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Additional Debtors Properties
Search

This is where additional debtor’s properties are added or amended.

If you wish to link debtors to Divisions, Regions and Invoice groups, this is where you would set up
these respective properties.

To create a new Division for example, click the relevant Tab and click the insert button
Video Training Manual 2016 - Click Here

Debtors Module> Configuration> Add. Debtors Properties

Q' Search B‘} Add [&) Edit Delete Delete All e Print [/ Import -

Division Region Status Category Billing Group Invoice Group Sales Map Sales Ttem Map Credit Reason sl

Code: Description: Active:

| Page |1 of 1 1%" Remove Paging: || @ Division Budget
# | Code Description - Charge Up

1 ACC ACCOUNTING

2 CON CONSULTING

3 ooV CUSTOM DEVELOPMENT

4 DATA HOSTING DATA HOSTING

5 ESET ESET ANTIVIRUS

& SuUP SUPPORT

7 TRA TRAINING

B WALIT
9 WAPRO WEBACCOUNTING PRO
10 WEBATAR WEBATAR
Search Searches all the divisions either by code or description.
Add Allows to create a new division
Edit Allows changes on the existing division
Division Tab Shows a list of all divisions

Region Tab shows a list of regions
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Status Tab Shows Status of something in the process.

Invoice Group Tab Invoice Groups

Sales Map Tab shows movement of transaction in the divisions.



Debtors Additional Properties

The system caters for the categorization of master data as well as transactions.

Additional properties are used for these categorizations.

Several fields in the system can be used for categorization purposes such as Division, Region,

Category, Billing group, etc.

The categories are Company-specific and as such can be defined by your company.

Should you wish to use these properties, you will need to first decide on whether you need to use

a single category or multiple categories

Once you have decided how many levels of categorization you require, you will choose which of

the properties best suit your requirements.

if you have different branches, you could use Division as a means to distinguish

transactions from one branch versus another

Or if you wish to differentiate your Clients by account terms, you could use billing Group Property

To add debtors/customers additional properties go to:

Debtors Module> Configuration> Add Debtor Properties

Debtors Module 1
Q’ Search E; Add E}; Edit D Delete =) Delete All @ Print [ Import -
- ‘ Division Region Status Category Billing Group

Cnnﬁguration - [4 4 | Page 0 of0 | » ¢l | @@ | RemovePaging: [ ] @Dt\'is.ion Budget
# Code «

Debtors Setup

Code: Description:

Add. Debtor Propertes

Quote Template Setup

Debtors Group Matrix Discount

Click on the Tab related to the respective Property you decided to use
Click Add Button

Enter a Code

Enter a Description

W

Invoice Group

Descrip!
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5. Click Save and Close or Save and New to add another option

Debtor Property Maintenance

Code: Pt

Description: |Cape Town o
Weather Region: |

Active:

I:'ISaveAndev I:'ISaveMddﬂse I:'I Save g Close

Once you have added all the required options, you can click on another Tab, eg. Region and add
the required option in a similar manner

Should you now wish to set default Divisions and Regions against the debtors, you can go to the
Debtor Setup and edit the respective Debtor

Configuration> Debtors Setup>

Enter the Debtor code or name

Click Search

Edit the Debtor Setup

Click the Division Drop Down Arrow

Select the required Division this debtor is to be allocated to

Do the same with Region..

You do not need to use multiple of the properties. Should you choose, to only use one of the
properties, this is fine
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Edit Debtor

Debtors Details alzl2
@ aAttachment | [™] Memo ﬂ Create Reminder [é Debtor Enguiry @ View Attachments = == Functions - é’ Standard ~ | /0 Alerts @ Close

Code : ABCOO7 Debtor Name : ABD Company Outstanding Balance: 472.96

4+ Details Address Contacts Account Details Gen Details Statutory Info Custom Fields Activity 1=

Code: ABCOO7

Name: ABD Company

Trading As:

Short Name: ABD

Commission: Dtsile w A B D

Contacts: Tsile Loa v

Company Registration No:  12345780/07 CO M P A N Y

VAT No.: 47891236

Website: www.abd.co.za fok

Print Statement: Email Statement:

Active: Is Head Office:

Sync To Mobile: Enforce Commission Rep.: Debtor Image: ABD Logo.png b

Division: Wholesaler v [E O] Acc Manager: Arlecia van Rooyen b

Region: 'Cape Town v 'q: [ Billing Group: 30 Day Account v

Status: | Good Rating v Partner: -

Category: Private hd Debtor Type: Debtor b

Linked Brands List: 40,MAN,50,CAT,ROOESLR, SHOPR,

Linked Head Office: .

