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Invoice the Sales Order.
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2 Executive Summary

2.1 Document Control

Author

Robyn van Zyl

Developer/Implementer

SYSPRO

Filename

Stock Consumption Training Manual.docx

Last Edited

21 February 2025

2.2 Summary

This document explains the process of how to consume stock when outside doctors request for it.
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3 Creating a Sales Order

3.1 Creating the header

Open the Sales Order Entry program from the tile or from the hamburger menu.

= LCISY@PRO  Home > salesOrdzgetry A O robynavant ~
Customer D200000001 Q| Type Order - Order QW Create Order il CounterSales = Options ~ %
o D200000001 Sales order -
= Customer Order status C Refresh totals Expand card v
Outstanding invoice total Original net merchandise Invoice tota

Add non-stocked line

® Add freight line

Y e

Ship date 32/01/2024 . . 5
&3 Add miscellaneous line 4 Service charge

DoctorReferringtMnemonic 001LIF

Customer purchase order * 5
a Order date 22/01/2024 23 Add stecked line

Order branch 0 Q
Local Sundry Debtors
00 W Lines
Salesperson B
Default Salesperson
20 Q Bree Format Comments ElStandard Comments [Stock S/0 Text Stock D/Goods Text 2 * Fiter
AR invoice terms -
30 Days, Discauntt: 0.00 Stack code Description Warehouse Ordergty Uom Ship gty B/oqty Unit price  Price uom Price code 1
Order type Q N
Taxstatus Non taxable v
W Delivery
Ship to name Outside Doctors There are no items to show
Address 1

Select the Type as Order (this is the default when you open the program).
. Select the Generic Customer - D200000001 - Outside Doctors.

Select the ShipDate.

Select the DoctorReferringMnemonic.

Click Add Stocked Line.

o w2
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3.2 Loading the stocked lines

Stocked Item

7

&) x o

Stock code information =

1000018

Gold SST Tube 5ml MDM Test
Gold S5T Tube 5ml

100

1035 - Ref Lab - Warehouse
138,638.000

50.000

266.000

138,372000]

1035 - -
Warehouse * Q Order line information
Beflab. h
1000018 Q
Stock code * < i i
Gold SST Tube 5ml MDM Test € Stock code information
Description Gold SST Tube Sml MDM Test Stock code
Order uom ] Description
. Long description
Order quantity 200.000
Ship quantity 200.000 Product class
Back order quantity 0.000 Warehouse
Qty on hand
Qty on backorder
Price code B 1y
ty allocated to 5/0
Price override
Qty available
Price 0.00000 l
Qty ininspection
Product class 100 Q
Qty in transit
ship date 22/01/2024 =)
Qty on order
Discount Edit
Qty allocated to WIP
Taxable
Free stock
Tax code Q

EREup RS

1. Select the Warehouse
2. Select the Stock Code.

Future free
Qty dispatched/not invoiced

Current cost

a. This is the stocking UOM (smallest UOM).

3. Check the Qty Available.

4. Take note of the Order UOM.
5. Enter the Order Quantity.

6. Leave the Price as zero.

7. Click Save.

a. It will warn that the price is zero. Click OK.

b. It will ask if you want to add the line. Click OK.

8. Repeat from step 2 for the next stock code requested.

0.000

2.000
3,504.000
0.000
138,422.000
141,878.000
0.000

136.91551
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3.3 Printing the Picking Slip

A O Robyn Avanti ~

= [ISYSPRO  Home > SalesOrderEntry e
Customer D200000001 Q  Type Order 0000000042 Q Bi Ml CounterSales ~  Options ~ ¥
o 0200000001 0000000042 <1= Open order
= Customer Sales order Order status CRefrsnicias  Epandcard v
AR 0.00 AR 0.00 AR 0.00
Outstanding invoice total Original net merchandise Invoice total

Customer purchase order ¥

B¢ Add stocked line i# Add non-stocked line W Add freight line

Order date 22/01/2024 B
Ship date 22/01/2024 (] " o "
=3 Add miscellaneous line s Service charge

