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1. Stock Keeping Units(SKUs) 

1.1 Creating a SKU for an Item 

1. Navigate to Departments/ Manufacturing/Product Design / Items. 

 

2. Select the Item to create SKUs and click “Edit” 

 

 

 

 



 
 

3. Click “Stock Keeping Units” in the “Navigate” Tab of the Item Card 

 

4. Click “New” in the Ribbon to create a new SKU 

 

5. Select the location, Replenishment System and make sure Flushing Method is “Manual” 

 

 Replenishment System: Select “Purchase” if Item is a raw material or select 

“Prod. Order” if the item is a finished good 

 Location: Select the location to which the SKU should be created 

6. Click “OK” 



 
 

1.2 Viewing the created SKUs for an Item 

1. Navigate to the Item Card 

2. Click “Stock Keeping Units” in the “Navigate” Tab of the Item Card 

 

3. Click a SKU and click “Edit” in the Ribbon 

 

 

 

 

 

 

 

 

 

 

 

2. Production BOM 

2.1 Creating Production BOM 

1. Navigate to Departments/Manufacturing/Product Design/Production BOM. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

2. Click “New” in the Ribbon. 

 

 

 

 

 

 

 

 

3. Select the Correct “No Series Code” by clicking the Assist Edit button. 

 



 
 

 

4. The “Production BOM No” will be automatically generated. 

 

5. Type the “Description”. 

 

6. Select the “Unit of Measure”. 

 

 

 

 

According to the above example, PCM/G30 is the Production BOM which defines the 

components and their required quantities in order to produce 1 M³ of G30 Concreate. 

7. Go to the “Lines” tab to define the components and their required quantities. 

8. Select the “Type” as “Item”. 

 

 

 

 

 

 

 

 

 

 

9. In “No” field select the relevant item no. 

 



 
 

 

 

 

 

10. The “Description” and the “Unit of Measure” will be automatically generated. Change 

the Unit of Measure if required. 

 

 

 

11. Type the required quantity value in the “Quantity per” field. 

 

 

 

 

 

 

 

 

 

 

 

According to the above example, in order to produce 1 M³ of G30 Concreate, 390 kg of 

Ordinary Portland Cement is required. 

 

 

 

12. Continue the steps from 8 to 11 in order to define the other components and their 

required quantities. 



 
 

 

 

 

 

 

 

 

13. Go to the “General” tab and set the “status” to “Certified”. 

 

 

 

 

 

 

14. Click “OK” to close the Production BOM page. 

2.2 Attaching a Production BOM to an Item Card. 
 

1. Navigate to Departments/Sales & Marketing/Inventory & Pricing/Items. 

 

 

 

 

 

 

 

 

 

 

 

2. Select the relevant item. 



 
 

 

 

 

 

 

 

 

 

 

 

3. Click “Edit” on the Ribbon. 

 

 

 

 

4. Go to the “Replenishment” tab of the Item Card. 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. On the “Production BOM No.” field, select the relevant Production BOM. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click “OK” to close the Item Card page. 

3. Sales Quotation 

3.1 Creating a Sales Quotation 

1. Navigate to Departments/Sales & Marketing/Order Processing/Sales Quotes. 

 

 

 

 

 

 

 

 

 

 



 
 

2. Click “New” on the Ribbon. 

 

 

 

 

 

 

3. Select the correct “No Series Code” by clicking the Assist Edit button. 

 

 

4. The Sales Quotation No will be automatically generated. 

 

 

5. From “Sell-to Customer No” field, select the relevant customer. 

 

 

6. “Sell-to Customer Name” will be automatically generated. 

 

 

7. Select the “SBU Code” and “Project Code” as required. 

 

  

 

8. If tax is applied, select the relevant “Tax Area Code” and tick the tick the “Tax Liable” 

field. 

 

 



 
 

9. Select the relevant “Location Code”. 

 

10. Go to the “Lines” tab. 

11. Select “Item” as the “Type”. 

 

 

 

 

12. From “No” field, select the relevant Item Code. 

 

 

 

13. The Description of the item will be automatically generated. 

 

 

 

14. The Sales Unit of Measure of the item which is defined in the Item Card, will be 

automatically generated. Change it if required. 

 

 

 

15. Update the quantity and Unit Price. 

 

 

 



 
 

 

16. Select the “Tax Group Code” as required. The “Tax Area Code” and “Tax Liable” fields 

will be automatically updated according the Header. 

 

 

 

17. Click “OK” to close the Sales Quotation page. 

3.2 Converting a Sales Quotation into a Sales Order   

1. Navigate to Departments/Sales & Marketing/Order Processing/Sales Quotes. 

2. Select the relevant Sales Quotation. 

 

 

 

 

 

3. Click “Edit” on the Ribbon. 

 

 

 

 

 

4. On the Ribbon of the Sales Quote page click “Accept By Client” button. 

 

 



 
 

 

 

5. Accept the message by clicking “Yes”. 

 

 

 

 

6. If the customer has an overdue amount a warning message will appear. If it is 

decided to proceed, accept the message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

7. A warning message will appear regarding the quantity availability of the item. If it is 

decided to proceed, accept the message. 

