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When you open the sales module, it will open with quotations.

Quotations

i SEI|E5 Drders nhwoice  Products  Reporting  Configuration

Quotations n uotations x| |
[0 quotation Mumber Quotation Date Customer
O soso7 11122020 082142 Pretoria Marathon Club

These are merely quotations done and not validated invoices as yet.

Orders
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Orders will feature the actual sales orders created.
Sales Teams

This will feature the sales team’s setup in the CRM module.
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Customers
This will take you to the contacts module, where the customers will be filtered.

You can also create a customer from here by clicking on CREATE
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To Invoice

T Filars = =0moup By = W Favorfes =

Customer invoices

Here the customer invoices will be listed. You can also sort it according to customer or invoice
number by clicking on the column title or applying a filter.

OR - You can click on CASH SALE and create an invoice from there.

Orders to invoice
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Tolmwoice  Pre jucts Reporting  Configuration

Orders to Invoice Customer Invol
Ordars 1o imegice

Orders o Lipss

Here the orders that haven't been invoiced will be listed.

Orders to Upsell

These are orders with products invoiced based on ordered
guantities, in the case you have delivered more than what was

Configuiation

i B P typical example is the pre-paid
ot 15 Ll nours of service, where you want
to sell extra hours to the customer
pecause the imbal hours have
already been used.
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Creating a Quotation — Sales order — Customer invoice
This will be used for selling stock items or not scripted spectacles. These cash sales are not to be

submitted to medical aid.

Click on CREATE a quotation

Quotation Murmber Quotation Dale

Create the quotation

Quotations / New

m DISCARD

SEND BY EMAIL m CONFIRM  PREVIEW  CANCEL

New

Customer Real Vision (Pty) Ltd
Invoice Address Real Vision (Pty) Ltd
Delivery Address Real Vision (Pty) Ltd

Quotation Template

Order Lines | Optional Products | Other Information
Product Description

+ Omega 3 Capsules 60 (12Pack) Omega 3 Capsules 60 (12Pack)

Add a product  Add a section Add a note

[

&

Validity
Pricelist

Payment Terms

Ordered Qty
1.000

QUOTATION

01/20/2021 -
+(ZAR) - 7
Patient to Pay -
Unit Price  Taxes Discount (%) Total
714.15 (Tax15%) 0.00 R714.15 &
Untaxed Amount: R621.00
Taxes: R93.15
Total: R714.15

o Customer — Choose the customer by typing the name and selecting from the dropdown list.

If not featured, Create and edit

Invoice address — Will be Auto-filled when customer in selected
Delivery address - Will be Auto-filled when customer in selected

Quotation template — Here, you can create templates to choose from and select from the
dropdown list, OR you can leave empty and create from scratch. (Ideal for walk in

patients and quick quotes)

o Validity — Select for how long you want the quote to be valid

o Pricelist — If you have numerous pricelists listed, you can choose which Pricelist you want

to use.

o Payment terms — Will be patient to pay because medical aid submissions cannot be done

here
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o Order lines — Add a line
e Add a product and adjust price, VAT, Qty, and so on
o Optional products
Here you can add additional products that the customer might be interested in. E.g., Adding
a solution to.coR Ses,

Othisr Inforrmatson

|236520] Reakeyer Mall Navy/Bioe fooed tint [ Small)
|23621] Realeyer Pholo lenses (smal
143522 Realeyer Spare Mosepads (small
[23927] Realeyez Rubber tips (smal
[23924] Realeyez pods Choar (small
[26992] RealEyez PO125 TR0 Brown
[26997] RealEyez PU125 TR0 Mawy
Search More
Create “realeyez

Create and Edit

o Other information — Additional information can be entered here
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o Go back to order lines
o Click on CONFIRM

Quotations / Mew
DISCARD

SEND BY EMANL PRIN EVIEW CANCEL

New
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o Once you have confirmed the order, you will receive a sales order number.
S03435- Sales order number

o Click on create invoice

Quotations / S03435

EVIEW PRINT SEND BY EMAIL AMCEL LOCK

S03435

Invoice Order x

What do you want to © Invoiceable lines

invoice?
Invoiceable lines (deduct down payments)
Down payment (percentage)

