Standard Operating Procedure

Printing Statement — Sales Edition

Dole & Bailey, Inc.

Implementation Date: 04/04/23

PURPOSE: Sprinting PDFs of Customer Statements for emailing in support of collections

1. Sales Menu

2. Click Sales Orders Inquires & Reports
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1] Click here to see what's new in Provisions 2022.1!

i Sales Order Processing Menu
Order Entry Maintenance/Inquiry

Dispatching and Manifest Processing

Suspended Order Maintenance/Inquiry

Order Guide Maintenance

Reprice Orders Only

[g Sales Order Printing

ng Single Order Shipping Forms.

Customer Call Sheet Maintenance
[E=] price st Maintenance / Print
Pick-up Processing Order Entry
E Sales Account Management

Sales Order Processing Menu (cont)
L'E' Sales Order Inquiries & Repor

Sales Maintenance Menu

3. Select Customer Statement Printing
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& End of Day
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I3 sales Order Inquiries & Reports
\.‘i’a Sales Order Inquiries

[ =] price Change Audt Inquiry / Report
@ Salesperson Short Shipment Report

ng Summary Order Report
@ Detailed Order Reports
@ Committed ltems Report
E] Order Hold Status Report

@ Open Memorandum Report
@ Order Guide Report
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4. Input Beginning Customer
5. Input Ending Customer
6. Change Output to PDF

£\ Statement Print - [} x

m Send Output To: ‘DF - PDF Output "G
Exit Run L—E‘ ‘ lfr PDF settings ‘

Beginning Customer : 29475 @ o
Ending Customer: 29475 @ e Break On Ship-To I:‘

All Customers l:‘ Print instead of Email l:‘

Statement Date : 04/05/23

—Select Files to Use
@ Current Month Files
O Last Month Files

7. Go to you Email client and you will receive PDF in your email that can then be forwarded to
Customer.
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