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MyPromoOffice Job Management

Converting a sales order to a job
purchase invoice

If you have any difficulty with following the steps
outlined in this help document, please don’t
hesitate to contact our help team by calling (02)
4302 0160 or via email at
help@gunwebsystems.com.au



GunWebSystems

MyPromoOffice — Converting a sales order to
a job purchase invoice

Document Overview

This document outlines and explains how to access and utilize the job management functions
on your My Promo Office site. This document will run you through the following
settings/Functions:

e Job Management
e Converting a sales order to a purchase invoice

promo websites - merchandise solutions - quoting platforms - job management - integration & api

GunWebSystems CALL TODAY TO BOOK A

gunwebsystems.com.au 61 02 4302 0160 helpggunwebsystems.com.au

Step 1.0
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GunWebSystems

MyPromoOffice — Converting a sales order to
a job purchase invoice

Hover your mouse over the “Job” tab.

Step 1.1

Select Manage Job, this appears under the Job header.

Logged in as gunwed o

Dashboard

View Quotes Web Store

You may optionally enter a comparisg

Mansge Job By
Advanced Search : : Coordinator
Click manage job.
Displaying 1-20 0173 resuit(s).
Manage Artwork Jobs pavng e
Creatod Date | Sales Order Number | Guotation Number | Master Customer 4 Follow-up Status
[ Job In Focus
Artwork Inventory
(GUN WEB SYSTEM §
1 10072019 S 000235 Gunwebsysiems  MRMA Sysiem Adminisiraior SO Converled fo.Job T E =
GUNASINGHE
GUN WEB SYSTEM
2 sorate so.0002352 000235 Gunuebsystems  MRMA System Admirisiraor View ‘IC:'_'“|":D‘FC"""'
GUNASINGHE i
3 0eo72010 50.000234-1 000234 = qunwed System Adminisiralor SO Confirmed WZLZT‘;‘"’J‘;“;‘:’I
BwA View | Confirm | Cancel
4 072018 50180001121 19.000112 = System Administrator e ‘I P"m":D‘F anee
5 osorate % 19.000112 o System Adminisirator SO Comverted to Job View| Coneel [ Pk
50.18.000105-1 Gun Vb Syste View| Cancel | Print
5 19062019 19000108 T :” = festsalesperson  Awaiing artwerk il o Lo
B v, I
5 osorate 50190001083 19.000108 Db Sy fest sales person View ‘Ic:r"_":‘";‘n‘f"""'
GunWeb Syste View | Confirm | Cancel
3 04072018 50180001084 19000108 = um? = st sales person "II Pnnl":l)‘f anes
10 04072019 50.18.0001085  19.000108 Sua D SIS jacqui festsales person SO Confirmed WZL;T;:MT:;? J
Angican Commurity i
1 05062019 % 19.000107 Fund Inc festsalesperson SO Comverled fo.Job A G
Helen Kitching
Angican Community 5
2 06062019 % 19.000107 Fund e festsalesperson SO Converted o Job CEE TS
Helen Kitching
Angiican Commurity 8
50.18.000106-1 View| Cancel | Print
13 27052019 e 15000106 Fund Inc artwork Bladon User 50 Comveried fo Job UGG

Logged in as gunweb. e

Dashboard Web Store

You may optionally enter a comparison operator (<,

Advanced Search

E e el

B - - Show Completed Jobs [
Click view job.
Displaying 1-20 of 46 result(s).

Follow-up Status

GUNWEB
e vt - et Picw | Job Compice |
1 16072018 Marc 000235 S0.000235-1  Gunweb systems i Create Invoice | Print
=2 MRMA Admiistrator Urgent o
GUNASINGHE
2 moms IR e so0 s900m22 m Sriem M e
- = - BUA Admirisirator Urgent  CTeeinvoce]

3 24062019 oo A 000219 s0-000218-1 o T tiet B
Sam Adminisirator Urgent  ViewInvolce | Pri
qunvieh fost

B-19.000108.64 Gun Web Urgont i Job Compiete |

4 19.052019 testsieeibive 19000105 50190001061 Systems fest sales person o Viewlnvoice | Print
Test User 2
Angican

View | Job Complete
B-19-000107-62 Communiy Fund Urgent V2 o

5 05052019 addpodict 19000107 SO-19.000107-2 ; fest sales person o Create Invoice | Print
2 POF
Helen Kitching
Angican

T e s et View! b Compitc

5 05052019 addprodect 18000107 50-1000107-1 test sales person e Create Invoice | Print
Helen Kitching
GUNWES

JOB-000231-61 rstem sy ot View | Job Compiete |

7 08062019 NA 000231 SO0002313  Gunweb systems " Viewlnvoice | Print
MRMA Administrator Urgent
GUNASINGHE
Angiican

View | Job Complete |
E-19.000108-58
3 01082019 Bladonlest g 500105 50190001062 Gommunity Fund 1400 User et reate Invoice | Print
martn 2415 no Job
Helen Kitching
GuNWES
e i . o View! Job Compie |

Page 3 of 10



MyPromoOffice — Converting a sales order to
a job purchase invoice

Step 2.0

GunWebSystems

Click on products, select the relevant products, select purchase from the drop-down list, enter

the due date and click create.

