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                   Business World User Guide 

Title Sales Order (Debtors) Invoice and Credit Printing 

Summary Sales orders are created as the first step to producing an invoice to send to a 

customer.  This is required when SCC has provided goods and services to a 

customer where there is a charge.  A sales order credit can also be required if 

the charge is incorrect. 

Once the sales order has been created for an invoice it can be printed and will 

be converted to a debtors invoice ready to send to the customer. 

Once a sales order credit note has been created and approved it can also be 

printed and will be converted to a debtors credit note ready to send the 

customer. 

This guide will show you how to print a sales order. 

 

Prior reading: Business World: Getting Started guide. 

 

 

Audience Sales to cash users. 

Content 1. Printing The Sales Order 

2. Further information 
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PRINTING THE SALES ORDER 

From the Business World menu select Customers and salesSales  ordersInvoicing. The following 
window will be displayed: 
 

 
 
Click Save button in the bottom of the window.  Your orders will be sent for printing/emailing. 
 

 

 
A PDF of your invoice or credit note will open like in the example below which should be printed and 
sent to the customer.  If there is no PDF, then the invoice will have been sent direct to the supplier 
by email.  A copy will be available from the document archive. 

To print all your sales orders that are ready 
to print, choose Sales Orders (11) from the 
dropdown 

 

Click here to open the report (you must be on the row that has the 

Report name of Sales Orders) 
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FURTHER INFORMATION 

If you have any further questions, please do not hesitate to contact the Business World inbox at 

Business.World@southampton.gov.uk.  

Please also find a link to the Business World FAQs on Staff Stuff here. 

mailto:Business.World@southampton.gov.uk
http://staffinfo.southampton.gov.uk/transformation/projects-change/business-world/faqs/

