A\ CTIVITY

S O F TWARE

Cloning an Invoice

From the ADVANTAGE main screen, select Order Processing then Estimates and Invoices.
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+ Using the customer information tab, search for and select the customer you need:

Estimate/Invoice Entry

Cusgtamer [nformation Line Item Detail
Search Options Credit and Discount Info
Customer Naime: || Hew ‘et (it
Avail Credt:
Account Mumber:
Dizcount:
Irvaice Mumber: Estimate Mumber:
Terms:
Phone Mumber: T
ax D &
Contact Person: |
R Mumber. Paymerit Histary
Parent: ’— Current:
Address: a q
As on a normal invoice, be sure to
complete these three fields as
necessary.
City, State, Zip: | |
Salesperson: | j
Entered by: |
Order Description: |
continue

D Custorner
Motes

@ Help ¥ Esit

'}ij Clear Form [

+ You can ignore any pop-up messages about the customer by clicking “no”.

+ Once you select a customer, click on Reorder at the bottom of the customer
information tab. Having a customer selected will cause the reorder button to not
be grayed out.

+ Clicking reorder will bring up a list of invoices. Click on the one you want to clone
and click OK.

| Invoice Lookup
Sls
1] 11 2 Koen

20395 11/4/2004
24336 [o [4r13/2007| Test
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+ ADVANTAGE will display the following prompt:

L ] E Do you wish to recalculate the prices on this invoice?
L

Yes Mo

+ Clicking Yes will recalculate the prices, making adjustments for any price changes
since the creation of the original invoice. Clicking No will leave the prices exactly as
they are on the original invoice.

+ Click Continue:

Customer Marne:

Estimate/lnvoice Entry o
Cuztomer [nformation Line Item Detail
Search Options Credit and Dizcount Info
Customer MName: ” Hew Credlt Limit:
Avyail Crecit:
Account Mumber:
Dizcount:
Irvoice Mumber: Estimate Mumber:
Terms:
Phone Mumber: Tax 1D &
=54 -
Contact Person: |
Fa& Mumber: _
HTHEr Payment History
Current:
Parent:
Past 30
Acdress: Past B ,7
Past S0
Bad Checks:
City, State, Zip: | |
Salesperson: | j
Entered by: |
Order Description: |
continue | | | |
Customer .
D Motes ﬁ Clear Form & = F Help K Exit
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+ You can now make changes to the reorder as desired. Once you are
finished, click continue estimate.

Reorder of invoice #24336

Customer Intormation Line Item Detail
Search by Product Code Day=
HEN 1.00
Search by Product Deseription
[
escription
Test Promos: $0.00 -
- Pricing Upchane: 100.00
sa'le.s.I‘ax: s?.m - W 00
Pricing Information Discount. ’I]_"/ 000
Shipping $0.00
Line Wizight 0lbs. 0oz
On Hand: 0.00 On Order: 0.00
Total Wieight: [ 0lbs. 0 ez, Approval Date: [04,13/2007
st |Projuct Gode [colorTyp | atv|Po|sives| TiDiscount]  Eaened] | | | | | | | |
b |4 |Customer Requ 1 0 $0.00] $0.00 0.00) 0.00| 0.00| 0.00| 0.00| 0.00| 0.00 0.00] 0.00
E3 | A [N N Y A I
1 - | ) I I B ——
| | | | A I N Y M
_ | | | A I Y N
— | | | A N Y N M
| | | | A N Y N M
| | | | | | | | | | | |
hj Each Extended %
Ea 0.0000 0.0
Conti Conti
antinue antinue Order
Estimate £dd line | Delete line | Copy Line Order sm,_m: & 0.00
Shop Mnimum is: $0.00
Ij ELFJsolloerger ﬁCIear Form u é ‘? Help * Exit

+ Once you have entered in and verified all of the information, click save to
save the changes. You can also print the reorder here using the print
button.
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