After Tax Amount (Base $) 
�  It is system automatic update fields. It converts the deal amount into base currency by using 

the exchange rate setup in header. 
�  You are not allowed to make changes to it. 
 

- Total Cost 
�  It is system automatic computation field. Formula is: (quantity x unit cost) + 0.05 
�  You are not allowed to make changes to it. 

 
Notes: Detail pull from GIN cannot be changed here. 
 
Multiples GIN In One Invoice 
 
You may bill multiples GIN into one invoice. Beside the field GIN NO located on the right top corner to 
pick for the first GIN, in the Detail tag there is a button place on the left top corner, [Copy GIN], to pick 
for more GIN into the same invoice. The GIN selection screen shows all GIN records belong to the 
same customer. Those GIN records were picked is attached with the  besides the record.  
 
Choose other un-tick records and the details will be added below the invoice detail. 
 

  
Figure 5.1-5 Invoice Batch Entry Screen – Add multiples GIN into invoice selection screen 
 

 
Figure 5.1-6 Invoice Batch Entry Screen – Total 
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The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
Buttons Functionality 
 
- Batch 

�  It is to create a new batch without having to close the existing batch manually. 
 
- OK button 

�  To save the batch and exit. 
 

- Next button 
�  To save the voucher and move on to the next voucher entry 

 
- Clear button 

�  To remove all information from the entry screen and start a new voucher entry 
 

- Delete button 
�  To delete an existing sales order in logical matter. That is to say, the record is still remain in 

the database, the status of the record was indicated as ‘Delete’. 
 

- Print button 
�  To print an invoice document. Please refer to section 5.2 Invoice print for detail steps printing. 

 
- Close button 

�  To exit from the function without saving. 
 

5.2 Invoice Print 
 
Here is the option to print out the Invoice document. Specify your printing critical to narrow the scope 
of records printing by Period, Batch Number, Invoice Number, customer range and Invoice date 
range. 
 
You may print the back order quantity on the document too by placing the  beside the ‘Print Back 
Order’ label. 
 
To print posted Invoice records (updated and no further changes is allowed), just place the  
besides the ‘Include Updated Document’ label. By default, system excludes them from the printing. 
 
E8 SOP module support 3 pre-printed Invoice formats. You may just try it out to see the format. If it 
suits your operational form you may get your printer to design the form accordingly. 
 
For non pre-printed format, you have more choose to decide what to print and not to print on the 
document. They are, Price of product, Base Currency amount for multi currency version, Remarks 
and Print the wording ‘Draft’ or ‘Copy’ on the document. 
 
Invoice �  Invoice Print 



                                                                                                            Sales Order Processing Manual 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                 Page 78 of 134 
Version 3.00 
  

 
Figure 5.2 Invoice Print Selection Screen 
 
There is this [Setup] button whereby you need to input some printing parameter for the very first time 
running the option. Subsequently, system will base on the setup to print the layout and format 
accordingly. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The printing parameter are: Report Title, Heading, Printing of Footer notes, Printer model, Page 
setup, margin and number of copies.  
 
The setup just needs to do it once. System will keep it until you come here to update them. 
 

5.3 Batch Update 
 
Here is the option to update printed invoices. System would do a check to ensure Account Receivable 
and Stock Resources modules having same period. Warming message would be prompted to 
highlight the reason from stopping user continue the updating. 
 
If selected batch having unprinted invoice, system would prompt message, similar to the figure 5.3-2 
to highlight which invoice has not yet printed. You are required to print them and try update again. 
 
Invoice �  Batch Update 
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Figure 5.3-1 Batch Update Selection Screen 

 

 
Figure 5.3-2 Warning Message for unprinted Invoice  
 
Select the batch you want to update follow by click on the [Update] button. The updating progression 
bar is displayed and upon update completion system will prompt message to print out the batch edit 
list. Choose ‘Yes’ to continue the batch edit print and the similar screen below is displayed. 

 

 
Figure 5.3-3 Batch Edit List Printing Screen 
 
Invoice update Account Receivable module only. Invoice batch list is created automatically to register 
the sales. If you want to print the edit list at the later stage or to get additional copies after the printing 
option was closed, you may go to Account Receivable module to get it. 
 
Data fields updated in customer master table are: MTD/YTD sales, Account Balance, Last Invoice 
Date, Aging amount and Current year periodic sales figures. 
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Chapter of 
 

                  Good Returning Notes (GCN) Entry 
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6.0 GCN 
 
With good negotiation power or accident happen during delivery, company may need to issue good 
return notes to address the good or services return from customers.  
 
Here is the option to cater for the operational requirement. The data flow goes begin with creating 
good returning notes �  print it out �  confirm it �  update it. 
 
To tidy up the current good returning table you may transfer those has completed data flow good 
returning note document into history table. 
 

 
GCN Menu 
 

6.1 GCN Entry   
 
Here is the option to create new good returning notes and maintain existing records. There are 4 data 
input screen to hold one good returning notes detail. Two headers, one detail and one good returning 
notes summary total screens.  
 
The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
GCN �  GCN Entry 

 
Figure 6.1-1 GCN Entry Screen – Header 1 
 

The entries requirements and/or consequences of each field for GCN Header 1 
 
- Document No 

�  System auto assign the GCN number in running order. You may decide the starting number 
and the structure of it. The setup is done in system maintenance module.  

 
- Document Date 

�  System default the sales order system date into here. You may change it to suit your 
operation requirement. 
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- Invoice No 

�  If the GCN detail comes from a Invoice, attach the Invoice number here. Most of the Invoice 
detail will be pull over. 

�  Data pull over are: Customer code, Billing address, Delivery address, Description, Salesman, 
Territory, Analysis1/2/3, Quotation, PO number, Dispatch by, Credit Terms, Payment Terms, 
Commercial Terms, Currency & Exchange Rate, Tax Category & Rate and Product details. 

 
- Customer No 

�  Direct keyboard input or use the  search button beside it to locate the customer code who 
place an order with you. 

�  If GCN attached with a Invoice than the data is pulled from Invoice. No entry is needed. 
 

- Billing To 
�  Once the customer code was selected, his address, contact and telephone number would be 

automatically pulls over. The data shown here is for your viewing only. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Delivery To 
�  System default the 1st delivery address record from the delivery table for the customer over 

here. You may change it by direct keyboard input or uses the  search button beside the 
field to locate the wanted delivery address.  

�  If GCN attached with an Invoice than the data is pulled from Invoice itself.  
 

- GL Control Account / GL Tax Account / GL Sales Analysis Account 
�  System default Customer Master setup over here. You may change it to suit your current 

operational requirement. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Tax Code  
�  It is system default value taken from customer master setup or from the attached Invoice 

record. You may change it to suit your current transaction operation requirement by using the 

 pull down list button to locate the correct tax category code. 
 

- Tax % 
�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 
 

- CN Date, CN Number 
�  At this stage, the information is not available yet. Hence, you will notice that the fields were 

gray off. Ignore it for the time being. System automatic update it when the Credit Notes is 
created. 

 
- Salesman 

�  Direct keyboard input or use the  search button beside it to locate the salesman code who 
handle the order.  

�  There are a number of reports available in the system to help you analysis the sales through 
salesman. Hence, try to fill in the data and be accurate. 

�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Description 
�  Input a summary narrative here to have a brief idea of the GCN for easy reference. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
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Figure 6.1-2 GCN Entry Screen – Header 2 
 

The entries requirements and/or consequences of each field for GCN Header 2 
 
- Territory 

�  Indicate the location of the GIN. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 

 
- Analysis 1/2/3 

�  GCN data subsequently will be integrated to General Ledger module. In General Ledger there 
are analysis reports provided to help you in analysis the information according to you analysis 
code input.  

 
- Quotation No / PO No 

�  If you have the quotation number or Purchase Order number for the order, just record them 
here for future reference. 

�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Dispatch By 
�  Specify the method of dispatching the goods. It could be by vessel, by air, by train and others 

media. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Credit Terms / Due Date 
�  System default customer credit terms setup from customer master over here. You may 

change it to suit your current operation need. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
�  Base on the credit terms system would automatically compute the due date for the 

transaction. 
�  Example, GIN date is 01/02/2004, Credit terms is 30days. Due date would be 02/03/2004. 
 