DoctorReferringbinemanic 001LIF
Orderbranch 0 Q

Local Sundry Debtors

W Lines

salesperson oo @ 0

Default Salesperson

20 Q BFree Format Comments Estandard Comments [Jstock 5/0 Text P8Stock b/Goods Text @ * Filter
AR invoice terms -

30 Days, Discount3s: 0.00 o Stock code Description Ordergty Uom Ship gty Blogty Unit price_Price uom Price code 1
Ordertype Q 7 1000018 Gold SST Tube SmIMD... 1035 200.000 TUBE 200.000 0.000 0.00 TUBE 3
Tax status Non taxable b

1. On the main Sales Order Entry screen, review the lines loaded to confirm they’re all there.

2. Click Complete Order.

End Order |
}i;f Continue Order ! End Order & #
FY
Invoice
Document to print O Delivery note
[ @ Order acknowledgement ]
SCT transfer
Format description Ord. acknowledgement
Posting period 05/2024
Print document if faxing
Salesperson 1 00 Q
=

3. Select Order Acknowledgment.

4. Click Print.
a. This will then generate the picking slip, and a pop-up will appear top right in the browser.
b. Click on the pop-up to open the document.

c. The stock can now be picked from the document.
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3.4 Update ship quantities on the stocked lines

Once the stock is picked, the quantities to be shipped to the Outside Doctor can then be updated against the sales

order.
= [ISYSPRO  Home > SalesOrderEntry ° A O RobynAvanti ~
Customer D200000001 Q  Type [ Order 0000000042 Q R A | Wl CounterSales ~  Options ~ %
« 0200000001 0000000042 <1 Open order
- Customer Sales order Order status Cremhmouts Spanger
ZAR0.00 ZAR0.00 2R 0.00
Outstanding invoice total Original net merchandise Invoice tota

Customer purchase order *

Qrder date 22/01/2024

2¢ Add stocked line s Add non-stocked line ® Add freight line
Ship date 22/01/2024 = 5 X

€2 Add miscellaneous line 4 Service charge
DoctorReferringMnemonic 001LIF

(B ¢

Orderbranch = Q
Local Sundry Debtors
W Lines
Salesperson o0 = b
Default Salesperson
20 Q B Free Format Comments Estandard comments [stock 5/0 Text Bstock D/Goods Text @ * Fiter
AR invoice terms -
30 Days, Discountss: 0.00 2 Stock code Description Warehouse Ordergty Uom Ship gty B/o gty Unitprice Price uom Price code 1
Order type Q Jseenasel L Gold SSTTubesmIMD... 1055 200.000 TUBE 200.000 0.000 0.00 TUBE -
>
Taxstatus e i - ert before Line...
P Addtond... >
Change Line.
& Delivery
Cancel Line...
Shipto name Outside Doctors
Address 1

1. Open the sales order if not open yet by clicking “Maintain Order” and then selecting the order number.

2. Edit each stocked line by clicking on the edit icon and clicking on Change Line.

Stocked ltem

4
B)c x &
-
1035 P . . .
Warehouse * 2 Order line information Stock code information
RefLab - Warehouse
Stock code * 1oooote Q .
Gold SST Tube 5ml MDM Test Net value 0.00
Description Gold SST Tube 5ml MDM Test Supply request alert
Order uom Lots/Serials dit
rder quantity 200.000 Free goods Select
Ship quantity 150.000 ] Dimensions Edit
Back order quantity 50.000 Configurator Configure
Price code override Customer price look-up Query
Price code _
€ Additional line values A
Price override
Net price 0.00000
Price 0.00000
Discount value 0.00
Product class mn| Q
Line cost 0
Ship date 22/01/2024 (=)
Line profit 0
Discount Edit
Line profit % 0
Taxable
arane Line invoice total 0
Tax code
Q Line tax 0
Line GST 0
€ Price groun ~ 7

3. The Stocked Item screen will pop-up - Update the Ship Quantity according to the quantity that was picked for
the order.
4. Click Save.
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3.5 Print Delivery Note

Open the sales order if not open yet.

