2 Farmplan

Once a Sales Order has been created for a customer, with the products selected, it needs to
be converted to a Despatch Note and then to a Sales Invoice. This can be done by clicking
on Convert in the top left corner when in the Sales Order screen, as shown below in red:

=

File Setup DatsEntry Inspectors

Reports  Tools Help

Ngw HLEDI oM 23/04/2018 E To 23am4re01s E 12 Months To Date v Show All ~ Status.
pECNS A Sales Orders (39)
Status | Transaction | _ Order No. | Total | Order Date Delivery Date Customer Delivery Address Contact Postion Work Phone
g 1 1 35238 16/12/2018 204172019 Meat and Eat Invoice Address. Mrs Andrews. Owner 01452 258825
2 2 M21.07 16112/2018 17/12/2016 Bennett ST Invoice Address. Sid
Sales Orders. 3 3 205.48 161212018 16122018 Hilier RA Invoice Address Rachel
_ 4 4 16487 1611212018 1611212018 Milers Invoice Address. Dr David Miller Wanaging Director
‘l 5 174895 1612/2018 18122018 Redhill Invoice Address. Brian Owner
6 6 133.70 16/12/2018 16/12/2018 Prentice O Invoice Address. David Prentice Private individual
Despatch Notes 7 7 22754 161122018 171122018 Taylor, Mr. S & Mrs A, Invoice Address. Steve
8 4 1621201 16/ 018 Griffine Mre Helsn I i Helen
5 = (=]
18
Returns 19 [T Baaalelngs 2302015 (=
P 32
| 3 Type | AlTypes o
Sales Invoices. 4 Customer | All Customers = From| 22/042018 [7H| To| 230042018 12 Months To Date >
C 35
8 GRS Traceatny Ttomer Ordet Tretvers riemes
[ 37
38 ~ " Collected v
Sales Creat Notes || 13
® v v
L 8 b
= c 4 i
Order e cription OrderDate  Customer Ordered Oty QtyThis  TotalQty poporaddress  Code Delivery Date @
Transactions 2 No Delvery _ Delivered
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This will bring up a list of Sales Orders which have not been converted. There is the ability
to filter by Type, Customer and From (date), as shown above in blue. Click on the red
crosses against the items to be converted and click Save. Items showing with a tick are
orders that have been selected to be converted, to deselect click on the blue tick.

Any items that have been selected will be converted from a Sales Order to a Dispatch Note.

Dispatch Notes can be converted to Sales Invoices using the same method as above, from
within the Despatch Notes screen. The converted Despatch Notes will then show as a Sales
Invoice and will be ready to be emailed or printed. To do this, click on the Report button in
the top left hand corner and select Email or Print.