I:'I Save and New I:'l Save and Close I:'l Save @ Close

Click Save and Close

This now sets the default properties on this debtor and when capturing transactions, the user does

not need to remember to select the Division/ Region

When you capture a transaction, invoice as an example, you will note the Division/ Region

automatically is populated
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& ttachments | [™) Memo | [\ Create Reminder | ¢ Check Stock Qtys | == Functions = | & Import ~ | [ Order History

Invoice ()=)@2](2]
«|  petail || Address Extras |  Link | Shipping Acion | San  |[+| ]  save
Address Type: | Postal © |v|% >¢ ContactPerson: |Tlleloa-08112312311  |v 3¢ View @ Close

Address Line 1: 4 Play 5t

Address Line 2: | Klippiesdal

Address Line 3: | Paarl

Contact No.:

011 123 12311

<wr  View Quote

|
&) Print Inveice

» Process
Address Line 4: | &, Tacs
Address Code: |?|5.46 % Payments
VAT No.: 47891236
Items E]

These filtering options can also be used to filter reports

You can generate the Debtors Age Analysis for only these filters

Age Analysis

@]

Debtor: |

Division: | All

Status: Al

Account Manager: |

Sort By: | MName

Exclude Megative:

Sales Rep Default:
Include (Excluded Debtors):

Category: |

Date:

s

Sales Rep:
Display By:
Sub Sort By:
Billing Group:

Due & Over Due:
Inter-Company:

2024-08-08 4| =
™
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Category Setup

To be able to select a category from debtor setup or to update debtors import the category needs
to be created first

This is where the category is created
To add or edit a category go to:
Debtors module> Configuration> Add. Debtor Properties> Category Tab

Click the Category Tab

e
Q, search | [@ Add | [ Edit | [ Delete | (5) Delet= All | @) Print / Import ~
r‘ | Diision || Region || status Category Billing Group || Invoice Group || SalesMap || SalesItem!
' ‘ Code: | | Description: |

c°nﬁguration — 4 4 Page ofl | b b % Remove Paging:
#  Code Description

Debtors Setup

10 None
Add. Debtor Properties 2 BM-0 Brick & Mortar

3 GoV Government
Quote Template Setup

4 PRIVATE Private
Diebtors Group Matrix Discount 5 SEQ Sound Equipment

Click Add (To create a new Category)

Debtor Property Maintenance

BM-0]

Brick & Mortar

EI Save And New I:" Save And Close El Save @ Close

Code Enter a Category Code

Description Enter a Category Description
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Click Save and close

To edit an existing Category, Highlight the required Category and Click Edit



Invoice Group Setup

Invoice group allows you to group and identify certain invoices in order to run detailed reports
To setup invoice group go to:
Debtors Module> Configuration> Add. Debtor Properties> Invoice Group Tab

Click add to create a new invoice group or click Edit to edit an existing invoice group

Additional Debtor Properties

Q, search | [ g Add | [ 3 Edit | [ Delete | () Delet= Al | €) Print/ Import ~

| Division || Region | States | Category || Billing Group || Invoice Group || Sales Map
Code: | | Description: |

4 4 F"agenfl bl | &2 | Remove Paging:

# | Code Description
1aAaC AccouNTNG
2eECHO e

3 INT Intemational

4 MAN Manufacturing

5 ROOFING Roofing

6 todelete to delete

The screen below will appear

Debtor Property Maintenance

acc

 ACCOUNTING

E' Save And New E' Save And Close I:" Save @ Close

Code Enter invoice group code

Description Enter invoice group description
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This will allow you to be able to select the group type when adding a new debtor/ customer or
updating a debtor/ customer