 

 

 

 

 

 

 

 

 

 

8. A message will confirm the successful conversion of the sales quotation into a sales 

order and the no of the created sales order will be indicated. 

 

 

 

 

9. After accepting the message, the sales quotation will be deleted. 

 

 

  

 

 

 



 
 

 

4. Sales Order 

4.1 Creating a Sales Order directly 
 

1. Navigate to Departments/Sales & Marketing/Order Processing/Sales Orders. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click “New” on the Ribbon. 

 

 

 

 

 

 

3. Select the correct “No Series Code” by clicking the Assist Edit button. 

 

 

 

4. The Sales Order No will be automatically generated. 

 



 
 

 

5. From “Sell-to Customer No” field, select the relevant customer. 

 

 

6. “Sell-to Customer Name” will be automatically generated. 

 

 

7. Select the “SBU Code” and “Project Code” as required. 

 

  

 

8. If tax is applied, select the relevant “Tax Area Code” and tick the tick the “Tax Liable” 

field. 

 

 

 

9. Select the relevant “Location Code”. 

 

 

10. Go to the “Lines” tab. 

 

11. Select “Item” as the “Type”. 

 

 

12. From “No” field, select the relevant Item Code. 

 

 

 

 



 
 

13. The Description of the item will be automatically generated. 

 

 

 

14. The Sales Unit of Measure of the item which is defined in the Item Card, will be 

automatically generated. Change it if required. 

 

 

 

15. Update the quantity and Unit Price. 

 

 

 

 

16. Select the “Tax Group Code” as required. The “Tax Area Code” and “Tax Liable” fields 

will be automatically updated according the Header. 

 

 

 

17. Click “OK” to close the Sales Order page. 

 

 

 

 



 
 

4.2 Posting a Prepayment Invoice against a Sales Order 

1. Navigate to Departments/Sales & Marketing/Order Processing/Sales Orders. 

2. Select the relevant sales order. 

 

 

 

 

3. Click “Edit” button on the Ribbon. 

 

 

 

 

 

4. Go to “Lines” tab. 

 

5. Update the “Prepayment Amount Excluding Tax Value”. 

 

 

 

 

Note that a prepayment invoice should be posted for each advanced payment made 

by the customer against a sales order. 

 

Consider a sales order for which 11% VAT is applied and the customer makes an 

advance payment of 100,000. Then the prepayment amount which should be 

updated in the sales line is 

 

100,000 * 100 / 111 = 90,090.09  

 

 

 

 

 

 

6. Select the relevant “Prepayment Tax Group Code”. 



 
 

 

 

 

 

7. Click “Statistics” on the Ribbon. 

 

 

 

 

8. Navigate to “Prepayment” section and check whether the prepayment amounts are 

correct. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

9. Click “OK” to close the “Statistics” page. 

 

10. Click the “Prepayment” button on the Ribbon. 

 

 

 

  

 

 

11. Click “Post Prepayment Invoice”. 

 

 

 

 

 

 

 

12. Select “Yes” to the message. The prepayment invoice will be posted. 

 

 

 

 

 

 

13. Click “Prepayment Invoices” button on the Ribbon. 

 

 

 

 

 

 



 
 

14. A list of Posted Prepayment Invoices will open. Select a prepayment invoice. 

 

 

 

 

 

 

15. Click “Edit” button on the ribbon. 

 

 

 

 

 

16. Selected prepayment invoice will open. 

 

 

 

 

 

 

 

 

 

 

17. Click “OK” to close the Prepayment Invoice. 

 

 

 

 

 



 
 

5. Cash Receipts  
 

5.1 Posting a Cash Receipt against a Posted Prepayment Invoice or a Posted Sales 

Invoice. 
 

1. Navigate to Departments/Financial Management/Cash Management/Cash Receipt 

Journal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Select the relevant Journal Template and click OK. 

   

 

 

 

 

 

 



 
 

3. Select the Posting Date. 

 

 

 

 

 

4. Select “Payment” as the Document Type. 

 

 

 

 

 

5. The Document No. will be automatically generated. 

 

 

 

 

 

6. Select “Customer” as the Account Type. 

 

 

 

 

 

 

 

 

 

 

 



 
 

7. From the Account No. field, select the relevant customer. 

 

 

 

 

 

 

 

 

8. The name of the customer will be generated automatically on the Description field. 

 

 

 

 

 

9. Click “Apply Entries” button on the Ribbon. 

 

 

 

 

10. “Apply Customer Entries” page will open. 

 

 

 

 

 

 

 

 

 



 
 

11. Select the relevant Customer Entry. 

 

 

 

 

 

 

 

 

12. Click “Set Applies-to ID” on the Ribbon. 

 

 

 

 

 

13. Applies-to ID field will be updated with the Document No of the relevant Cash 

Receipt Line and the “Amount to Apply” field will be updated with the value in the 

“Remaining Amount” field. 