- Reference 1 / 2 / 3 
�  You may assign the specify usage for each of them. The assignment is done in the Parameter 

Table.  
�  Example, Reference 1 for Invoice Number, Reference 2 for Delivery Order Number and 

Reference 3 for Sales Order Number. System will default the reference value into the 
respective fields accordingly. Example Sales Order and Purchase Order reference would be 
extracted from the Sales Order document. 

�  You may also open them freely for manual input.  
 

- Qc By / Qc Reference 
�  Before the dispatch some form of quality control need to be carried out to ensure the good are 

in good order and so for. Input the person in-charge of it for easy tracking and reference. 
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�  If there is Qc reference assigned, please input here. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Payment Terms 
�  System default customer payment term setup from customer master over here. You may 

change it to suit your current operation requirement. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Commercial Terms 
�  It is useful especially for oversea order. Customer will specify the commercial terms and you 

just input it here.  
�  The common terms would be: FOB, CIF, C&F. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Age 
�  Default age is 0 --> current. You may change it to suit your current operational requirement. 
 

- Deal Currency 
�  System default currency code from customer master setup over here. You are not allowed to 

make changes. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Deal Rate 
�  System default currency rate from currency table setup over here. You may change it to suit 

your current operation requirement. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

- Remark 
�  Input the important and useful notes here for future reference. 
�  If GCN attached with an Invoice than the data is pulled from Invoice itself. 
 

 
Figure 6.1-3 GCN Entry Screen – Detail 
 
The entries requirements and/or consequences of each field for GCN Detail 
 
- Line Type 

�  There are 4 categories of line type programmed to handle for daily GIN operation 
requirement. There are: 

Code Item Remarks 

I Stock Pick product from the stock master 
C Charge Charges incur in the sales. Example transportation  
F Free Text line to write important instruction and notes 
M Miscellaneous Product not kept by company stock master 
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- Product Number 
�  If the line type selection is ‘I’ it belongs to your stock product code maintenance in the Stock 

Master Table.  
�  If the line type selection is ‘C’, ‘F’ or ‘M’ you can input any text outside the Stock Master 

Product code.  
 

- Description 
�  If the line type selection is ‘I’ the selected product description would be displayed here. You 

may make necessary changes to suit your operation requirement. 
�  If the line type selection is ‘C’,’F or ‘M’ it becomes an free text line for your manual input. 
 

- Unit 
�  If line type selection is ‘I’ the selected product unit of measurement setup in the stock master 

table would be attached here. 
�  If line type selection is ‘C’ or “M’ it would be blank. You may input the required text here. 
�  If line type selection is ‘F’ the field is blocked from manual input.  

 
- Quantity 

�  Input the sales quantity here for line type is ‘I’, ‘C’ or ‘M’. 
�  If line type selection is ‘F’ the field is blocked from manual input. 
 

- Unit Price 
�  Line type selection is ‘I’ the selected product unit price is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit price, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 

 
- Total  

�  It is a system automatic computation field.  
�  Formula is: (Quantity x unit Price) + 0.005 
 

- Unit Cost 
�  Line type selection is ‘I’ the selected product unit cost is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit cost, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 

- Discount% 
�  If the discount table was activated, percentage would base on the matrix table setup (Account 

Receivable + Product) to pick for.  
�  If discount table did not activated, percentage would base on Account Receivable Customer 

table setup to pick �  discount % is not blank. 
�  If discount table did not activated and Customer Master table discount% field is blank. System 

would pick the % from Stock Master table setup �  discount % is not blank. 
�  If all master table discount % did not setup and there is discount involve in the transaction, 

you need to manually input the discount % here.  
�  You may also change the displayed discount % here to suit your transaction operation 

requirement. 
 

- Discount Amount (Deal$) 
�  It is a system automatic computation field. Formula is: Total x discount % 
�  You may change it to suit your operation requirement. Example given a lump sum agreed 

instead of following the normal discount % calculation. System would base on the discount 
amount to derive the final net sales amount for the item. 

�  Notes that the value of discount computation is based on the transaction dealing currency.  
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- Tax Code 
�  It is system default value taken from customer master setup. You may change it to suit your 

current transaction operation requirement by using the  pull down list button to locate the 
correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 

 
- Account Number 

�  It is the sales account default from header 1 GL analysis field for line type is ‘I’. 
�  For line type is ‘C’ the default account number taken from Parameter’s GL Account Charge 

field. 
�  For line type is ‘M’ the default account number taken from Parameter’s GL Account 

Miscellaneous field. 
�  You may change them to suit your current operational requirement by right click the mouse 

and call out the account number selection screen. 
 

- Before Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Total – Discount Amount.  
�  You are not allowed to make changes to it. 
 

- Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Before Tax Amount x Tax %.  
�  You are not allowed to make changes to it. 

 
- After Tax Amount (Deal $) 

�  It is system automatic computation field. Formula is: Before Tax Amount + Tax Amount. 
�  You are not allowed to make changes to it. 
 

- Before Tax Amount (Base $) / Tax Amount (Base $) / After Tax Amount (Base $) 
�  It is system automatic update fields. It converts the deal amount into base currency by using 

the exchange rate setup in header. 
�  You are not allowed to make changes to it. 
 

- Total Cost 
�  It is system automatic computation field. Formula is: (quantity x unit cost) + 0.05 
�  You are not allowed to make changes to it. 
 

 
Figure 6.1-4 GCN Entry Screen – Total 
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The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
Buttons Functionality 
 
- OK button 

�  To save the batch and exit. 
 

- Next button 
�  To save the voucher and move on to the next voucher entry 

 
- Clear button 

�  To remove all information from the entry screen and start a new voucher entry 
 

- Delete button 
�  To delete an existing sales order in logical matter. That is to say, the record is still remain in 

the database, the status of the record was indicated as ‘Delete’. 
 

- Print button 
�  To print a GIN document. Please refer to section 4.2 GIN print for detail steps printing. 

 
- Close button 

�  To exit from the function without saving. 
 
Method of locating product code and document organization 
 
For line type is ‘I’ you must pick a product code from the Stock Master Table. To do so you need to 
call up the selection list. Place the cursor in the box under heading Product Number and right click the 
mouse. The screen similar to the one attached below displayed. There are 6 functions provided in the 
list: 
 

 Functions Description 

1. Search Product No Locate for Stock Master Table Product 
2. Insert Row Insert new item in between two lines 
3. Remove Row Delete an item line from the document 
4. Move Up Move an item line up by one line at a time 
5. Move Down Move an item line down by one line at a time 
6. Copy Detail Copy additional item from the same  Sale Order Record 

 

 
Figure 6.1-5 Product Selection List Function Box 
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Method of Define Product Selection List Configuration 
 
You may configure the production selection list to the structure you want to better suit your daily 
transaction operation requirement. 
  
Please refer to section 2.1 Cash Sales Entry �  Method of Define Product Selection List configuration for detail 
steps of setting up. The method of configuration is the same. 
 

6.2 GCN Print 
 
Here is the option to print out the GCN document. Specify your printing critical to narrow the scope of 
records printing by Invoice Number, GCN Number, customer range and Credit Note date range if 
GCN‘s credit notes was issued. 
 

To print posted GCN records (updated and no further changes is allowed), just place the  besides 
the ‘Include Updated Document’ label. By default, system excludes them from the printing. 
 
E8 SOP module support 2 pre-printed GCN formats. You may just try it out to see the format. If it suits 
your operational form you may get your printer to design the form accordingly. 
 
For non pre-printed format, you have more choose to decide what to print and not to print on the 
document. They are, Price of product, Base Currency amount for multi currency version, Remarks 
and Print the wording ‘Draft’ or ‘Copy’ on the document. 
 