Sales Iltem Map

For every stock item you can choose which account it can post to

If you have ten items on an invoice and 1 is selected with sales item mapping it will not follow the
posting of an invoice but it will follow the setup done on item mapping

This manual shows one how to set up Sales Item Mapping

Go to Debtors Module > Configuration > Add. Debtor Properties

Debtors Module 4

® 4

Debtors Setup

Add. Debtor Properties ]

Quote Template Setup

Debtors Group Marrix Discount

Click on the tab for Sales Item Map and click on Search to check the current setup of Sales Iltem
Mappings.
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Additional Debtor Properties
Q, Search | [@Add | [ Edit | [ Delete | () Delete All | € Print/ Import ~

|  Division | Region || Status || Category | Billing Group | InvoiceGroup |  Sales Map ISaksIlemHapICrﬂitRﬂson

Invoice Group: | |v|StockIlem: | |v|

4 4 |Pageuf1|? | &2 | Remove Paging:

# | Stock Code Item Description Invoice Group Code Invoice Group Sales Accot
1 02-01/3220930 Bend B0mm Black 90deg MAN Manufacturing 1000,3000
uuuuuuu 5 18-01/RMTAAWGS13P Rivet Thunder Grey MAN Manufacturing 1-1000
4 18-0RMTAAWGSI3P  RiwetThunderGrey  todelete = todelete 11000
5 19-05/STHTBKA2651 Bremick Screws 65mm 12q T17 Karaka ROOFING Roofing 6-2200
6 20-02/283701 Square Tool Square Roofers 350x180mm ROOFING Roofing 1-1050
7 ACCFEE AccountSng Fee ACC ACCOUNTING 1000/05/01
8 DEV Development MAN Manufacturing 4-2460

If Mapping does not exist or a new one is to be created
Click on the Add button to add a new Sales Item Map

Input the relevant field mappings required

Debtor Property Maintenance

| Manufacturing

| Gauteng

| Manufacturing

|Sales - Manufacturing

|E05 - Roofing Purchases

Y save And hew ) save and Close Y save  EJ  Close

Field definitions

Invoice Group Select the relevant Invoice group category
This can also be found under the Invoice Group Tab

Stock Item This is the service line item which is shown on the lines of
the invoice
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Sales Account Insert the relevant sales ledger account

Once Setup the Mappings will appear on the grid

e _
Q, search | [@Add | [ Edt | [ Delete | & Delete All | @) Print / Import ~
| Dwision | Region | status | category | Billing Group || InvoiceGroup | SalesMap | SalesItem Map | Credit Reason || Shipping Terms
Division: | |v| Region: | -
Invoice Group: | |v |
4 leagenfl.lV vl | & | Remaove Paging:
# | Division | Region | Invoice Group Code | Invoice Group | Sales Account Code | Sales Account | COS Account Code ~
1 Manufacturing Gauteng 4-2460 Sales - Manufacturing 5-2860
..... 2 Jtoding HTELTE Roofing 4-2455 Sales - Roofing 5-2855
3 Mendfactwing  Gaugeng  MAN  Manfecwing 42960 sades-Mawfawng S5
""" 4 todelete to delete to delete to delete
5 to delete Pretoria MAN Manufacturing

The Invoice layout shows you which data the system looks at to execute the mapping rule

(& httachments | ™) Memo | £\ Create Reminder | €@ Check Stock Qtys | == Functions - | & Import ~ | [F@ Order History

