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 INSTALLMENT 

Sales Order 

 

 

1. Transactions 

2. Sales  

3. Enter Sales Order 

 

 

 

4. You will be redirected to the Sales Order page. Fill out all mandatory details or the box with the 

red asterisk *  

i. After selecting the Customer – the customer’s address will reflect in the BILL TO section 

ii. Date is defaulted to the CURRENT DATE 

iii. Status is automatic 

iv. Leasing Location should be PREMIO FINANCE – BRANCH 

v. For interest term and downpayment, leave it blank first and proceed in selecting the itemid 
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5. Select the Item ID  

6. Check the ☑ for the Applicable for Loan 

7. In the Inventory Detail column, click the box to select the serial number 

8. Click add then OK 

 

 

 

 

 

 

 

 

 

 

9. Add Gross Amount 

 

 

 

 

 

 

 

 

 

i. For Motorcycle units – click the Add TBA items 

ii. click save 
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10. Go back to the interest term and downpayment – select the interest term 

 

 

 

 

 

 

 

 

 

 

 

11. Manually input the downpayment 

i. The Applicable Minimum Downpayment will automatically reflect below  

12. Select the Collector’s designated code 

13. Click Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will be redirected to the Confirmation SO Page  
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Invoicing 

1. In the sales information line, you will see the loan details 

 

 

 

 

 

 

 

2. Click Installment button, then the cashier will now receive the customer’s downpayment 

 

 

 

 

 

 

 

3. After the receiving of downpayment, you can now make an invoice 

i. Click next bill button 
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4. You have to reselect the customer’s name 

 

 

 

 

 

 

 

 

 
 

5.  If freebies were not included upon making the sales order, it could be done in creating 
the invoice 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. After inputting ang double checking the details, you may now save the invoice, and the cashier 
may now print the invoice. 
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Fulfillment 

1. Go back to Sales Order, and click Fulfill button, and select the PDI personnel 

 

 

 

 

 

 

 

 

2. Click the Inventory detail box, to double check the serial/engine# and bin location, then click SAVE 

 

 

 

 

 

  

 

 

Serialized item      TBAs/Non-serialized item 
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3. The item is now shipped. 

 

 

 

 

 

 

 

 

 

 

Note: The GLs are now predefined. Zero rate for RFCs 

 