GCN �  GCN Print 

 
Figure 6.2 GCN Print Selection Screen 
 
There is this [Setup] button whereby you need to input some printing parameter for the very first time 
running the option. Subsequently, system will base on the setup to print the layout and format  
accordingly. 
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6.3 GCN Confirm 
 
Before a GCN can be updated it must be confirmed. Once a GCN is confirmed no further editing is 
allowed. System is flexible to allow confirmation prior to document printing. It also allowed confirmed 
document to re-open before it was updated.  
 
The confirm status is on-line updated to ‘Yes’ when selection was made and the [Confirm] button was 
activated and vice versa. 
 
GCN �  GCN Confirm 

 
Figure 6.3 GCN Confirm Selection Screen 
 

6.4 Batch Update 
 
Here is the option to update confirmed GCN document. Before the update you may view the items to 
be updated by using the [List] button. 
 
GCN �  Batch Update 

 
Figure 6.4-1 Batch Update Selection Screen 
 
The document type was pre-set in Parameter Table. It is displayed here for your information only. 
Same for the current period to keep you inform which period of data is updated to. 
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To start the updating activates the [Update] button. The updating progression bar is displayed and 
upon update completion system will prompt message to print out the batch edit list. Choose ‘Yes’ to 
continue the batch edit print and the similar screen below is displayed. 
 

 
Figure 6.4-2 Batch Update Selection Screen – Batch Edit List 
 
GCN updates Stock Resource module only. Stock returning batch list is created automatically to 
register the good return. If you want to print the edit list at the later stage or to get additional copies 
after the printing option was closed, you may go to Stock Resource module to get it.  
 
How GCN affect Stock Master data movement: 
 

Function 
 

Increase Decrease 

GCN update Balance Qty 
Balance@Cost 

Qty sold MTD/YTD 
Value Sold MTD/YTD (Before Tax value) 
Cost of Sales MTD/YTD 
Profit / Profit Margin MTD/YTD (value sold – cost of sales) 
 

 
 

6.5 GCN Current �  History 
 
As time goes by, GCN records keep on growing within the database. It would slow down the 
searching process. Hence, in order to maintain good performance for the daily operation, we 
introduce the function to transfer updated GCN records into the history table. 
 
There are varies options provided in the option for user to specify the range of GCN records to under 
go the transfer process. 
 
GCN �  GCN Current to History 
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Figure 6.5-1 GCN Current �  History Selection Screen1 
 
After define your criteria click on the [OK] button and the action screen (figure 6.5-2) is displayed. 
More detail of the GCN is shown here. 

 
Figure 6.5-2 GCN Current �  History Selection Screen2 
 
The 1st column is for you to place the tick to indicate your choice. [Current �  Hist] button to perform 
the transfer. 
 
GCN must fulfill the following condition would than be qualified for the transfer: 

1. The GCN record status must be confirmed and 

2. The confirmed GCN is not in current month document. 

3. If confirmed GCN attach with Credit Notes. Credit Notes must not be current month 
document. 

 

6.6 GCN History �  Current 
 
GCN records that were transferred to history table, can no longer edit them. However, special 
operational requirement could have surface to re-open the old GCN that transferred to history table 
some time back. Here is the option to cater for the need. 
 
There are varies options provided in the option for user to specify the range of GCN records to under 
go the transfer process. 
 
GCN �  History to Current GCN 
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Figure 6.6-1 GCN History�  Current Selection Screen1 

 
After define your criteria click on the [OK] button and the action screen (figure 6.6-2) is displayed. 
More detail of the sales order is shown here. 
 
The 1st column is for you to place the tick to indicate your choice. [Hist �  Current] button to perform 
the transfer.   
 

 
Figure 6.6-2 GCN History�  Current Selection Screen2 
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7.0 Credit Notes  
 
With GCN document prepared it is ready to generate the credit notes to your customer. There are 3 
functions you need to cover to complete the cycle.  
 
Firstly, create the credit notes �  Credit Notes Entry. Next Print it out and send to your customer �  
Credit Notes Print. Lastly, update them into the customer account (Account Receivable module) to 
adjust sales and collection analysis. 
 

 
Credit Notes Menu 

 
7.1 Credit Notes Entry 
 
Here is the option to create and maintain credit notes. System defaulted the credit document code 
and current period for your confirmation. You may input future period credit notes by updating the 

Period # using the  pull down function button beside the ‘Period #’ option to pick for the wanted 
period from the list. This could happen when last period month end is not yet close and credit notes 
are going on in the current month. 
 
[New] button is for creating new batches. Each batch hold a unique running number assigned by 
system automatically. One batch can have one transaction or multiple transactions. You are advised 
to keep the batch in reasonable sizes for easy checking.  
 
Batches that not yet updated are listed in the box on the left. You may edit it or add new records to it. 
To open the batch just double click on the wanted batch number and the entry screen is displayed. 
You may write simple notes in the remarks memo text provided that attach for each batch for easy 
identification. Example, Bags it tells that the invoice batch transactions related to bags sales. 
 
The new batch number you are going to create is displayed below for your reference. You are well 
inform before hand the batch number will be assigned to the batch you are going to create. There are 
in running sequence if in between there is no other category of batch created. Other batch refers to 
cash sales and invoices.  
 
Credit Notes �  Credit Notes Entry 

 
Figure 7.1-1 Credit Notes Entry Screen 
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Figure 7.1-2 Credit Notes Entry Screen – Header1 
 
The entries requirements and/or consequences of each field for Credit Notes Header 1 
 
- Document No 

�  System auto assign the credit notes number in running order. You may decide the starting 
number and the structure of it. The setup is done in system maintenance module.  

 
- Sequence No 

�  It is the system generated running number. To keep track of the number of transaction in the 
batch. The number get incremented by 1 each time a new record was created. 

 
- Document Date 

�  System default the sales order system date into here. You may change it to suit your 
operation requirement. 

 
- GCN No 

�  If the Credit Notes detail comes from a GCN, attach the GCN number here. Most of the GCN 
detail will be pull over. 

�  Data pull over are: Customer code, Billing address, Delivery address, Description, Salesman, 
GL Accounts, Territory, Analysis1/2/3, Quotation, PO number, Dispatch by, Credit Terms, 
Payment Terms, Commercial Terms, Currency & Exchange Rate, Tax Category & Rate and 
Product details. 

 
- Customer No 

�  Direct keyboard input or use the  search button beside it to locate the customer code who 
place an order with you. 

�  If Credit Notes attached with a GCN document than the data is pulled from GCN. No entry is 
needed. 

 
- Billing To 

�  Once the customer code was selected, his address, contact and telephone number would be 
automatically pulls over. The data shown here is for your viewing only. 

�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Delivery To 
�  System default the 1st delivery address record from the delivery table for the customer over 

here. You may change it by direct keyboard input or uses the  search button beside the 
field to locate the wanted delivery address.  

�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
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- GL Control Account / GL Tax Account / GL Sales Analysis Account 
�  System default Customer Master setup over here. You may change it to suit your current 

operational requirement. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Tax Code  
�  It is system default value taken from customer master setup or from the attached GCN record. 

You may change it to suit your current transaction operation requirement by using the  pull 
down list button to locate the correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 
 

- Salesman 

�  Direct keyboard input or use the  search button beside it to locate the salesman code who 
handle the order.  

�  There are a number of reports available in the system to help you analysis the sales through 
salesman. Hence, try to fill in the data and be accurate. 

�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Description 
�  Input a summary narrative here to have a brief idea of the GCN for easy reference. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 

 

 
Figure 7.1-3 Credit Notes Entry Screen – Header2 
 
The entries requirements and/or consequences of each field for Credit Notes Header 2 
 
- Territory 

�  Indicate the location of the customer. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 

 
- Analysis 1/2/3 

�  Invoice data subsequently will be integrated to General Ledger module. In General Ledger 
there are analysis reports provided to help you in analysis the information according to you 
analysis code input.  

�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Quotation No / PO No 
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�  If you have the quotation number or Purchase Order number for the order, just record them 
here for future reference. 

�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Dispatch By 
�  Specify the method of dispatching the goods. It could be by vessel, by air, by train and others 

media. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Credit Terms / Due Date 
�  System default customer credit terms setup from customer master over here. You may 

change it to suit your current operation need. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
�  Base on the credit terms system would automatically compute the due date for the 

transaction. 
�  Example, GCN date is 01/02/2004, Credit terms is 30days. Due date would be 02/03/2004. 
 