Invoice [=(=)(@)(2)(2)
€| vetml | Address || Extras | umk | hipping | Acion | San  [[+/H) sae
Address Type:  Postal © v % 3¢ ContactPerson: Tleloa- 08112312311 v 3¢ View @  Close
Address Line 1 4 Play St | Contact No- 0222989997 | < view Quote
Address Line 22 | Klippiesdal | Project ! v || & Print Invoice
Address Line 3: | Paarl | Division: |w1'|u|e§',a|e( |v | >¢ » Process
Address Line 4: | | Region: |Gau‘teng |v | ¢ & Tacs
Address Code: 7645 | Invoice Group: | Manufacturing = & r—
VAT No: 47891236 |>¢ ‘Web - Dev HSOF & Co ™
Items (=]
[ 4 | Page 1 |oft| b b | @ [BAdd | cgMNote | [Edt | [ Delete | [ Quick | Il Barcode | Y Show/Hide Displaying 1 - 1 of 1
#  Line Ref. Seq. Mo.| LS Status | Type Code » Description Warehouse Qty Unit Sale | Pricing level

Therefore, the result will be as follows
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Related Transactions

Related Transactions I

o Transaction Detail | (=) Print Grid | (5} Print T Acct. € close

 Transaction List | View T Accounts |

I4 Page [1 | of1 | b bl | & Displaying 1 - 5 of 5

# Date Account Code Mame Description Document Referamnc
2024-05-22  1-1600 Trade Customers Invoice INVB0S... | Test Contact 230,000,
2024-05-22 4-2450 Sales - General Invoice INVB0E... Test Contact

2-2200 GST Control Invoice INVB0SE... | Test Contact
1-1100 Stock/ Inventory Control Invoice INVB0&... Test Contact

Troubleshooting Revenue Unallocated
This happens when there is no Sales Item Mapping Link
You can check in the following places

1. Invoice line detail
2. Related Transactions
3. Income Statement detail lines

Invoice line detail Check the invoice lines and then check on the Sales Item
Mapping section to see if you have matches.
If not, you will need to setup

Related Transactions When this occurs one must check the invoice line details

Income statement (Financial Performance) reports Run the report and print to screen

If you have amounts in the Revenue - Unallocated GL ledger, it means there are sales
mappings missing

Therefore, the system will default to the default GL Links setup account.

Check the details of the invoices that make up the Revenue - Unallocated by clicking on the
name to get the details.

You will now see all the invoices that make up the value of the sales revenue posting.

Now click on the Reference line of one of the invoices to see the details of the invoice
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Go and check the following information on the invoice
Invoice Group + Service Code = GL Account (Sales Mapping setup)
Go and check the Sales Item Mapping grid to see if the Map exists, if not create a new one.

Once mapping is setup, next import or manual invoice will follow the sales item mapping rule.

Existing Revenue - unallocated posting in books. You must clear this account with a General
Ledger Journal and allocate the values to the relevant Sales Revenue accounts.

One needs to check on a monthly basis that this account does not have any values.



Billing Group

Allows you to group and identify certain invoices in order to run and analyse information later.

Debtors Module> Add. Debtors Properties> Billing Group Tab> Add/Edit

Debtor Property Maintenance

Description: 14 Day Account |

HisveAndNew Py Savednd Cose |y Save @ Cose

Code Enter a billing group code

Description Enter billing Group description
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Additional Debtor Property
Import

Debtors Module> Configuration> Add. Debtor Properties

Populate your data in Excel into the below template:




The input in the Division, Region, Status and Category fields is always the respective field
code, not the description on the field setup. (this is the code on the setup above)

Once the file has been compiled, save the file as a CSV (comma Delimited) file
Upload Process:
Log onto the company

Go to Debtors Module> Configuration> Debtor Setup

Debtors Setup
Debtors Module 4
Q Search [?, Add [E) Edit @ Delete Clone ‘ Create Reminder Debtor Enguiry Debtor History = == Functions ~ | ¢ Import ~
' ‘ P Basic Search | Custom Search | Expand
' ‘ Debtors Code: || | Debtor Name: | |

Order By: |Code |v| Search Type: |AII |v|

R
Configuration -
Contact Name: | | E-mail Address: | |

Debtors Setug Division: |A|| | v | Mobile No: | |

Add. Debtor Properties

Main I Details | statutory || €O Link | supportTask | TtemSales || Pricing Level Link Ttems
—
Quaote Template Setup |4 4 |Page 0 of0| b bl | @ | Remove Paging:
Debtors Group Matrix Discount # Akt * Memo | Status Web: Code « Company Name Short Name