Click on
products.

Logged in as gunweb

LOGOUT

e AN

Create DO C' ate Invoice Manage Invoice

Create Copy | Financial Over View
FOCUS THIS JOB

Mark as Urgent Job | Offshore Production

CRM

lick the small
box, select

Header Details File Atiachments Producis D4

Purchase Reports Settings ‘Web Store

Edit Sales Order PRINT JOB SHEET Cancel

Collapse All Sections

purchase
product. Then

Jobs For Products

®

Displaying 1-1 of 1 result(s).

click Go.

ens Elite Polo. Sizes: 5 - 3KL, SXL |
Fabric: BIZ COOL 100% Breathable
Polyester Textured mini seff-check
patiemed fabric 170 GSM UPF rating
- Excellent | Features: Conlrast self
fabric trim on placket and sieeve hem
Conirast fipping on knitted collar S

120

Backto Top | Job Complete

Copyright ®2018 Gun Wab Systems . All Rights Reserved

hen click

Product Quantity

= MNexts Creatz PO

# Show Long Description on Job Sheet @ Show Price on Job Sheet

PRINT JOB SHEET | Print Supplier Report PDF | Print Status Report PDF
EXPORT JOB as XML

Powered by GUN m&?ﬁmﬁ ‘i

Logged in as gunweb

LOGOUT

create.

Dashboard

D

Quotation
Quotation Number
Created Date

Mens Elite

Mens Elite Polo

- Excellent
76

v

PO Due Date* | 11-08-2019

Copyright ® 2018 Gun Web Systems . Al Rights Reservad.

Page 4 of

Product Description

fabric trim on placket and sleeve hem
Contrast fipping on knitted collar S

L

Purchase Reports Settings

Manage Purchase Orders

Total 1 result(s).

Polo. Sizes: S - 3XL, 54L|

Fabric: BIZ COOL 100% Breathable
Polyester Textured mini seff-check
patterned fabric 170 GSM UPF rating

| Features: Contrast self
120

120 Blue

PO Fallow Up Date | 22-07-2019

Fomeras by Gunﬂszsstﬂ)::‘i

10
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MyPromoOffice — Converting a sales order to
a job purchase invoice

Step 3.0

Select the required follow up status, select your delivery code, select print PDF.

After this has been completed, select both save buttons as outlined in the image below.

Internal Use
;ommems *
Select the 8
Follow up Date Follow-Up Status i
22-07-2019 Select Follow-Up Status A req u I red
_ follow up

Upload File

Choose File | No file chosen StatUS .

4

Lastly click both
save buttons.

Delivery Details

Created By

Select

No results found. YOU r
delivery

code.

Add Delivery Details
Fields with * are required.

Delivery Code Delivery Details

Click Print
PDF.

Longsprint T Long Screen Prinfing
address details

EXPORT PO as XML | Send Purchase Order | Print PDF

Page 5 of 10



GunWebSystems

MyPromoOffice — Converting a sales order to
a job purchase invoice

Step 4.0

Click back to job, select decorations and tick the boxes on the left, this then selects the
decoration methods.

Select purchase product decoration, when completed, select go.

Logged in as gunweb.

Dashboard View Quotes Sales | Job Purchase Reports Users Settings Web Store

Back to: JOB-000235.72 | ConsolidateNew | Edit Sales Order | Delete Purchase Orders | Manage Purchase Orders

Purchase Order Header Details

D 84

PO Number  POGGS064
Sales Order  S0-000235-1
Job Number  JOB-000238-72

z Click back to job.

PoType Purchase Product

Supplier Bl

Notes

PO Follow Up Date  22-07-2013
PODue Date 11082019
Created By  gunvied

Status  New

Displaying 1-1 of 1 resuli(s)

I e R T R
Mens Elite Polo. Sizes: S - 3XL, SXL |
Fabric: BIZ COOL 100% Breathable
Polyesier Textured mini self-check
;32°“é:'zm patiemed fabric 170 GSM UPF raiing
R s L0 ~Excellnt | Feaures: Conirast self
fabric trim on placket and sieeve hem 120 5D j=
B Gonirast ipping on knitied collar S
Calor

L 120 Bl
Sales Contacts & Activities

Dashboard View Quotes Sales Job Purchase Reports Users. Settings Web Store

Create Copy | Financial Over View Create DO | Create invoice | Manage invoice | Edit Sales Order Edit Job PRINT JOB SHEET Cancel Manage Jobs
FOCUS THIS JOB

Mark as Urgent Job | Offshore Production

Header Details CRM File Attachments Products Decoration!

