How to Create Sales Order Recurring Template

The Recurring Template allows you to add and save common transactions for later use. For example, you may want to repeat a sales order transaction
previously used for a customer several times. Creating a recurring sales order will save time on repetitive data entry tasks.

1. Open the Sales Order record you want to convert to recurring template. If the record is not yet created, refer to How to Create Standard Sales
Order. Note that only the sales order that are not yet processed to invoice or inventory shipment can be converted to recurring template.

2. Check the Recurring check box button.

3. Save the sales order record.
Sales Order - ABC Reseller

New Save Search Delete Undo Print Pick Ticket  Pick List Duplicate  Recurring Close

Details | Instructions | Payments(0) | Attachments(0) | Auditlog(2) = Comments(0) Approval (0)

Type: Standard ~ |Recurring: |y Bill To: ABC Reseller v | PO Number:  PO#05 Order No: SO-170
Customer | ABC Reseller ~ | Ship To: ABC Reseller ~ | BOL Nox BOL#05 Split: ~
Date: 71172016 | Ordered By: irelyadmin ~ | Status: ~ Salesperson: |jared Smith ~
Due Date: |7/31/2016 | Ship Via: ups w | Freight Term:  Pickup ~ | Currency: usp |~
Location: | 0001 - Fort Wayne v | Terms: 5% 5, Net 30 v Comments:
+ Insert @ Open X Remove [FAddRecipe [ GetPrevious Details 88 Layout Q  Fileer Records (F3
Item No Contract No | Contract Sequence | Description uom Shipped | Ordered | Discount Tax Price Total | Tax Group
876G 87 Unleaded Ga Gallon 0.00 100.00 10.00% 2281 1.850000 16650 INSST
sample misc ite 0.00 1.00 0.00% 000  10.500000 10.50
0.00 0.00 0.00% 000  0.000000 0.00

tem: Quore Subrotal | 177.00
nited | OnHand: | On Order (PO): | Shipping | 0.00
Commired: | Back Order: | Tax: | 22.81
Total | 199.81
Ready Page | 1] of 1
4. Click the Recurring button. This will open the Recurring Transactions screen filtered by the sales order's record number.
Recurring Transactions A O %
Swe Undo Print Process History Close
Toeis |
+insert X Remove [/ SelectDue []ClearAll Bglayout Q. |Filter Records (F3 X Clear Al Filters
X | Transaction Type v | Contains v | Sales Order
X |Transaction No. | | Contains v ||so-170
Transacton Type TransactionNo. | Reference | Assgned User | Remindin Advand| Frequency | LastProcess | NextProcess | Due | Group Doy ofMonth| StartDate | EndDate | Acive | erations
Saes Order so170 RELYADMIN O Monthly Moo s No 1 s soots ) 1

5. Modify the details of the Sales Order on the Recurring Transactions, if necessary.
6. Save and close the Recurring Transactions screen.

Related Topics

® SM How To Process Recurring Transaction

1. Open the Sales Order record you want to convert to recurring template. If the record is not yet created, refer to How to Create Standard Sales
Order.

2. Check the Recurring check box button. If the record is not yet saved, the system will auto-save the record before opening the Convert To
Template screen.

Sales Order - ABC Reseller

New Save Search Delete Undo Print Pick Ticket Duplicate  Customer Close

Details Instructions Payments (0] Attachments (0} Audit Log (1) Comments {0}

Type: Standard ~ Bill Ta: | ABC Reseller ~ | Order
Customer: ABC Reseller ~ | Ship To: | ABC Reseller ~ | PO ML

3. Fill out the fields on Convert To Template screen.
a. Reference. This will show the Sales Order | Comments by default. Enter in this field any additional info about the order.
b. Warning Days. Enter in this field the number of days that you want to be reminded in advance when this order is about to be due.
c. lteration. This field will show 1 by default. This is used to display how may times the transaction is to be recurred. Changing the number
of this field will simultaneously change the End Date.
d. Frequency. This field is where you set how often a transaction recurs. By default, it is set to Monthly. In case you want to change the
setup, click the Frequency combo box button and select a different frequency from the list. Frequency occurrences in a year is as follows:
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i. Daily =365
ii. Weekly =52
iii. Bi-Weekly =26
iv. Semi-Monthly =24
v. Monthly =12
vi. Bi-Monthly =6
vii. Quarterly =4
viii. Semi-Annually =2
ix. Annually =1

e. Last Process. This field will automatically be filled in with the Sales Order Date. Enter a different date if necessary.