A O RobynAvanti

= [LiSYSPRO  Home » SalesOrderEntry
Customer D200000001 Q Type Order 0000000042 Q e@i Ml CounterSales ¥ Options ~ £
. <1» Open order
= Customer Sales order Order status CRefrmhtoss  Bpandcard v
ZAR0.00 ZAR0.00 ZAR0.00
Qutstanding invaice total Original net merchandise Invoice total

Customer purchase order *

B2 Add stocked line Add non-stecked line & Add freight line

Order date 22/01/2024 (=]
Ship date 22/01/2024 = " " X
3 Add miscellaneous line Service charge

DoctorReferringMnemanic 001LIF
Order branch = Q

Local Sundry Debtors

00 W Lines
Salesperson Q

Default Salesperson

30 Q Brree Format comments Estandard comments [stock 5/0 Text Pstock D/Goods Text @ % Filter
ARinvoice terms E -

0 Days, Discount: 000 tock cod Description Ordergty_uom ship aty. Blogty unitpricePrice yom Erice code L
Order type = /7 1000018 Gold SSTTube 5SmlMD... 1035 200.000 TUBE 150,000 50.000 0.00 TUBE
Tax status Non taxable v

1. Review the lines.
2. Click Complete Order.

End Order
W ! End Order B ¢

& Continue Order |
=

Document to print

Q order acknowledgement

SCT transfer

Format description Delivery note

Posting period
Print document if faxing

Salesperson 1 00 Q

3. Click Delivery Note.

4. Click Print.
a. This will then generate the document that must be shipped with the stock to the outside doctor.
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3.6 Invoice the Sales Order

Open the sales order if not open yet.

CiSYSPRO  Home » SalesOrderEntry

Customer D200000001 Q  Type Order 0000000042 Q

<1>Open order
Order status

°
= Customer Sales order

ZAR0.00 ZAR0.00
Qutstanding inveice total Original net merchandise

B¢ Add stocked line

Customer purchase order *

dd non-stocked line

A O Robynavent

=8 il Countersales = Options ~ %
Grarnean | Spmser v
ZAR0.00
Invoice total

® Add freight line

Order date 22/01/2024 (]
Ship date 22/01/2024 () " » X
£2 Add miscellaneous line 4 Service charge

DoctorReferringMnemonic 001LIF
Order branch 0 =

Local Sundry Debtors

W Lines

Salesperson &) = o

Default Salesperson

20 Q PFree Format Comments EXstandard comments [Jstock s/0 Text P stock D/Goods Text @ & Filter
AR invoice terms £ .

30Days, Discountst: 0.00 tock code Description Order gty vom ship gty Bloqty uUnitprice Price uom Price code I
Ordertype Q 7 1000018 Gold ST Tube 5mIMD... 1035 200.000 TUBE 150,000 50.000 0.00 TUBE
Tax status Non taxable -

1. Review the lines.
2. If Order Status is “<4> In Warehouse”, click on the Hyperlink.

Pl Change Order Status

O 1-openorder
2-Open back order

3 - Released back order

B O 4 - In warehouse

8- To transfer

New order status

F - Forward order
§-Insuspense

9-Ccomplete

Convert order to scheduled order

3. Select 8 - To Invoice.
4. Click Accept.
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= [LISYSPRO  Home >

» 0200000001 0000000042
- Customer Sales order CRefshionls  Emandaard
ZAR 0.00 Z4R0.00

End Order
Customer purchase order ¥ Continue Order "W End Order E o]
Order date 22/01/2024 [} 6 PN
Ship date 22/01/2024 (=] I.
DoctorReferringhinemonic 001LIF Document o print Delivery note

O order acknowledgement

Order branch 1g Q SCT transfer

Format description invoice
Salesperson Q

+ Fite
- R Q @ % Fite
AR invoice terms . Print
D, B/oqty Unit price  Price uom Price code

Order type Q 50,000 0.00 TUBE
Taxstatus Non taxable v

Posting period 05/2024
™ Delivery Print document if faxing
Ship to name Outside Doctors Salesperson 1 0 Q
Address 1

Address 2

Address 3

5. Click Complete Order.
6. Select Invoice.
7. Click Print.

a. This will then remove the stock from SYSPRO and generate the Invoice.
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