- Reference 1 / 2 / 3 
�  You may assign the specify usage for each of them. The assignment is done in the Parameter 

Table.  
�  Example, Reference 1 for Invoice Number, Reference 2 for Delivery Order Number and 

Reference 3 for Sales Order Number. System will default the reference value into the 
respective fields accordingly. Example Sales Order and Purchase Order reference would be 
extracted from the Sales Order document. 

�  You may also open them freely for manual input.  
 

- Qc By / Qc Reference 
�  Before the dispatch some form of quality control need to be carried out to ensure the good are 

in good order and so for. Input the person in-charge of it for easy tracking and reference. 
�  If there is Qc reference assigned, please input here. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Payment Terms 
�  System default customer payment term setup from customer master over here. You may 

change it to suit your current operation requirement. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Commercial Terms 
�  It is useful especially for oversea order. Customer will specify the commercial terms and you 

just input it here.  
�  The common terms would be: FOB, CIF, C&F. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Age 
�  Default age is 0 --> current. You may change it to suit your current operational requirement. 
 

- Deal Currency 
�  System default currency code from customer master setup over here. You are not allowed to 

make changes. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Deal Rate 
�  System default currency rate from currency table setup over here. You may change it to suit 

your current operation requirement. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
 

- Remark 
�  Input the important and useful notes here for future reference. 
�  If Credit Notes attached with a GCN document than the data is pulled from GCN itself. 
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Figure 7.1-4 Credit Notes Entry Screen – Detail 
 

The entries requirements and/or consequences of each field for Credit Notes Detail 
 
- Line Type 

�  There are 5 categories of line type programmed to handle for credit notes operation 
requirement. There are: 

Code Item Remarks 

I Stock Pick product from the stock master 
C Charge Charges incur in the sales. Example transportation  
F Free Text line to write important instruction and notes 
M Miscellaneous Product not kept by company stock master 
L Lump Sum Give lump sum discount for a invoice 

 
Notes: item ‘I’ is not available here. Line item that attach with ‘I’ was imported from GCN record. 
 
- Product Number 

�  If the line type selection is ‘C’, ‘F’ or ‘M’ you can input any text outside the Stock Master 
Product code.  

�  If the line type selection is ‘L’, system would default ‘Lump sum’ narrative into product and 
description fields. You must input the discount amount into discount amount field. 

 
- Description 

�  If the line type selection is ‘L’ system default narrative into here. You may make necessary 
changes to suit your operation requirement. 

�  If the line type selection is ‘C’,’F or ‘M’ it becomes a free text line for your manual input. 
 

- Unit 
�  If line type selection is ‘I’ the selected product unit of measurement setup in the stock master 

table would be attached here. 
�  If line type selection is ‘C’ or “M’ it would be blank. You may input the required text here. 
�  If line type selection is ‘F’ the field is blocked from manual input.  

 
- Quantity 

�  Input the credit notes quantity here for line type is ‘I’, ‘C’ or ‘M’. 
�  If line type selection is ‘F’ the field is blocked from manual input. 
 

- Unit Price 
�  Line type selection is ‘I’ the selected product unit price is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit price, as the product is not 

maintenance by E8 database. 
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�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 
- Total  

�  It is a system automatic computation field.  
�  Formula is: (Quantity x unit Price) + 0.005 
 

- Unit Cost 
�  Line type selection is ‘I’ the selected product unit cost is automatically retrieves from Stock 

Master Table setup. You are not allowed to make changes to it. 
�  Line type selection is ‘M’ you need to manually input the unit cost, as the product is not 

maintenance by E8 database. 
�  Line type selection is ‘C’ or ‘F’ the field is blocked from manual input. 
 

- Discount% 
�  If the discount table was activated, percentage would base on the matrix table setup (Account 

Receivable + Product) to pick for.  
�  If discount table did not activated, percentage would base on Account Receivable Customer 

table setup to pick �  discount % is not blank. 
�  If discount table did not activated and Customer Master table discount% field is blank. System 

would pick the % from Stock Master table setup �  discount % is not blank. 
�  If all master table discount % did not setup and there is discount involve in the transaction, 

you need to manually input the discount % here.  
�  You may also change the displayed discount % here to suit your transaction operation 

requirement. 
 

- Discount Amount (Deal$) 
�  It is a system automatic computation field. Formula is: Total x discount % 
�  You may change it to suit your operation requirement. Example given a lump sum agreed 

instead of following the normal discount % calculation. System would base on the discount 
amount to derive the final net sales amount for the item. 

�  Notes that the value of discount computation is based on the transaction dealing currency.  
 

- Tax Code 
�  It is system default value taken from customer master setup. You may change it to suit your 

current transaction operation requirement by using the  pull down list button to locate the 
correct tax category code. 

 
- Tax % 

�  It is system default value taken from company setup. You are not allowed to change it.  
�  The rate only come with tax categories ‘OS’ �  Output Tax and ‘IS’ �  Input Tax. 

 
- Account Number 

�  It is the sales account default from header 1 GL analysis field for line type is ‘I’. 
�  For line type is ‘C’ the default account number taken from Parameter’s GL Account Charge 

field. 
�  For line type is ‘M’ the default account number taken from Parameter’s GL Account 

Miscellaneous field. 
�  You may change them to suit your current operational requirement by right click the mouse 

and call out the account number selection screen. 
 

- Before Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Total – Discount Amount.  
�  You are not allowed to make changes to it. 
 

- Tax Amount (Deal $) 
�  It is system automatic computation field. Formula is: Before Tax Amount x Tax %.  
�  You are not allowed to make changes to it. 

 
- After Tax Amount (Deal $) 

�  It is system automatic computation field. Formula is: Before Tax Amount + Tax Amount. 
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�  You are not allowed to make changes to it. 
 

- Before Tax Amount (Base $) / Tax Amount (Base $) / After Tax Amount (Base $) 
�  It is system automatic update fields. It converts the deal amount into base currency by using 

the exchange rate setup in header. 
�  You are not allowed to make changes to it. 
 

- Total Cost 
�  It is system automatic computation field. Formula is: (quantity x unit cost) + 0.05 
�  You are not allowed to make changes to it. 

 
Notes: Detail pull from GCN cannot be changed here. 
 

Multiples GCN In One Credit Notes 
 
You may in-co-operate multiples GCN into one credit notes. Beside the field GCN NO located on the 
right top corner to pick for the first GCN, in the Detail tag there is a button place on the left top corner, 
[Copy GCN], to pick for more GCN into the same credit notes. The GCN selection screen shows all 
GCN records belong to the same customer. Those GCN records were picked is attached with the  
besides the record.  
 
Choose other un-tick records and the details will be added below the credit notes detail. 
 

 
Figure 7.1-5 Credit Notes Entry Screen – Add multiples GCN into credit notes selection screen 
 

 
Figure 7.1-6 Credit Notes Entry Screen – Total 
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The summary total screen is system automatically update when the detail is input. It provides a quick 
cross check with your source document to ensure no item missing from input or additional items was 
accidentally key in. 
 
Buttons Functionality 
 
- Batch 

�  It is to create a new batch without having to close the existing batch manually. 
 
- OK button 

�  To save the batch and exit. 
 

- Next button 
�  To save the voucher and move on to the next voucher entry 

 
- Clear button 

�  To remove all information from the entry screen and start a new voucher entry 
 

- Delete button 
�  To delete an existing sales order in logical matter. That is to say, the record is still remain in 

the database, the status of the record was indicated as ‘Delete’. 
 

- Print button 
�  To print an invoice document. Please refer to section 7.2 credit note print for detail steps 

printing. 
 

- Close button 

�  To exit from the function without saving. 
 

7.2 Credit Notes Print 
 
Here is the option to print out the Credit Notes document. Specify your printing critical to narrow the 
scope of records printing by Period, Batch Number, Credit Notes Number, customer range and Credit 
Notes date range. 
 
To print posted Credit Notes records (updated and no further changes is allowed), just place the  
besides the ‘Include Updated Document’ label. By default, system excludes them from the printing. 
 
