How to run an enquiry on a sales order
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HOW TO RUN AN ENQUIRY ON A SALES ORDER
 
Go to Reports/Customer Sales Enquiries/Sales Order enquiry by date:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004175890/original/P0LMpdTzxglxzI2TeqL2hSYGtq-caTUKLQ?1501510914]
'Sales Order enquiry by date', this will enable the user to view all sales orders set up in their area.
Enter the period range, of  the Order you would like to query:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004175912/original/bX-qIEGJb72NIQrfFFwix_PQD8PWgtNMIQ?1501510949]
This report will give the user the following details:
· Who submitted Sales Order
· Sales Order no.
· Customer ID
· Sales Invoice no.
· Who created Sales Invoice
· Subcost
· Product
· Description
· Net amount
· Vat rate
· Vat amount
· Gross amount
 
If there are no details in the 'sales Invoice no.' column, this means no invoice has been generated:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004175934/original/jJP98Ge4sCMFIwec0D-VmmBK4_B258s1nA?1501510982]
 
When a sales invoice is issued, the number will appear in the relevant column:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004175993/original/eKO7YYpCQQy7yiuhxPuxw7WGdwmRUWwPjA?1501511051]
    
Click on the highlighted column to drill down on the transaction:


[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004176030/original/yNZ4cSRD1VX2Oj9a1JZPvNf-tkWLLE3j_w?1501511108]
 
 
The following screen with transaction details will appear:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004176052/original/acNLhj3C_NUEy0O83xZrjjg7QnnQ3peBVg?1501511128]
 
 
To view the invoice click on the paperclip icon button:
[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004176074/original/Axr4huhSDhbb_gENArFPHcbwrM8TUpVmhg?1501511168]
 
The User will be presented with a PDF invoice version:


[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004176122/original/XNn8OHPSDoOKkCrDNTJrSB7SV70s2gzWyg?1501511215]
   
Click twice on the Pdf to print or save the invoice:


[image: https://s3-eu-west-1.amazonaws.com/eu-cdn.freshdesk.com/data/helpdesk/attachments/production/7004176141/original/n1QeyVfz1VtMB_7gdQYNCGQxI8eNqbRKZg?1501511238]
  
Invoices, statements and reminder letters are issued electronically to customers. All sales orders that are completed correctly are converted to a Sales invoice.
 
Statements are issued on the 4th of every month by Accounts Receivable
 
Reminder letters are issued on a weekly basis.
 
In relation to sales order/invoice enquiries please contact accounts.receivable@dcu.ie
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