
 
  

Sales Order and Invoice Creation for Individual Customer 

1. Create Sales Order 

Go to Sales  Enter Sales Order 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

2. If new customer, create first Customer Account. 

Go to List---Relationships----Customers----New 

-Fill in all required data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Primary Subsidiary: Desmark Group 

Subsidiary should be Desmark Corporation, Premio Corporation, Premio Finance Corporation 

  

 

 

 

 

       

 



 
  

 

Edit the quantity by clicking Address then click Edit symbol and fill in all required data. 

 

Review first all data encoded before clicking Save. 

 

 

 

 

 



 
  

Sample Customer Creation Success: 

 

3. Once customer is already created, go back to Sales Order creation and select customer name and fill 

in all required data. Sample customer is Iresh M. Nabong 

 

 

 

 



 
  

 

4. Next Select Item Id and Input Cash Price 

 

 

 

 

 



 
  

5. Enter Cash price amount on Gross Amount Column, the other amounts will automatically generate. 

For additional discount, just input the amount in FLAT Discount column. 

 

6. Once item is already selected, add space below the item id and click add TBA items. 

7. Once clicked, this will be the reflected data: 

8. Recheck all data before clicking Save. 

 

 

 

 

 

 

 



 
  

9. Once save, please take note of the Sales Order Number. 

 

10. Time to fulfill the Sales Order, Search your SO# on the search bar. 

Click fulfill!  

 

10. This will be the item fulfillment tab for sales order completion:  

 

 

 

 

 

 

 

 

 

 



 
  

11. Fill in data on the tab and assigned serial number and bins: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once finalized, Click Save. 

 

 

 

 

 

 

 

 

 



 
  

11. After saving, this will be the Item Fulfillment/ Sales invoice page 

 

 

 

 

 

 

 

 

 

 Please take note that once Sales Order is fulfilled, this will be the presentation of data on 

SO#272 