E8 SOP module support 3 pre-printed Credit Notes formats. You may just try it out to see the format. 
If it suits your operational form you may get your printer to design the form accordingly. 
 
For non pre-printed format, you have more choose to decide what to print and not to print on the 
document. They are, Price of product, Base Currency amount for multi currency version, Remarks 
and Print the wording ‘Draft’ or ‘Copy’ on the document. 
 
Credit Notes �  Credit Notes Print 
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Figure 7.2 Credit Notes Print Selection Screen 
 
There is this [Setup] button whereby you need to input some printing parameter for the very first time 
running the option. Subsequently, system will base on the setup to print the layout and format 
accordingly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The printing parameter are: Report Title, Heading, Printing of Footer notes, Printer model, Page 
setup, margin and number of copies.  
 
The setup just needs to do it once. System will keep it until you come here to update them. 
 
 

7.3 Batch Update 
 
Here is the option to update printed credit notes. System would do a check to ensure Account 
Receivable and Stock Resources modules having same period. Warming message would be 
prompted to highlight the reason from stopping user continue the updating. 
 
If selected batch having unprinted invoice, system would prompt message, similar to the figure 7.3-2 
to highlight which credit notes has not yet printed. You are required to print them and try update again. 
 
Credit Notes �  Batch Update 
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Figure 7.3-1 Batch Update Selection Screen 

 

 
Figure 7.3-2 Warning Message for unprinted Invoice 
 
Select the batch you want to update follow by click on the [Update] button. The updating progression 
bar is displayed and upon update completion system will prompt message to print out the batch edit 
list. Choose ‘Yes’ to continue the batch edit print and the similar screen below is displayed. 

 

 
Figure 7.3-3 Batch Edit List Printing Screen 
 
Credit Notes update Account Receivable module only. Credit Notes batch list is created automatically 
to register the sales adjustment. If you want to print the edit list at the later stage or to get additional 
copies after the printing option was closed, you may go to Account Receivable module to get it. 
 
Data fields updated in customer master table are: MTD/YTD sales, Account Balance, Aging amount 
and Current year periodic sales figures. The figure would be reduced. 
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8.0 Sales Order Inquiry 
 
There are 2 inquiries available, which are: 
  Inquiry Form 
  User Defined  
 

 
Sales Order Inquiry Menu 
 

8.1 Inquiry Form 
 
Inquiry provides easy, instant, latest and useful statistic data for your analysis and planning. System 
provides multiple ways of locating an records. Frequently used data are shown in the box on the right. 
To have full detail for a staff, double click on the selected record. 
 
Inquiry �  Inquiry Form 

 
Figure 8.1-1 Inquiry Form Selection Screen 
 
Besides the 5 types of documents manually prepared �  Sales Order, Good Issuing Notes, Invoices, 
Good Returning Notes and Credit Notes, system provide auto statistic database on the input data by 
Salesmen, Product Group and Territory. 
 
Pick your choice follow by click on the [Search] button the detail is displayed on the box at the right. 
To view the full detail of the record, double click on the selected record or click on the [Details] button 
and the entry screen would be displayed.  
 
To have a quick review on the fulfillment of a Sales order, pick your sales order record follow by click 
on the [Fulfillment] button. The status report similar to figure 8.1-2 is showed for your reference. 
 
Figure 8.1-3 gives an example of how the screen and what information provided if inquire by 
salesman. It is similar to the inquiry go by product group and territory. Information provided are: 
MTD/YTD sales, Last Year sales, MTD/YTD Cost of Sales, MTD/YTD return and Last year return.  
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Figure 8.1-2 Sales Order Fulfillment analysis report 
 
 

 
Figure 8.1-3 Inquiry by Salesman Screen 
 
 

8.2 User Defined 
 
Here is the inquiry function that gives user free hand to: 
 

a.) Select and decide what fields to and not to be included in the inquiry. 
b.) Decide own inquiry title for easy reference. 
c.) As many inquiry files as user needed. 
d.) Design own inquiry format by sequencing the fields display order. 
e.) Set own required inquiry condition. That is to say, define the scope of the records needed. 

Example, sales order start from 20040200010 or sales order amount less than and equal to 
$2000, Invoice date from 01/01/2004 to 31/01/2004, etc. 

f.) Choices to view on screen, output as hardcopy and save as CSV file and downloadable into 
Excel. 

g.) Duplicate from existing inquiry file and make minor modification to the new inquiry file. That 
will definitely increase productivity and make job much easier. 

h.) Analysis data by totaling, averaging, minimum and maximum value. 
i.) At anytime delete redundant and unwanted inquiry file. 
j.) Make inquiry from eleven databases, there are, Sales Order, Good Issuing Notes (Current 

and History), Invoices (Current and History), Good Returning Notes (Current and History), 
Credit Notes (Current and History), Salesman and Territory 
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k.) Inquiry on screen and Print as hardcopy could have it own fields output within the same 
inquiry file. 

l.) Dimension the inquiry. 
 

Inquiry �  User Define Inquiry 

 
Figure 8.2 User Define Inquiry Screen 

 
Buttons Functionality 
 

 �  To create new inquiry file. 

 �  To maintain existing query file. 

 �  To set query data criteria. 

 �  To remove redundant query file. 

 �  To view on screen. 

 �  Output to hardcopy. 

 �  Extract data out from database and convert to Text CSV file. 

 �  Download Text CSV file into database. Similar to copy function. 

 �  Exit from query option. 

 
Query File Design Functionality 
The very first task need to be done is to assign a unique query file name for each and every query file. 
The query name will be shown in the Select Query box for user to choice from. Follow by assign a 
report name for it. It can be the same as the Query Name. Report name is used for printing on the 
report. 
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Figure 8.2-1 User Define Inquiry Selection Screen �  query file design screen 

 
The File Columns Heading Functionality Provides 

Old Field Name -   Used by system only. 
- It is to place user selected data fields into column under here. The display 

sequence would follow user selection order. That is to say the 1st selected data 
field would carry S/N 1, 2nd selected data field would take S/N 2, so on and so 
for.  

Display Field Name - System defaults Old Field Name into Display Field Name. 
- User is given the choice to rename the description under Display Field Name 

column. 

Display Inquiry - To view on screen, mark  into the box 

Display Report - To print as hardcopy, mark  into the box 

Position - There are three printing position you can choice from: 
a.) Left �  Print the content start from the left. 
b.) Middle �  Print the content at the middle.  
c.) Right �  Print the content start from the right.  

- System default Text field with Left position and Amount field with Right position. 

Column - System defaults the printing column sequence according to user selection order. 
However, user is allowed to re-arrange it by specifying the column number here. 

Sign - There are two printing sign you can choice from when come to amount fields: 
a.) Plus �  No sign will be printed. 
b.) Minus �  a ‘-‘ sign will be printed before the amount. 

 By default, system used the input value sign.  

Analysis Total - To have a total at end of report. 

Analysis Max - To have the Maximum transaction value at the end of report. 

Analysis Min - To have the smallest transaction value at the end of report. 

Analysis Average - To have the transactions average value at the end of report. 

 
How to Bring up the Dialog Box? 
Place the cursor anyway on the big white box and right click the mouse. The dialog box that contents 
the following functions options would be displayed. 
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Add Property Add new fields into the query file 

Condition Set criteria to the query file. E.g. Select records value larger and equal to 2000 
only. 

Insert Row Insert new row in between 2 existing rows. 

Delete Row Remove row from existing query file. 

Up Move row up by one row. 

Down Move row down by one row. 

Query Save As Copy function. 

Sort Re-arrange the column display be accessing or descending order. 

Adjustment Column Re-arrange the viewing and reporting column by input the want column number. 
Highlight the column need to be re-arranged before call up the dialog box. 

Select All Auto marking the display inquiry and report columns with . 

Default Column Default column numbering to be the same as serial numbering. 

 
Sometime, certain options were gray off. It is to highlight to user that under the current status those 
options are not available. Until condition is fulfilled will than it be enabled automatically. 
 