Click
decorations.

Collapse All Sections

Artworks Al

Jobs For Product-Decoration ®
No  Image Product  Product Desgey Quantity
P3200_BIZ §
Mens Elite Mens Elite Pol )OL 100% Breathable Polyester Textured mini seli-check patterned fabric 170 GSM UPF
e rating - Excell lon placket and sleeve hem Contrast tiping on knitted collar S 120

Tick all boxes.

| Customization Details Supplier

« Next» Greate PO For Product-Decoration
+ Create New Copy of Product- Decoration
« Update Product-Desoration

- Delele Product-Decorafion

arment. 1 Colour, 1 Position

= Next» Create PO For Product-Decoration
« Create New Copy of Product-Decoration
Umbrella Print 1 Colour, 1 Panel
2 - Update Product-Decoration
« Delete Product-Decoration

select

« Next» Create PO For Produck-Decoraion

-] any decoration detail pu rchase : S:::g r;:ad ﬁ:ﬁ ::v :lm:ﬂwu‘mrl)ecuralmn
« Delete Product-Decoration
product-

decoration
Purchase Product-Decoration ¥ and then GHCk
Go.

% Show Long Description on Job Shest @ Show Price on Job Shest
Back to Top | Job Complete PRINT JOB SHEET | Print Supplier Report PDF | Print Status Report PDF
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MyPromoOffice — Converting a sales order to
a job purchase invoice

Step 5.0

Select the supplier, due date, follow up date, follow up status and delivery code.

Then click print PDF and select both save buttons.

Logged in as gunweb LOGOUT

Dashboard View Quotes. Purchase Reports Settings Web Store

elect the
supplier, due
date and the
follow up
date.

Job  JOB-00023572

Sales Order S0-000235-1

Date  2019-07-16

PO Due Date * PO Follow Up Date  27-07-2019

Product Product Desc

Quantity

P3200_BIZ . . . .

Mens Elite Mens Elite Polo. Sizes: S - 3XL, 5XL | Fabric: BIZ COOL 100% Breathable Polyester Textured mini self-check patterned fabric 170 GSM UPF

Polo rating - Excellent | Features: Conirast self fabric trim on placket and sleeve hem Conirast tipping on knitted collar S 120

Decoration Code Decoration Description Customization Details ‘Cost Price Line Amount

custom_decoration Screen Print to Garment: 1 Colour, 1 Position 3.00 360.00
UMB-1C1P-CP Umbrella Print: 1 Colour, 1 Panel 295 354.00
custom_decoration any decoration detail 300 360.00

Total: 1,074.00

C||Ck Grand Total:  1,074.00

create.

Copyright 82012 Gun Wek Systems . Al Rights Reserved

Pauered by GUN maﬁsremsci

Salutions

Follow up Date Follow-Up Status.
22-07-2019 Select Follow-Up Status A SEIeCt
your
Upload File
[Ghogsa il | o e cnosen follow up
status
again.

Delivery Details

I i e e

Noresuts found. Select
your
Add Delivery Details delive ry
Filds with * are required.
Delivery Code COd.e -
Longspint E again. ‘nrnnling
haiis

% Show Decration in PDF % Show Price in PDF @ Show Customisation Details in PDF (¥ Show Notes in PDF @ Show Website Ordering Inf in PDF () Shew Produ8
@ Show Jo

EXPORT PO as XML | Send Purchase Order

Paered by G“"W:,ﬂ%{fmj ‘i

gst Details
Print PDF

Copyright & 2018 Gun Web Systems . Al Rights Reserved
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MyPromoOffice — Converting a sales order to
a job purchase invoice

Step 6.0

Select create invoice.

Logaged in as qunweb LOGOUT

Dashboard View Quotes Purchase Reports Settings Web Store

Create DO Create Invoice

Create Copy Financial Over View

Manage Jobs FOCUS THIS JOB

Manage Invoice : Edit Sales Order PRINT JOB SHEET

Cancel

Mark as Urgent Job | Offshore Production

Header Details CRM File Attachments Products Decorations

Collapse All Sections

orks All

Jobs For Products

=] o | e |

@

Displaying 1-1 of 1 result(s).

