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Sales Quote

Path: Departments/Sales & Marketing/Order Processing/Sales Quotes
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Sales Quotes consists of the following fields:
General

1. Sell to Customer No- Select Manually.
2. Sell to Customer Name- Auto Inserted.
3. Requested Delivery Date- Date of Delivery insert manually.
4. Salesperson code- Auto Inserted.




Lines
1. Type- Item
2. No- Manually select the Item No.
3. Location code- Manually select the location details.
4. Quantity of the Item- Insert Manually.
5. Amount of the Item- Insert Manually.

Invoicing
1. Payment Terms code- Manually select the terms of Payment.
2. Gen. Bus. Posting Group- Has to be mapped in.
3. VAT. Bus. Posting Group- Has to be mapped in.

Shipping
1. Location code- Manually select the location.
2. Shipment Date- manually.


                 Click on MAKE ORDER from the Home Tab to convert the sales Quote into Order.


























Sales Order

Path: Departments/Sales & Marketing/Order Processing/Sales orders
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Sales Orders consists of the following fields:
· General
1. Sell to Customer No- Manually choose the Customer details.
2. Posting Date- Insert Manually.
3. Order Date- Insert Manually.
4. Requested Delivery Date- Insert Manually the date of delivery.
5. Salesperson Code- Manually choose from the lists.
· Lines
1. Type- Item
2. No- Manually Choose from the Item List.
3. Location Code- Insert manually.
4. Quantity- Insert Manually.
5. Amount- Insert Manually.

· Invoicing
1. Due Date: Insert manually the due date.
2. Payment Terms code: Choose manually from the lists.
· Shipping
1. Shipping Method code: Manually choose from the lists.
2. Location Code: Manually insert the location details.
3. [bookmark: _2.16._Gate_Outward]Shipping Date and Time: Date and Time in which the shipping is to be done.

Then Click on POST on the HOME Fast Tab and Choose From the Following Options:

1. Ship
2. Invoice
3. Ship and Invoice

Then Click OK to Post the sales Order.





Drop shipments

A drop shipment is the shipment of an item or a consignment of items from one of your vendors directly to one of your customers.

To create a sales orders for drop shipment
1. Open the purchase order that you want to make a drop shipment from.
2. On the Actions tab, in the General group, choose Sales Order.
3. Fill in the No. field.
4. In the Sell-to Customer No. field, choose the drop-down arrow to see the Customer List window, and then choose the customer that is to receive the item.
5. On the first sales line, in the Type field, choose the drop-down arrow, and then choose Item.
6. In the No. field, choose the drop-down arrow to see the Item List window, and then choose the item to be sold.
7. On the sales line, in the Purchasing Code field, choose the AssistButton to see the Purchasing Codes window. Select a purchasing code that has a check mark in the Drop Shipment field and choose the OK button.
8. Fill in the remainder of the information to complete the sales order.












Customer Prepayments

[image: ]
In Sales Order in the Prepayment Fast Tab the following fields are available:
1. Prepayment% - Percentage of Prepayment for the Customer.
2. Prepayment payment terms code- Terms code has to be mapped in.
3. Prepayment Due date- Due date has to be mentioned manually.
4. Prepayment Discount and Tax- Discount has to be mentioned and if the Prepayment is taxable then the field will be true.

[bookmark: _GoBack]Then on the Actions Fast Tab Click on the POST PREPAYMENT INVOICE to post the prepayment from the Customer.



For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. 
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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