Alternative of adding property is to use the [Add Property] button. When the button was activated, the 
Add Property dialog box will be displayed and you are now ready to select wanted fields here follow 
by pressing the [OK] button to confirm your selection and system will bring the selection to the query 
file.  
 
By default the fields sequence would follow user selection order. That is to say the 1st selected data 
field would carry S/N 1, 2nd selected data field would take S/N 2, so on and so for. However, user 
could re-arrange it using the column option by changing the column numbering order. 
 

 
Figure 8.2-2 User Define Inquiry Selection Screen �  Add Property dialog box 
 
Instead of retrieve the full database, there are time that only certain record or one particular record 
that wanted. Set the criteria to meet your need by using the [Condition] function button to achieve the 
goal. 

 
Steps Of Setting Inquiry File Condition 



                                                                                                            Sales Order Processing Manual 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                 Page 110 of 134 
Version 3.00 
  

 
1. Select field(s) you want to set the condition on. Fields that can be set with condition are those 

fields that were added onto the query file.  
2. Setup the relation. There are 8 relations available: 

a.) > Greater/Larger than 

b.) = Equal to 

c.) <> Not Equal to 

d.) >= Greater and Equal to 

e.) < Lesser/Smaller than 

f.) <= Lesser and Equal to 

g.) Include Year To include a year value of 

h.) Not Include Year To exclude a year value of 

 
3. Input the wanted value under the Value column. Example, to view record that invoice date after 

3rd April of year 2002. Hence, under value column input date value of 3/4/2002 is all you need to 
do. 

4. To set multiple selection conditions, continue the process by adding more rows. Example, 
beside view invoice that date after 3rd April of year 2002. Also, limit to those that value is $2000 
and above. You need help using the Logic Sign. There are two logic sign available: a.) AND    
b.) OR 

 
To achieve the above example, you would select ‘AND’ logic sign. 

 

 
Figure 8.2-3 User Define Inquiry Selection Screen �  Add Condition dialog box 
 
View Inquiry Result On Screen 
After the query file design is completed, it is ready to view it. Use the Inquiry button to bring out the 
inquiry screen. 
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Figure 8.2-4 User Define Inquiry Selection Screen �  example of Inquiry screen 
 
You are able to bring the report design format to display on screen too by marking  besides the  
‘Displayed in Report’ label.  
 

The  bar provides the page number current at. Click on the right arrow to 
move to the next page, left arrow to move to the previous page, first right arrow to the last page and 
first left arrow to the beginning page. Page number would automatically update to the page currently 
places on. 
To view the analysis result, click on the [Analysis] button and the screen similar as below would be 
displayed. 

 

 
Figure 8.2-5 User Define Inquiry Selection Screen �  Example of analysis inquiry screen 
 
Output/Save Inquiry Result to CSV File 
You may save the inquiry file into CSV text file, which is downloadable to Excel by using the ‘Save As 
File ‘ function button. User would decide where to save it and file name for it. 
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Figure 8.2-6 User Define Inquiry Selection Screen �  Example of save to file screen 
 
Output Inquiry Result to Report 
You can choose to print out as hardcopy by using the Print button. The report printing setup screen 
similar to the one below would be displayed. There are 3 setup tags available for user to do personal 
report design before printing. 

 

 
Figure 8.2-7 User Define Inquiry Selection Screen �  Printing setup screen 1 
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Figure 8.2-8 User Define Inquiry Selection Screen �  Printing setup screen 2 
 

 
Figure 8.2-9 User Define Inquiry Selection Screen �  Printing setup screen 3 
 

 
Figure 8.2-10 User Define Inquiry Selection Screen �  Example of report print 
 



                                                                                                            Sales Order Processing Manual 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                 Page 114 of 134 
Version 3.00 
  

Export and Import Inquiry File Definition 
 

You may export the inquiry file definition and import into: 
a.) Same database serves as copy functionality and do minor adjustment to make creation of 

new inquiry task easy and faster. 
b.) Different set of E8 SOP database, e.g. multiple subsidiary/branches database and have the 

same inquiry file definition. 
 
Export and Import screen look similar to the screen display below.  System default the inquiry title as 
the export text file name. However, user can change it. User would make the decision where to save it 
for easy locating. 

 
Figure 8.2-11 User Define Inquiry Selection Screen �  Export & Import Screen 
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9.0 Sales Order Reports 
 
E8 SOP module provides with vary report format in layout and content to meet user requirement. This 
section will guide you through all reports are available for your usage.  
 
You can preview report on screen before printing out. Sample reports are attached for your 
references. 
 
However, before printing any reports, please ensure that all transactions are properly entered in order 
to provide complete and accurate management and operation reports for analysis and decision 
making. 
 
There are two header remarks description lines which allow user to input important notes for printing 
on the report header. There is a footer remark provided for user to input the useful message. For 
example to ensure a complete report list, you may input a short message of, ‘end of report’ as an 
indicator. 
 
It is a simple task of switching printer with the printer setup function available.  
You will notice some selection options were being gray off. It is an indication that those functions are 
not available in your version. Most likely, those functions are providing additional information for 
viewing only. 
 
These features are consistently available and standardize on all E8 reports function. 

 
Report Selection Menu 
 
There are 5 mains report selection options available in report menu. The report options were broken 
down according to the nature and category. There are: 
 

a.) Sales Order Reports 
b.) Issuing/Returning Reports  
c.) Sales Reports 
d.) Cash Sales Reports 
e.) Negative Stock Exception Reports 
 

With the large number of reports available for user choices, select and print reports that are required 
for your daily, monthly and yearly operations and management analysis and decision making. 
 

9.1 Sales Order Control 
 
Here are the report options for Sales Order Control printing to ease the checking task. 

 
Figure 9.1 Sales Order Control Reports Selection Screen 
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9.1.1 Sales Order Monthly Control List 
 
Here is the report that prints the sales orders in summary total detail. 
 

Direct keyboard input or use the  search function key to locate the sales order records with the 
date range. It contents with details of, 
 
Sales Order Number, Held status (Yes/No), Sales Order Date, Customer code and Name, Territory, 
Currency, Salesman, Before Tax Amount, Tax Amount and After Tax Amount. 

 
Report �  Sales Order Control �  Sales Order Monthly Control List 

 
Figure 9.1.1 Sales Order Monthly Control List Selection Screen 

 
9.1.2 Sales Order Monthly Detail Items 
 
Here is the report that prints the sales orders by Product, Salesman, Customer and Territory order 
detail. There is subtotaling for each order sequence. 
 

Direct keyboard input or use the  search function key to locate the sales order records with the 
date range. It contents with details of, 
 
Salesman, Territory, Sales Order Number, Sales Order Date, Currency, Type, Customer code, 
Quantity Sold, Cost of Sales, Value Sold, Gross Profit and Gross Profit % 

 
Report by Product order sequence, items type ‘I’ is the only item printed on the report. Where else, 
others order sequence would include item type ‘C’ as well. 

 
Report �  Sales Order Control �  Sales Order Monthly Detail Items    
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Figure 9.1.2 Sales Order Monthly Details Items Selection Screen 

 
 
9.1.3 Sales Price Book Report  
 
Here is the master report that prints the print books in 3 orders sequence, by Customer, by price level 
and stock item.  
 

Direct keyboard input or use the  search function key to locate the record. It contents with details 
of, 
 
Code, Description, Selling Price, Effective date range (From & To) 
 
By customer and price level sequence, the code and description shows product code and product 
description. By stock item sequence, the code and description print the price level code and 
description. 
 
To exclude customer or product records that is not under price level category, place the  besides 
the option ‘Suppress Zero Records’. 
 
Report �  Sales Order Control �  Sales Price Book Report 

 
Figure 9.1.3 Sales Price Book Report Selection Screen 
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9.1.4 Customers Of Price Level Report 
 
Here is the master report that prints the category of price level customer joined.  
 

Direct keyboard input or use the  search function key to locate the record. It contents with details 
of, 
 
Customer code, Name and Chinese Name 
 
To exclude customer records that is not under price level category, place the  besides the option 
‘Suppress Zero Records’. 
 