Click create
invoice

Product Quantity

Fabric: BIZ COOL 100% Breathable
Polyester Textured mini seif-check

I\Pllens E?Ielzpolo patterned fabric 170 GSM UPF rating s PO Crested
- Excellent | Features: Confrast self (POGGE084)
B 7. fabric frim on placket and sleeve hem 120 « Mext » Gaors Recsive
BIZ ‘Confrast tipping on knitted collar S s Next s Job Complete
L 120 Blue

Select an Activity v

[# Show Long Description en Job Sheet @ Show Price on Job Sheet

Back to Top | Job Complete PRINT JOB SHEET | Print Supplier Report PDF | Print Status Report PDF
EXPORT JOB as XML

Poweres by Guﬂm%sfzﬁ]é ‘i

Copyright 2019 Gun Web Systems . All Rights Reserved.
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MyPromoOffice — Converting a sales order to

a job purchase invoice

Step 7.0

Select the product box, enter the due date and any additional comments.

Then proceed to select create invoice.

D 4
Quotation Number 000235
JOB-000235-72

S0-000235-1

Job Number
Sales Order
Mater Customer  Gun web systems

GUN WEE SYSTEM
MR M A GUNASINGHE

‘Customer

Available products to invoice

Mens Elite Polo

BiZ

Mens Elite Polo. Sizes: 5 - 3XL. 5XL |
Fabric: BIZ COOL 100% Breathable
Polyester Textured mini self.check
pattemed fabric 170 GSM UPF rafing
- Excellent | Features: Contrast seff
fabric trim on placket and sieeve hem
Contrast fipping on knitted collar S

Tick the
product box,
select the
due date and
add any
comments

GunWebSystems

isplaying 1-1 of 1 resuli(s).

= —— et

1. custom_decoration

Screen  Print  to
Gament: 1 Colour, 1
Position
2 UMB-1C1P-CP 120 39.09 48908
Umbrella  Print: 1
Colour, 1 Panel
3 cuslom_decoration
any decoration detail
Sub Total : 4,690.80
GST: 469.08
Total : 5,159.88
Paid Amount : 0.00
Balance : 5,150.88

Due Date required.
31-08-2019
Comments

Create Invoica

hen click create invoice.

[ P T S R S N

o resuts found.

Total 1 result(s).

e e T

P3200_BIZ
Mens Elte Polo

Bz

Special Comment

Mens Elfe Polo. Sizes' S-3KL.5L1  position
Fabri: BIZ COOL 100% Ereathable
Polyester Textured mini sefi-check 2 UMB-1G1P-CP 120 3000 469080
paltemed fabric 170 GSM UPF rating Wiz s [FrE
~Excelen | Features; Gonlrat self Colour, 1 Panel
fabric rim on placket and slesve hem 3 cstom decoration
Contrasttpping on knited colar S TR )
L 20 sue
4,690.80
469.08
5,159.88
0.00
5,150.88
Select print PDF.
7
1) Show Long Description in PDFi# Show Decoration in PDFi? Show Price in PDFiZ Show Customisation Details in PDF# Show in PDF

Copyright @ 2010 Gun Web Systems . Al Rights Resarved

1. custom_decoration
Screen  Print o
Garment: 1 Colour, 1

Fesend P .o

Panered by Guny:ub.zss@ms‘ ‘i
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MyPromoOffice — Converting a sales order to
a job purchase invoice

The invoice should look like the image attached below.

Gmt-u GunWebSystems

INVOICE

GG8019
Quotation Number : 000235 Date : 16-07-2019
Customer : GUN WEB SYSTEM Job Number : JOB-000235-72
Address : state, Address 3, State Sales Order Number : S0-000235-1
E-mail : marc@gunwebsystems.com.au PO Number :
Telephone : 0243020160 Sales Person : System Administrator
No Image Product Decoration Qty ::::I:IS":I'!] ( a:cT:;T]
1. custom_decoration
Screen Print to Garment: 1
P3200 BIZ Colour, 1 Position
: || 2. UMB-1C1P-CP
1 | Mens Elite Palo Umbrella Print: 1 Colour, 1 120 39.09 4,690.80
Panel
3. custom_decoration
any decoration detail
# Size Quantity Color
1 L 120 Blue
Sub Total : 4,690.80
GST: 469.08
Total : 5,159.88
Paid Amount : 0.00
Balance : 5,159.88

How to pay

VISA by credit card @ by mail

w To pay via MasterCard or VISA. Datach this secton and mail your chegue la...
by Phone

Quate Ref: Invoice Mumber

D by direct deposit l.l in person

Dhrer e b Hhis imiemine b meles s e
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