 

 

 

 

 

 

 If the relevant invoice is going to be partially settled, then simply type the settled 

amount in the “Amount to Apply” field without clicking the “Set Applies-to ID” 

button on the Ribbon. The “Applies-to ID” field will be automatically updated after 

setting the “Amount to Apply” value. 

 



 
 

14. Click “OK” to close the “Apply Customer Entries” page. 

15. The “Credit Amount” field will be updated with automatically with the invoice value 

which is going to be settled. 

 

 

 

 

16. Select “Bank Account” as the Balance Account Type. 

 

 

 

 

17. On “Bal. Account No.” field select the relevant Bank Account. 

 

 

 

18. Select the relevant SBU Code and Project Code. 

 

 

 

 

19. Click “Post” on the Ribbon. 

 

 

 

 

 

20. Click “Yes” to the message. 

 

 



 
 

 

 

 

21. A message will appear to indicate the successful posting of the cash receipt. Click OK 

to close the message. 

 

 

 

 

 

 

22. Click “OK” to close the Cash Receipt Journal. 

6. Production Orders 

6.1 Creating a Firm Planned Production Order against a Sales Order. 

1. Navigate to Departments/Sales & Marketing/Order Processing/Sales Orders. 

2. Select the relevant Sales Order. 

 

 

 

 

 

 

3. Click “Edit” on the Ribbon. 

 

 

 

 

4. Click “Planning” 

on the Ribbon. 

 



 
 

 

 

 

5. Sales Order Planning page will open. 

 

 

 

 

 

 

 

If “Needs Replanning” tick is selected, then the quantity in the inventory of the 

required item is not sufficient to satisfy the sales demand. 

 

 

6. Click “Create Prod. Order” on the Ribbon. 

 

 

 

 

 

7. Select “Manufacture Order” as the “Prod. Order Status” and “Item Order” as the 

“Order Type”, and then click “Yes”. 

 

 

 

 

 

 



 
 

 

 

8. A message will indicate the successful creation of a Firm Planned Production Order 

with the No. of the created Order. 

 

 

 

 

9. Click “OK” to close the message. 

10. Click “Order Tracking” on the Ribbon. 

 

 

 

 

 

 

 

 

 

 

 

The “Order Tracking” page will appear. 



 
 

 

11. Click “Show” on the Ribbon. 

 

 

 

Created Firm Planned Production Order will appear. 

 

Note that the sales order contains only Item No 76399. But the Firm Planned Production 

Order contains two lines, one is for item 76399 and the other one is for item 76398. This 

is because item 76398 is an output item which should be manufactured, but, at the same 

time it is a component which is required to manufacture item 76399. 

 

 

6.2 Converting a Firm Planned Production Order into a Released Production Order. 

1. Navigate to Departments/Manufacturing/Execution/Firm Planned Prod. Orders. 



 
 

 

 

 

 

 

 

 

 

 

2. Select the relevant production order. 

 

 

 

 

 

 

 

 

3. Click “Edit” on the Ribbon. 

 

 

 

 

 

 

 

 

 

4. Click “Change Status” on the Ribbon. 

 



 
 

 

 

 

 

5. Select “Released” as the “New Status” and select the Posting Date. 

 

 

 

 

 

 

 

 

 

6. Click “Yes”. A message will appear indicating the successful conversion of the Firm 

Planned Production Order into a Released Production with the No. of the created 

Released Production Order. 

 

 

 

 

 

 

7. Click “OK”, relevant Firm Planned Production Order will be deleted. 

 

 

7. Production Journal 

7.1 Posting from a Production Journal  

1. Navigate to Departments/ Warehouses/ Orders and Contracts/ Released Prod. 

Orders 



 
 

 

2. Select the relevant Released Production Order 

 
3. Click “Edit” on the Ribbon. 

 

 

 

 

4. Select a line and click “Components” to view the components of each item 



 
 

 
 

5. Add components and quantities if required 

 
 

 

 

 

 

 

 

 

 

 

6. Select the line and click “Production Journal” in the Lines Tab 



 
 

 

Note: If the production of an item depends on the production of another item, then 

the independent item needs to be produced before the dependent item. 

7. Change the “Quantities consumed” of each item and change the “Output Quantity” as 

required 

 

8. Click “Post” after changes have been made 

 

 

9. The released Production Order lines will be updated as shown below depending on 

the “Output Quantity” 

 

8. Shipment and Invoice   

1. Navigate to the Sales Order 



 
 

 

2. Enter the quantity produced to ship 

 

Note: Enter “Qty to Invoice” if you need to create a Sales Invoice 

3. Click “Post” in the Actions Tab of the Ribbon 

 
 

4. Select the necessary action and click “OK” 

 
Note: “Qty to Invoice” should be entered in the line before invoicing. The User can 

first Ship the goods and Invoice later or perform both actions at once (Ship and 

Invoice). 

 

 

 

 