Report �  Sales Order Control �  Customer Of Price Level Report 

 
Figure 9.1.4 Customers Of Price Level Report Selection Screen 
 

 
9.2 Issuing/Returning Report 
 
Here are the report options for products issuing and returning records printing to ease the checking 
task. 

 
Figure 9.2 Issuing / Returning Report Selection Screen 
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9.2.1 Goods Issuing Notes Control List 
 
Here is the report that prints the good issuing notes detail at it different stages.  
 

Direct keyboard input or use the  search function key to locate the record with date range. It 
contents with details of, 
 
GIN Number, GIN  Date, Customer Code, Salesman Code, Invoice Number, Invoice Date, Confirm 
Flag, Post Flag, Invoice Created Flag, Amount Before Tax, Tax Amount, Amount After Tax. 
 
Report total is printed at the end of the report for easy reference. 
 
Report �  Issuing / Returning Report �  Goods Issuing Notes Control List 

 
Figure 9.2.1 Good Issuing Notes Control List 

 
9.2.2 Goods Returning Note Control List 
 
Here is the report that prints the good returning notes detail at it different stages.  
 

Direct keyboard input or use the  search function key to locate the record with date range. It 
contents with details of, 
 
GCN Number, GCN Date, Customer Code, Salesman Code, Credit Notes Number, Credit Notes 
Date, Confirm Flag, Post Flag, Credit Notes Created Flag, Amount Before Tax, Tax Amount, Amount 
After Tax. 
 
Report total is printed at the end of the report for easy reference. 
 
Report �  Issuing / Returning Report �  Good Returning Notes Control List 
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Figure 9.2.2 Good Returning Notes Control List 
 

9.3 Sales 
 
Here are the report options for sales records printing to ease the checking task. 
 

 
Figure 9.3 Sales Report Selection Screen 
 

9.3.1 Sales Day Book 
 
Here is the report that prints the daily sales details. It goes by 3 categories print order sequence, by 
Territory, by Salesman and By Sales Date 
 

Direct keyboard input or use the  search function key to locate the record. It contents with details 
of, 
 
Document Number, Document Date, Customer Code, Invoice Description, Territory, Discount 
Amount, Amount Before Tax, Gross Profit, Gross Profit %. 
 
Each report order sequence would have a subtotal at the end of each order. Example, each salesman 
would have a subtotal printed. Report total is printed at the end of the report for easy reference. 
 
Report �  Sales �  Sales Day Book  
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Figure 9.3.1 Sales Day Book Selection Screen 

 
9.3.2 Salesman Sales Detail Print 
 
Here is the report that prints the salesman sales transactions in 12 months details with the Year-To-
Date figure for both current and previous year. 
 

Direct keyboard input or use the  search function key to locate the record. It contents with details 
of, 
 
Sales budget, Sales value, Cost of sales, Good return and Net value (Sales value – Good return),  
 
Report �  Sales �  Salesman Sales Detail Print 

 
Figure 9.3.2 Salesman Sales Detail Print Selection Screen 
 

 
9.3.3 Salesman Performance Report 
Here is the report that prints the salesman performance against the sales budget was set for each 
month.  
 

Direct keyboard input or use the  search function key to locate the record. It contents with details 
of, 
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Salesman code & Name, Month-To-Date sales budget, Month-To-Date Net Sales (Sales – Return), 
Month-To-Date Variance (Budget – Net Sales), Variance % (variance / budget), Year-To-Date sales 
budget, Year-To-Date Net Sales (Sales – Return), Year-To-Date Variance (Budget – Net Sales), 
Variance % (variance / budget) 
 
Report �  Sales �  Salesman Performance Report 

 
Figure 9.3.3 Salesman Performance Report Selection Screen 

 
9.3.4 Sales Monthly Billing Report 
 
Here is the report that prints records whereby good was delivered and invoice was raised for the 
month. 

Direct keyboard input or use the  search function key to locate the record. It contents with details 
of, 
 
Document Number, Document Date, Customer Code, Invoice Description, Salesman, Territory, 
Discount Amount, Amount Before Tax, Gross Profit, Gross Profit %. 
 
Report list out all invoices and credit notes for each salesman and derive the net sales total at the end 
of each salesman section. A grand total at the end of the report is printed to sum up the total net sales 
for all salesmen. 
 
Report �  Sales �  Sales Monthly Billing Report 

 
Figure 9.3.4 Sale monthly Billing Report Selection Screen 
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9.3.5 Sales Order Fulfillment Report 
 
Here is the report helps to analysis the delivery fulfillment status for each sales order record. 

Direct keyboard input or use the  search function key to locate the record range. There are 5 
selection criteria to help you locate the wanted records. There are by Sales Order Number, Customer, 
PO Number, Salesman and Sales Order Date. It contents with details of, 
 
SO Number, SO Date, Customer Code, Customer PO Number, Product code & description, Unit of 
measurement, Required Date, Order Quantity, Last Shipped Date, Invoice Number & Date, Invoice 
Quantity, DO Number & Date, DO Quantity, Back Order Quantity. 
 
Report �  Sales �  Sales Order Fulfillment Report 

 
Figure 9.3.5 Sale Order Fulfillment Report Selection Screen 
 
 
 

9.3.6 Sales Order Release Report 
 
Here is the report helps to analysis the order release status for each sales order record. 

Direct keyboard input or use the  search function key to locate the record range. There are 5 
selection criteria to help you locate the wanted records. There are by Sales Order Number, Customer, 
PO Number, Salesman and Sales Order Date. It contents with details of, 
SO Number, Customer Code, Sales Order Date, Last Shipment Date, Sales Order Description, 
Product Description, Date Require, Order Amount for the Current and Previous month, DO Number & 
Date, Order Deliver for Current and Previous Month. 
 

To have summary total per order, place the  in the box beside the ‘Summary’ option. Remove the 

 system will print with each detail item in the order. 
 

By default system print the order amount only. To print with order quantity, place the  in the box 
beside the ‘Quantity’ option. The quantity printing is applicable to detail print selection only. The 
quantity will be printed just in front of the amount for each item.  
 
There are 3 order sorting sequence to present on the report. There are by Sales Order Number, by 
Customer and Salesman order. Pick your choice from here. 
 
System base on the Sales Order date and current period to decide the placement of current or 
previous month order and delivery.  
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Example 1, current month is February 2004, Sales order date is in month of January 2004, the order 
was delivered on February 2004.Hence, both sales order and delivery is belongs to previous month.  
 
Example 2, current month is February 2004, Sales order date is in month of February 2004, the order 
was delivered on February 2004. Hence, both sales order and delivery is belongs to current month. 
 
Report �  Sales �  Sales Order Release Report 

 
Figure 9.3.6 Sale Order Release Report Selection Screen 
 

9.3.7 Back Order Report 
 
Here is the report helps to analysis the back order status for each sales order record. 

Direct keyboard input or use the  search function key to locate the record range. There are 5 
selection criteria to help you locate the wanted records. There are by Sales Order Number, Customer, 
PO Number, Salesman and Sales Order Date. It contents with details of, 
 
SO Number, Customer Code, Sales Order Date, PO Number, Product Description, Date Require, 
Order Quantity, Back Order Quantity, DO Quantity, Order Amount, Previous Month Back Order 
Amount, Current Month Back Order Amount, DO Amount. 
 

To have summary total per order, place the  in the box beside the ‘Summary’ option. Remove the 

 system will print with each detail item in the order. 
 

To exclude full delivery order record from the report, place the  in the box beside the ‘ Suppress 
back order qty = 0’ option. 
 
System base on the Sales Order date and current period to decide the placement of current or 
previous month back order.  
 
Example 1, current month is February 2004, Sales order date is in month of January 2004.Hence, it is 
belongs to previous month back order.  
 
Example 2, current month is February 2004, Sales order date is in month of February 2004. Hence, it 
is belongs to current month back order. 
 
System auto sort the report in customer sequence. System does auto totaling to sales order records 
belong to a customer and print it at the end of each customer section for easy reference. A grand total 
at the end of the report is printed to sum up the total back sales for all salesmen. 
 
