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How to create a Sales Order

Procedure

1. To create an order, go to the “Sales Ledger” on the side navigation bar, under the
heading “Accounts” and select the Company’s name on the list.

[ JON ) SQLWorks 2012 - Main Window - Sales Ledger - DB:Lineal - VPN:No - User:Ch

iNneal o, Search: |linea @@ 9 /7 wit @ o [F New L Find Qs Search ] save Cancel
SQLWTk s, comeam tame e e e SomoneT| O -
Lineal Software Solutions... Company Name|Lineal Software Solutions L efaults

> @ WebView SL Code 796 r Balance Group (o] di
» L SQLWorks CRM Tel Number 01271 850_550 ’— FrX Balanceg Um'et:orml,..g Inv No
v & Accounts sl -
g e Sales Invoice Address:
es Ledger
9 Address 1 The Barton
.g Purchase Ledger Address 2 Lower Loxhore | Py
Part Name
] Contracts Address 3 ;
~ Town Barnstaple H i
v & Bank County Bevon Credit Limit - |
3 Bank Accounts Postcode EX31 4SY 500.00 __On Hold
@ sundry Cash Ledger Country Name [
& Petty Cash Accounts All Outstanding ~ Quotes _ Transactions Unreconc
& ForX l New Order <4 Invoice Order < Print Order
¥« Nominal rder No Yourref Reference  Dated Fx_ Complt Total Profit
: 010552 iTest i22)ul2015 if iYes  [12.00 {10.00
€, Nominal Ledger

2. Click on the “Orders” tab.
3. Click on “New Order”.

4. |If the item is coming out of stock, start typing in the product code in the “Prd Code” box
and select the product from the drop down list. This will also fill in the product description

box.

[ XX ) SQLWorks 2012 - Customer Order

& Preview & Halt Transaction & save&Close 9 gaficel
{invoice Address )| Delivery Address, alEs) crcarda Auth  Courier, Status & Project  Printinfo  Analysis  CRM

@ [796 | Lineal Software Solutions Ltd salgg@ontact Detail Group——————— DateGroup—— ValueGroup ————————
Name Lineal Software Solutions Ltd B |ordervo. OrderDate  [4Feb 2016 | 1 | | Amount 0.00

Mo Mhesaron A B Notes — ‘:| Dispatch Date [9 Feb 2016 | [1 | | Cancelled [ooo
Address 2 Lower Loxhore - Delivery Due D:[9 Feb 2016 | [ || @) Add () Exempt | NRT
Address 3 B[] |var 0.00

Town Barnstaple Detail Group GRANDTOTAL [0.00
County Tel No. Fax No. Warehouse [001 | [Main Stores| v Curency [0 [t | v Invoiced [ooo
Postcode/Countr [k v [orezrssosso | Lp: Code [MISC| [Miscelaneou v |  ExRate [1.000000 | BALANCE [ooo
[1 PrdcCode| v Description Actual _Free Potent <47 WHCode [001 anl [o00 | v| Nom[160 ||+ | AW

i 4 DeptCode[misC | v | [Misc [New hardware Ma/ |7 |=]

Unt Stk Sell SSM Unit Price Pe Unit Desc  Qty Cancel Qty Inv Qty Gross Amount  Disc R‘ale Ne(vAmounl VAT VAT Amount Delivery Date Our Cost Total Profit !-] I:!
[1.0000 [ooo000|  1.00 | [ | o o 000 | o000/ 0006 || 0.00 [9Feb 2016 | BB | 0.00 | 0.00 | 0.00

5. If the product is not in the stock ledger, just type the product and description in the white
“Description” box.

6. Type the quantity in the “Qty” box and the sale price in the “Gross Amount” box and type
in the amount you paid in the “Our Cost” box.

7. Select which category the product is by clicking on the box next to “Nom” and click on
the most appropriate category. E.g. “New Hardware Mac” or PC.

8. Type in a reference in “Our Ref”.

9. Click “Save & Close” to save the order.