f. Next Process. This field will automatically be filled based on the Frequency and Last Process entered. This can be changed to whatever
date you want the transaction to recur again.

g. Start Date. This field will automatically be filled in with the Invoice Date. You may set this to any date if necessary by entering date
manually or by clicking the date picker button and select different date from the mini calendar screen.

h. End Date. This field by default will show the same date shown in the Next Process field. This field is also auto-updated when you
change the value in Iteration and Start Date fields. You may set this to any date if necessary by entering date manually or by clicking the
date picker button and select different date from the mini calendar screen.

i. Day of the Month. This field will be default to the Sales Orders Date's day.To change, click Day of Month combo box button and select
different day from the list.
4. Click OK button. This will automatically add an entry to the Recurring Transaction screen. The details of the inserted transaction is based on the

details entered above.
Here is a sample sales order, its template details, and the inserted record on Recurring Transaction screen.
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Sales Order - ABC Reseller

New Save Search Delete Undo Print Pick Ticket Duplicate  Customer  Close
TDesis | Instructions | Peyments (0) | Atschments{Q) | Auditlog(1) | Comments (0)
Type: Standard ~ Recurring: /| Bill Ta: | ABC Reseller ~ Ordered By: | irelyadmin v OrderNo: 5077
Customer: ABC Reseller ~ ShipTo: |ABC Reseller ~ | PO Number: |PO#05 Salesperson: | Jared Smitl v Status: Open
Date: 04/19/2016 |[E Due: 05/19/201¢|E | Ship Via: |UPS ~ BOLNo: BOL#05 Split: ~ | Currency: |USD |~
Location: | 0001 - Fart Wayne « Terms: |5%5, Met30  Freight Term: | Deliver « Comments:
+ Insert Q@ Open X Remove (5 AddRecipe [[] GetPrevious Details 89 Layout Q. |Filter rds (F3)
Item No Contract N¢ Contract Se Description UOM | Shipped | Ordered | Discount Tax Frice Total | Tax Group
* 876 87 Unleaded Gasoline Gallon 0.00 10000 0.00% 1665  1.850000 18500 INSST
+ sample misc item 0.00 100 000% 000 10.500000 1050
+ 0.00 000 0.00% 000  0.000000 0.00
Al »
Bill To: | ABCReseller ~| e Quote: Subtotal: 18550
Somewh
Indianapot On Hand: On Order (PO Shipping: 0.00
Ship To: | A8C R.el;al\e'h . Commiced: Back Order: Tax: 16.65
indliananals. IN. 46204 Urited Torel 21215
@ U B Saved Page 1/0f2 b M

Convert To Template

OK Cancel

Details

Reference: Sample 50 recurring template.

Warning Days: 1| leeration: 21
Frequency: Maonthly >
Last Process: 04/19/2016 | Next Process: |05/19/2016 B
Start Date: 04/19/2016 [ End Date: 12/19/2017 B
Day of the Month: |19 ~

