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Invoicing Overview Transcript 
Robert 

Yup, we can do that, I’ll charge it to your account, and have it ready for pickup. 

Andrew 

What was that? 

Robert 

Oh, it was a customer placing an order for Will Call. I’ve made the Sales Order, but what’s the process once they 

come to get it? Something about Order Monitor, right? 

Andrew 

That’s right, why don’t I walk you through invoicing orders. I’ll show you how to handle Will Call Sales, Delivered 

Charge sales, and finish by covering Approving and Invoicing. 

Topics 

• Using Order Monitor with Will Call Sales 

• Using Order Monitor with Delivered Charge Sales 

• Approve and Invoice Orders 

Using Order Monitor with Will Call Sales 

When a customer comes in to pick up a Will Call type sale, select Order Monitor from the Home tab Dispatch 

group. 

Set the Filter to Orders for Pick Up. 

Enter the Order Number in the Find field and select Go. 

Double-click the line to open the order. 

Select Confirm Pick Up from the toolbar. 

Decide if you want to print and or email the invoices and enable their respective check boxes. 

Select OK to proceed. 

The system records the stock as issued and changes the status to Invoiced. 

Using Order Monitor with Delivered Charge Sales 

Using Order Monitor with Delivered Charge Sales uses a process like that in Will Call Sales. 

In Order Monitor, change the filter to Orders for Delivery. 

Enter the Order Number in the Find field and select Go. 

Choose Mark Delivered on the toolbar, or select the order in the grid and use the right-click menu to choose Mark 

Delivered 

Enter the Delivery date and other information as necessary. 
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Press OK. 

Decide if you want to print and or email the invoices and enable their respective check boxes. 

Select OK to proceed. 

The system changes the status to Invoicing. 

Approve and Invoice Orders 

To complete the sales processing cycle, you’ll need to approve and invoice delivery charge orders. 

In Order Monitor, change the filter to Orders for Invoicing and enable the Only orders at this status check box. 

Press Go. 

The system displays Delivered Charge orders with a status of Invoicing. 

You can review them before approving. 

Choose one or a range of invoices that you want to approve and then select the Approve button in the tool bar. 

Click Yes to continue. 

With the same orders selected, click the Invoice button and choose yes to proceed. 

Decide if you want to print and/or email the final documents and select OK. 

The system updates the order status to invoiced. 
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