Click on the Import Tab dropdown arrow

Select “Import Additional Properties”

Debtors Setup
q Search [é Add [E) Edit @ Delete Clone ‘ Create Reminder Debtor Enquiry Debtor History | == Functions ~ M—-] 9 Print [ Export ~ | & Import [ Export ~

Basic Search || Custom Search |-§ Expand & Import Acct Managers i
Debtors Code: | | Debtor Name: | | &> Import Additional Properties 1
Order By: |c°de |v | Search Type: |AII |v | & Import Legal Hand Over
Search: | Debtors and Prospects Li| | & Import Linked Brands
Contact Name: | | E-mail Address: | | @ Import Recurring Transactions
Division: |A|\ |v | Mobile No: | | @ Import Statutory Information

Main | petais | stautory || coLink | SupportTask | Itemsales || Pricing Level Link Items & Import Time Log Employee Defaults

|4 4 | Page of1 | b bl | @ | Remove Paging: &  Import Time Log Global Budget

£ At Memo Status | Web: Code Company Name shq E5] Import VCF to new customer | Postal Addres

s S N S, o ree ot w it S et |

Search for the file that you saved earlier

Click Upload
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Import Additional Properties

The below Message will be displayed (assuming the import file is correctly formatted)

Click OK

Click Import
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The system will verify the details on your file, e.g. All account codes exist, and all category codes
exist

If all is OK, the file will be imported and all respective debtor accounts updated accordingly.

If errors are received, these will be listed.

Make the necessary corrections on your import file and resave the file

Then retry the import as per the above process



Credit Reason

To be able to select a credit reason on credit notes credit reasons applicable to your business
needs to be created first

To add or edit a credit reason go to:

Debtors module> Configuration> Add. Debtor Properties> Credit Reason

Click the tab Credit Reason

s
Q, search | [A add | [ Edit | [ Delete | @ Delete Al | € Print / Import ~ e |
r’ Division ” Region H Status ” Category ” Billing Group ” Invoice Group ” Sales Map ][ Shlslbem"ap! Credit Reason lshippingrerms

Configuration C | (0 |Pa= 0 ofo | » 4 | @ | RemovePaging: [/ [§] Division Budget
#  Code Description

Debtors Setup

I Add. Debtor Properties I

Quote Template Setup

Debtors Group Matrix Discount

Click Add to create a new Credit Reason
Enter a Code and Description
Click Save and close or,

Save and New to add another Credit reason

Debtor Property Maintenance

Code: FAULTY |
Description- Faulty Ttem |
Active:

Once all reasons have been setup, this will allow the user to select the applicable reason for the
credit note when capturing a credit note.
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& mttachments | [™] Memo | [\ Create Reminder | && Change Warehouse | [5] Create Quote |
(=[]
Detail | Address | Link || shipping | Extras || Docs || custom Fields | Fl  sawe

Credil Note No.: Preparation  Descripfion: Wastage Item 3¢ | @ s
Customer: 5AS v|Q Fy Reference: | >3 (2 Frint Dac
Customer Mame:  Sound And Security's Order No.: -
SalesRep: | GeritCom v # B¢ | CredtReason _[Faultylte | S
Credit Note Date: Cumency View: Cancellation of contracts
Due Date: 30 Days From Invoice 1~ Exchange Rate: ol
Customer Status: |cq. ission Complet |v | Comment: Incorrect Price

; mmission Complete Stock Replacement X Tacs
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Shipping Terms

To be able to select shipping terms on sales documents, the respective options need to be setup
To add or edit a shipping term go to:
Debtors module> Configuration> Add. Debtor Properties

Click the tab Shipping Terms

Additional Debtor Properties
Q, Search | [A #dd | [ Edit | [@ Delete | &) Dalete All | ) Print / Import +

[ Division H Region ][ Status ][ Category ][ Billing Group ” Invoice Group ][ Sales Map ][ Sales Item Map ][ Credit Reason ]@