A DO X

Save Undo Print Process History Close

[Deaais |

+insert X Remove A SelectDue []ClearAl 88 Layout —Q = (F3)
Transaction Type Transaction No. | Reference Assigned User | Remind in Advand| Frequency Last Process| Next Process| Due | Group Dayof Month| Start Date | EnaDate | Actve | Iterations
Invaice 5130 Kris Helms o Annually 12282005 120872016 No 2 12200201... 1228201 ] 1A
Invoice 5131 Kris Helms o Quarterly 12282015 042872016 No 2 ool 0SI20.. 1
Invoice sia2 GeorgeOiney 0 Manthly 122902015 012812016 Yes 2 12029201, OV29/201... 1
General Journal =ES) GeorgeOlney 25 Monthly 12MB2015 122472015 No i 01BN 01ME0N.. 1
Invoice EES GeorgeOiney 0 Annually 12292015 120972006 No 2 120200201... 12290201 ] 1
Invoice si3 GeorgeOlney 0 Monthly 12292015 011292016 Yes 2 12029201... 01290201 1
Invoice B Kris Helms o Monthly 127302015 0102016 Ves B 12/30/201... O1/30/201... 1
Invoice s.a2 IRELYADMIN O Monthly 0401/2016  0SN012016  No 1 040120 110120 B
Invoice siez IRELYADMIN O Daily 03072016 03082016 No 7 0407/201... 0S/06/207... ¥/ 0
Sales Order so.77 SampleSOrecu.. RELYADMIN 1 Monthly 041572016 051912016 No. 19 o4nszo.. 12119200 Y] El
Invoice 51126 recur01 IRELYADMIN O Weakly 01182006 01222016 Yes 01/08/207... 0520207 E
Invoice sz IRELYADMIN 0 Monthly 04062016 05/062016  No 6 05/06/207... 05/06/207... ¥/ 1

1. Open the Sales Order record you want to convert to recurring template. If the record is not yet created, refer to How to Create Standard Sales
Order.

2. Check the Recurring check box button. If the record is not yet saved, the system will auto-save the record before opening the Convert To
Template screen.

Sales Order - ABC Reseller

MNew Save Search Delete Undo Ship Inwoice Duplicate Customer Close

Details Payments (0) | Attachments (0) | Audit Log (0) Comments (0}

Type: Standard Bill To:  ABC Reseller ~ | Ordered By:

Customer: | ABC Reseller ~ | Ship To: | ABC Reseller ~ | PO Number:
Date: 01/20/2016 |[E| Due: |01/25/201€ @ Ship Via: ~ | BOL Mo:

3. Fill out the fields on Convert To Template screen.
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. Reference. This will show the Sales Order | Comments by default. Enter in this field any additional info about the order.

. Warning Days. Enter in this field the number of days that you want to be reminded in advance when this order is about to be due.

c. lteration. This field will show 1 by default. This is used to display how may times the transaction is to be recurred. Changing the number

of this field will simultaneously change the End Date.

d. Frequency. This field is where you set how often a transaction recurs. By default, it is set to Monthly. In case you want to change the

setup, click the Frequency combo box button and select a different frequency from the list. Frequency occurrences in a year is as follows:

i. Daily = 365
ii. Weekly =52
iii. Bi-Weekly =26

iv. Semi-Monthly =24
v. Monthly =12

vi. Bi-Monthly =6

vii. Quarterly =4

viii. Semi-Annually =2

ix. Annually =1

e. Last Process. This field will automatically be filled in with the Sales Order Date. Enter a different date if necessary.

f. Next Process. This field will automatically be filled based on the Frequency and Last Process entered. This can be changed to whatever

date you want the transaction to recur again.

g. Start Date. This field will automatically be filled in with the Invoice Date. You may set this to any date if necessary by entering date

manually or by clicking the date picker button and select different date from the mini calendar screen.

h. End Date. This field by default will show the same date shown in the Next Process field. This field is also auto-updated when you
change the value in Iteration and Start Date fields. You may set this to any date if necessary by entering date manually or by clicking the
date picker button and select different date from the mini calendar screen.

i. Day of the Month. This field will be default to the Sales Orders Date's day.To change, click Day of Month combo box button and select
different day from the list.

