
 
 

HOW TO CREATE SALES ORDER 

NOTE: IF YOU DO NOT CREATE SALES ORDER FIRST, YOU CANNOT PROCEED TO SALES INVOICE. 

1. Go to Transactions  Sales     Enter Sales Order  

 

2.  Fill out all the fields that has (*). Please see screenshot below: 

3. Input item code , change amount 

4. Click Save! 

Input the itemcode 
QTY x Rate/1.12= amount 

 



 
 

SALES INVOICE 

1. Go to Transactions  Sales   Enter Sales order       List 

2. Select view 

 

3. Click Fulfill ( After all payment made from Cashier ) 

 

 

 

 



 
 

4. Check the item code, location, quantity. Then click inventory detail 

 

 

 

 

 

 

 

5.  Once saved, a confirmation will shows that the Transaction successfully saved. 

 

 

 

Check BIN, STATUS and QUANTITY 

Click OK then Save 



 
 

 

6. How to verify the status of your inventory after invoicing or selling an item 

 

 

Right click then open link new tab, it will 

show your branch inventory item details just 

like checking your arrivals from supplier 

As you can see, no available qty onhand 

because the item was already sold. 