Debtors Module L]

" 4 .@
S
# | Code Description Ship Type Send Email Location

Debtors Setup

1 CIFCT CIF Capa Town None
2 CIF Durban Air CIF Durban Air Deliver

2| FIC Puihon Chin FTE Mesdian Chin Fellack

Add. Debtor Properties

Click Add To create a new Shipping term
Enter a Code and Description
Click Save and Close or,

Save and New to add another Shipping Term

Debtor Property Maintenance

Code: cIF T |
Description- CIF Cape Town |
Ship Type: ‘None |
Send Email: [F Signature: [
Location: | |
Delivery By: | Mone |V~
Imternal Delivery v
Delivery Company: w
Default:

Active:

H saveanew | sawvesclose ) save @ Close

if you have a particular shipping term that us used majority of the time, you can set this term as a
default. The default shipping term will then pre-populate on sales documents
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The shipping term is found on sales documents > Shipping tab

& nttachments | [ Memo | K\ Create Reminder | ¢33 Check Stock Qtys | = Functions = | £ Import = | [ Order History

(==l 2 |
Seoim | Acion | san [ see

Delivery Company: w g Close

Address Type: d® validate s View Quoke
Shipping Options: Email Signature Saturday Parcel Dimengions: & (&) Print Invaice
Location: | | Service Type: | |“' | W Proces
Internal Delivery: - Tracking No: | | QQ A TERC
Pickup Instructions: | Delivery Status: @ ¥ Auto: $  payments
Delivery Instructions: | @ Courier ABI d%  Details B save shipping
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Shipping Methods

To be able to select shipping methods on sales documents, the respective options need to be setup
To add or edit a shipping methods go to:

Debtors module> Configuration> Add. Debtor Properties

Click the tab Shipping Methods

Debtors Module PR | Additional Debtor Propertica

Q, search | [ add Edit | [ Delete | () Delete all | ) Print { Import ~
r' | Dwision | Region |  Status | Category | BillngGroup | Invoice Group | SalesMap | SalesItemMap || CreditReason | Shipping Terms
® 4 e | ot | 5
e
# | Code Description
Debtors Setup | A or—

Click Add To create a new Shipping Method
Enter a Code and Description
Click Save and Close or,

Save and New to add another Shipping Method

Debtor Property Maintenance

The shipping method is found on sales documents > Shipping tab

Click the Details button
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Shipment Urgency | Comments:

To Customer Special Instructions:

Shipment required at Destination Port to
Meet Customer Required Arrival:
Realistic Expected Date at Destination
Port:

2024-10-08
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Payment Terms

Debtors will typically have account terms such as COD, 30 days, 60 days etc. for accounts to be

settled.

There are however instances where you may wish to allow an exception to these terms and apply
special payment terms for specific purchases or you may have certain pre-defined custom terms. in
such cases you can use the payment terms option.

To add or edit

payment terms go to:

Debtors module> Configuration> Add. Debtor Properties> Payment Terms

Click the tab Payment Terms

Debtors Module L]

19,

Configuration — [

Debtors Sewp

(Add. Debtor Properties

Additional Debtor Properties

Q, Search | [Badd | [3Edit | [ Delete | &) Delete 2l | € Print/ Import ~

[ Division " Region ” Status ” Category ” Billing Group ” Invoice Group " Sales Map ” Sales Ttem Map ” Credit Raason ” Shipping Terms ” ﬂlippl'ng"ellu.i Payment Terms. I

Active: [

4 pagenn » v | @ | Remove Paging: [ h

# | Code Description

gy o 5 |
2 Termi 45 Days

Click Add (To create a new Category)

Enter a Code and Description

Click Save and close or,

[]

&

Save and New to add another Payment term

B save And New

H saveAndClose | ] Save @) GCose

These payment terms options can be found on the sales documents, shipping tab
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| Mofify Customer: il
| Motify Clearing Agent: il

Mofify Forwarding Agent:  [J]
[ copyref

- 5 - Days
PaymeniTems:  [temi-a50ad |~
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