4. Click OK button. This will automatically add an entry to the Recurring Transaction screen. The details of the inserted transaction is based on the

details entered above.
Here is a sample sales order, its template details, and the inserted record on Recurring Transaction screen.

oo
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Sales Order - ABC Reseller A O X

New Save Search Delete Undo Print Duplicate  Customer Close

Details | Payments(0) Attachments (D) AuditLog(2) Comments (0)

Type: Standard v |Recurring: /| Bill To:  ABC Reseller ~ | Ordered By: irelyadmin v | OrderNo: | s0-46

Customer: | ABC Reseller ~ | Ship To: | ABC Reseller ~ | PO Number: Salespersan: | Mike Merie| v | Status: | Open

Date: 01/20/2016 | Due: 01/25/201€ | Ship Via: ~  BOL No: Split v | Currency: USD v
Location: | 0001 - Fort Wayne v |Terms: 5% 5 Net 30 ~ | Freight Term:  Pickup ~ | Comments: | Sample 5O recurring template. |

+ Insert QL Open X Remove [3AddRecipe ||| GetPreviousDewais 59 Layout Q, |[Filter Records (F3)

Item No Contrac... | Contrac.. | Description oM Shipped Ordered Discou... Tax Price Total Tax Gro...
+ TNKRENT Tank Rent Each 0.00 1.00 0.00% 0.00 55.110000 55.11
+ 0.00 0.00 0.00% 0.00 10.000000 0.00
il | »
Bill To: ~| tem: Subtotal: 5511
~ | OnHand: Shipping: 0.00
Ship To: +| Committed: Tax: 0.00
Total: 55.11

Page 1 oft

Convert To Template

0K Cancel

Details
Reference: Sample 50 recurring template.
Warning Days: 1| leeration: 10

Frequency: Monthly h
Last Process: 01/20/2C E| Next Process: | 02/20/2016
Start Date: 01/2042C & | End Date: 11/20/2016

Day of the Month: | 20 w

Recurring Transactions A0 x
Save Undo Print Process History Close
Details
4 insert X Remove [ SelectDue [JClearAl B layour QU |Filter = (F3)
Transaction Type Transaction No. | Reference Assigned User | Remind in Adv... | Frequancy LastProc.. | NextProce.. | Due | Group DayofMo.. |StartDate |EndDate | Actve | terations
Voucher BL1 o Quarterly 01/01/2075 04012015 Yes 1 0/01/20.. 0101420 3
General Journal s Matt Wiclinski 10 Monthly 102772005 1172712015 Yes 27 1127720, 1127720 1
Sales Order 5046 SampleSOrec. RELYADMIN 1 Monthly 01207076 02202016 No 0 012020, 11120/20 M 10
Invaice. s.es IRELY ADMIN 1 Daily 120172015 12/022015  Yes 1 12/01/20.. 12731720 30
Invoice. s.79 IRELYADMIN 0 Monthly 12222005 012212016 No n 122220, 012210 v 1
Invaice. 5182 IRELYADMIN 0 Monthly 01/062016 02062016 No 6 01/05/20..  02105/20. 1
Invoice. s1136 Sample invoice.. IRELY ADMIN 2 Monthly 010172016 02012016 No 1 0U01/20.. 1201420 v n
o No

The Recurring Invoice Template allow you to add and save common transactions for later use. For example, you may want to repeat an Invoice
transaction previously used for a customer several times. Creating a recurring invoice will save time on repetitive data entry tasks.

1. Open the Sales Order record you want to convert to recurring template. If the record is not yet created, refer to How to Create Standard Sales
Order.

2. Check the Recurring check box button. If the record is not yet saved, the system will auto-save the record before opening the Convert To
Template screen.

% Sales Order - ABC Reseller

D amEYE = B &

Mew Save Search Delete Undo Print Process Duplicate Customer Close

4

Details | Attachments || Audit Log

Type: Standard b4

Customer: | 0001005066 | Ship To: |ABC Reseller v

Bill To: | ABC Reseller ¥

3. Fill out the fields on Convert To Template screen.
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. Reference. This will show the Sales Order | Comments by default. Enter in this field any additional info about the order.