Down payment (fixed amount)

CREATE AND VIEW INVOICES | CREATE INVOICES [Eeii#=N

o Click on CREATE AND VIEW INVOICES

o Open and edit the draft invoice
Quotations / S03435 / Invoice

m DISCARD

VLOEDLYI PREVIEW — CANCEL

Draft Invoice
Customer Pieter Naude - &
Patient -
Delivery Address Pieter Naude ~ [# Invoice Date 01/27/2021 =
Payment Terms FPatient to Pay| ~ [z DueDate 01/27/2021
Cash Rounding Patient o Pay Deliver To Real Optics (PTY Ltd): Delivery Orders -2
Metted Create and Edit.. Salesperson Simone Cowan -
Sales Team -
Auth Code
Pricelist +(ZAR) - &
Invoice Lines | Otherinfo | Mediswitch Claims
Clinical
Final SADA PPN1 Analytic  Deferred Scheme  Patient Disc
RX Code Code ICD10 Product Account Account Revenue Oty Price Balance Balance (%) Taxes Status DescriptionfR) Comments(G) Total
+ RealEyeZ 200100 1.000 69.00 0.00 69.00 0.00 R 69.00

Eyve Sales -
Health  Recoveres

o Make sure you enter the payment terms — Patient to pay
o Check the Product, taxes, and quantities before validating your invoice.
o Enter the correct IDC code if not already assigned to the Product if no ICD code. Choose N/O
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o Under Other info, Enter the dispenser, frontline, and Optom names

Invoice Lines Other Info Mediswitch Claims

Optometrist - Dispenser - Journal Customer Invoices (ZAR) - =

Frontliner - Exam Date x Account 342000 Receivable - &

Refund Reason - Company Real Optics (Pty) Ltd - =
Payment Ref.

Reference/Description

o Click on VALIDATE

Quotations / SO3435 / INV/2021/0015

m DISCARD
B i e T a0l ADD CREDITNOTE  PREVIEW  CANCEL

INV/2021/0015

o From here, you will receive the invoice number
o You can Add a credit note if you want to credit this invoice
o Register a payment

Save and Print / Send the invoice by clicking on SAVE. Then you can click on SEND AND PRINT, OR you
can click on print in the Top middle of the screen and choose your print option.

Quotations / SO03435 / INV/2021/0015

=+l CREATE Print = Action ~

Invoices
SEND & PRINT | REGISTER PAYMENT [IEURISE=IgTEHSR S VRETe R TRANSF S
nvolces WItNout Faymen

Invoice - Normal

Invoice Report

INV/2021/0015

Products

Here the products will be listed as in the Inventory module. The automated filter - CAN BE SOLD, will
be applied.

o

i Sales Orders Tolm ice Products  Feyp wiing  Configurstion
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Pricelists
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The pricelists will be listed. You can add a price file by clicking on CREATE or you can IMPORT a Price
file.

Pricelist Items

Here all the products will be listed. This will be fees, services, inventory, add-ons. Basically, anything
that can be invoiced or was imported from a price file.

Sales Omders Toblmmice Products Reporiing Configursiion

Pricelist Item u—
m IMPORT @ TFiters = = Group By = o Favorites =
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Reporting

Sales

s Sales Orders Tolnwoice Products Reporting Configuration © ®' Real Optics (Ply) Ltd ~

Sales Analysis Sales

T Filters ~ 2 Time Ranges = +# Favorites ~

Measures ~ | Group By - AR )

60,000.00

0,000.00

2D,000.00

17 Nov 2020 22 Nowv 2020 27 Mov 2020 02 Dec 2020 07 Dec 2020 12 Dec 2020 17 Dec 2020 22 Dec 2020 27 Dec 2020 01 Jan 2021 08 Jan 2021 11 Jan 2021 16 Jan 2021

Total Sales Untaxed Total Orders Ayverage Order Days to Confirm Sales Teams

R 84.25k R73.27k 2 R 4213k 0.00 day(s)