Report �  Sales �  Sales Back Order Report 
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Figure 9.3.7 Sale Back Order Report Selection Screen 
 

9.3.8 Back Order Report by Customers 
 
Here is the report helps to analysis the back order status for each sales order record in both quantity 
and amount. 

Direct keyboard input or use the  search function key to locate the record range. There are 5 
selection criteria to help you locate the wanted records. There are by Sales Order Number, Customer, 
PO Number, Salesman and Sales Order Date. 
 
Report in amount content, you could further sequence the records order by Sales Order Number, 
Customer and Salesman record. Each order would have a subtotaling with a grand total at the end of 
the report for easy reference. 
 
Report by quantity it contents with details of, 
Customer Code, Salesman Code, Sales Order Date, SO Number, PO Number, Product Description, 
Unit, Date Require, Order Quantity, Back Order Quantity, DO Quantity.  
 
Report by amount it contents with details of, 
Customer Code, Salesman Code, Sales Order Date, SO Number, PO Number, Product Description, 
Unit, Date Require, Order Quantity, Order Amount, Previous Month Back Order Amount, Current 
Month Back Order Amount, DO Amount. 
 

To exclude full delivery order record from the report, place the  in the box beside the ‘ Suppress 
back order qty = 0’ option. 
 
System base on the Sales Order date and current period to decide the placement of current or 
previous month back order.  
 
Example 1, current month is February 2004, Sales order date is in month of January 2004.Hence, it is 
belongs to previous month back order.  
 
Example 2, current month is February 2004, Sales order date is in month of February 2004. Hence, it 
is belongs to current month back order. 
 
Report �  Sales �  Back Order Report By Customer 
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Figure 9.3.8   Back Order Report by Customer Selection Screen 
 

9.3.9 Back Order Report (Details) 
 
Here is the report helps to analysis the back order quantity status for each product by customer base. 

Direct keyboard input or use the  search function key to locate the record range. There are 2 
selection criteria to help you locate the wanted records. There are by Product Code and , Customer.  
 
It contents with details of, 
Product code + Description, Customer code + Description, SO Quantity and Back Order Quantity. 
 

To exclude full delivery order record from the report, place the  in the box beside the ‘ Suppress 
back order qty = 0’ option. 
 
Report �  Sales �  Back Order Report (Details) 

 
Figure 9.3.9   Back Order Report by Detail Selection Screen 
 
 

9.310 Delivery Forecast Report 
 
Here is the report helps to analysis the sales order delivery status as at today. 

Direct keyboard input or use the  search function key to locate the record range. There are 5 
selection criteria to help you locate the wanted records. There are by Sales Order, Customer, PO 
Number, Salesman and Sales Order Date. 



                                                                                                            Sales Order Processing Manual 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                 Page 128 of 134 
Version 3.00 
  

 
There are 3 sorting sequence to choice from, by Sales Order, Customer and Salesman order. 
 
It contents with details of, 
Sale Order Number, Customer Code, Sale Order Date, PO Number, Required Date, Past Delivery of 
–2months, Past Delivery of –1month, Current month delivery, Due to Delivery of 1to 4 months. 
 
System base on the application current period to decide the order is past or due to deliver. Example, 
current month is April 2004. Sales Order records with date fall in month of April 2004 is printed under 
Current month delivery column. Sales order record with date fall in month of March 2004 is printed 
under past delivery of –1month. Sales order record with date fall in month of June 2004 is printed 
under due to delivery of 2 months. 
 
Report �  Sales �  Delivery Forecast Report 

 
Figure 9.3.10   Delivery Order Forecast Report Selection Screen 
 

9.4 Cash Sales 
 
Here are the report options for cash sales records printing to ease the checking task. 

 
Figure 9.4 Cash Sales Report Selection Screen 
 
 

9.4.1 Cash Sales Day Book 
 
Here is the report helps to analysis the cash sales in day report. 
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Direct keyboard input or use the  calendar search function key to locate the date range. It 
contents with details of, 
 
DO Number, Cash Sales Date, Customer Code, Cash Sales Description, Before Tax Amount, Tax 
Amount and After Tax Amount.  
 
Report would print the cash sales invoices records follow by cash sales cancellation records if any to 
provide the cash net sales. 
 
Report �  Cash Sales �  Cash Sales Day Book 

 
Figure 9.4.1 Cash Sales Day Book Selection Screen 
 

9.5 Negative Stock Exception 
 
Here are the report options for negative stock records printing to ease the checking task. 

 
Figure 9.5 Negative Stock Exception Report Selection Screen 

 
9.5.1 Negative Stock Exception 
 
Here is the report helps to analysis the stock records having negative stock on hand. 

Direct keyboard input or use the  search function key to locate the record range. There are 2 
selection criteria to help you locate the wanted records. There are by Product Grouping and Product 
Code. 
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It contents with details of, 
 
Product Group, Product Code + Description, Negative Stock Quantity. 
 
Report �  Negative Stock Exception �  Negative Stock Exception 

 
Figure 9.5.1 Negative Stock Exception Report Selection Screen 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                            Sales Order Processing Manual 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                 Page 131 of 134 
Version 3.00 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter of 
 

                       Month End / Year End Processing 
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Sales Order Processing Module, its Month End and Year End closing follow Account Receivable 
Module. Hence, Once Account Receivable Module performs the Month End closing, Sales Order 
Processing current period will automatically advance by one period. Likewise, when Account 
Receivable Module Year End was performed, Sales Order Processing module’s Year will advance by 
one year and the current period is automatically set to first period of the year. 
 
During Account Receivable Module Month End closing, it will check through Sales Order Invoices and 
Credit Notes records. To ensure invoices and credit notes transactions belongs to the same months is 
updated before process on the closing.  
 
Reminder message will be prompted to highlight user the reason of not able to process on the Month 
End closing in Account Receivable Module. 
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Chapter of 
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BACKUP PROCEDURES FOR E8  
 
With the amount of information that is available to you in a typical office system, therein comes a 
certain level of responsibility – a responsibility often ignored until it is too late. It is a typical case of 
“CRYING OVER SPLIT MILK”. Everyone relying on personal computers for information must take 
precautions to ensure that data is not lost. 
 
Losing information due to hardware or power failure, or through operator error, can be costly and in 
some cases devastating, the time and effort required to retrieve lost information can translate into a 
substantial amount of wasted money and opportunity cost. 

 
Implementing a Backup Strategy 
 
To protect your data, it is important that the person responsible for backing up your system 
understands the rudimentary elements of the computer and the backup process. If you are not this 
individual, you must make sure the person who in responsible has this knowledge. 
The implementation of a plan to recover from this “DISASTER WAITING TO HAPPEN” should, 
therefore, be an essential regulation for anyone interested in his/her investment on information and 
productivity. 
 
Following faithfully to the Backup plan is to ensure a GOOD insurance of your database against data 
loss. 

 
Backup Strategy for SOP System 
 
If you ask yourself this question, “How much time, effort and money will be lost if I were to lose any 
data?” you would then be able to work out how often you may need to backup your data as well as 
how many sets of data need to be kept before recycling them. 
 
For any system, we would recommend the “grandfather, father and son” generation of data backup. 
The minimum set of backup data set is 3 set such that you would always have the next older version if 
the current backup version were unusable. For the monthly backup before the End of Month 
processing, you should backup into a monthly set for safekeeping, preferably in another site. 
 
The folder being used in this system is named as SYSTEM file. 
 
You could use My Computer or Window Explorer to backup the folder. You could rename the folder 
for the backup procedure.  

To copy files by dragging instead of using menus  

1. In My Computer or Windows Explorer, find the file or folder you want to drag.  

2. Make sure the place you want to drag the file or folder to is visible.  

3. Drag the file or folder to the destination.  

4. Rename the folder as backup. 

 
Notes  

·  If you right-click to drag, a menu appears with the available options.  

·  If you drag a file or a folder to a location on the same disk, it will be moved. If you drag it to 
another disk, it will be copied. 

·  You can create a copy of a file and move it at the same time by pressing CTRL while you drag the 
file to a new location. 

Please refer to your window user guide for more information on how to copy the folder. 