. Warning Days. Enter in this field the number of days that you want to be reminded in advance when this order is about to be due.

c. lteration. This field will show 1 by default. This is used to display how may times the transaction is to be recurred. Changing the number

of this field will simultaneously change the End Date.

d. Frequency. This field is where you set how often a transaction recurs. By default, it is set to Monthly. In case you want to change the

setup, click the Frequency combo box button and select a different frequency from the list. Frequency occurrences in a year is as follows:

i. Daily = 365
ii. Weekly =52
iii. Bi-Weekly =26

iv. Semi-Monthly =24
v. Monthly =12

vi. Bi-Monthly =6

vii. Quarterly =4

viii. Semi-Annually =2

ix. Annually =1

e. Last Process. This field will automatically be filled in with the Sales Order Date. Enter a different date if necessary.

f. Next Process. This field will automatically be filled based on the Frequency and Last Process entered. This can be changed to whatever

date you want the transaction to recur again.

g. Start Date. This field will automatically be filled in with the Invoice Date. You may set this to any date if necessary by entering date

manually or by clicking the date picker button and select different date from the mini calendar screen.

h. End Date. This field by default will show the same date shown in the Next Process field. This field is also auto-updated when you
change the value in Iteration and Start Date fields. You may set this to any date if necessary by entering date manually or by clicking the
date picker button and select different date from the mini calendar screen.

i. Day of the Month. This field will be default to the Sales Orders Date's day.To change, click Day of Month combo box button and select
different day from the list.

4. Click OK button. This will automatically add an entry to the Recurring Transaction screen. The details of the inserted transaction is based on the

details entered above.
Here is a sample sales order, its template details, and the inserted record on Recurring Transaction screen.

oo
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BEIE)

(£ Sales Order - ABC Reseller

AEYwE § & &3

Search Delete Undo  Print  Frocess  Duplicate Customer  Close

New  Save

Details | Attachments | Audit Log

Type:  [Stendard  |v|Recumng: ] Bl To: | ABC Reseller [v| ordered 8y: |irelyadmin [v] orderno:  [s03 ]
Customer: | 0001005066 | ship To: | ABC Reseller || PO Number: | | salesperson: | 0001005049 || status: | Open |
Date:  |01/20/2016 3| Due: |01/20/20:[% Ship Via: | || BOL No: [ | spiit: [ |v| cumrency: (usp ||
Location: | 0001 - Fort Wayne || Terms: | Due on Receipt || Freight Term: | || comments: | sample 50 template. =
© msert O, View @ Remove |[|1] Get Previous Details &= Layout = P |Filter Records (F3) |
Item No Contract.. Contract.. Description UOM  Shipped  Ordered  Discoun Tax Price Total  TaxGroup
+ | | TNKRENT Tank Rent Each 0.00 1.00 0.00 0.00  55.330000 5533
+ 0.00 0.00 0.00 0.00 0.000000 0.00
‘ v
gill To: | ABC Reseller Ttem: Subtotal: 55.33
Somewhere St. .
artuile. TH_ 45040 On Hand: On Order (PO): shipping: 0.00
Ship To: | ABC Reseller Committed: Back Order: Tax: 0.00
Somewhere St. — 5503
ortville. IN. 4604
@ D § (B saved I4 4 | Page | of) b b
5 Convert To Template (X]
0K Cancel
Reference: | Sample SO template. |
waning aps: -
Frequency: | Monthly |‘~" |
Last Process: | 01/20/201¢ [ Next Process: |02/20/2016
Start Date: 01/20/201¢ 5| End Date: 11/20/2016
Day of the | 20 | e |
Month:
@ 3 ) | Ready
.oﬁuun'mg'nzmdimls
e X G
Save Undo Print  Process History Close
© Insert © Remove | (U] selectDue [7] ClearAll & Layout - P [Filter Records (F3) ]
Transaction Type Transaction o, Referance Assigned User  Remind inAdva Frequency LastProcess NextProcess  Due  Group DayofHonth  StartDate  EndDste  Active  Tterstions
&l 1 0 Quartery o5 0HONS  Yes 1 04/01/2015  01/03/2016 3
[, General Joumnal @s Mattwielinskk 10 Monthly 1027/2015 112772015 Yes 7 112772015 13/27/2015 1
[ order 503 Sample SO tem. 1 Monthly 01/202016  02/20/2016  No 20 012002016 13202016  [] 10
Invoice s145 Sample recurrin 2 Monthly 0012016 02012016 Mo 1 oyoy016 124012016 [4] 1
[l o

@ 2§ @ Ready
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