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How to Resend Invoices

In order to resend an Invoice to Accounting, you must first “Unpost” the
Invoice you wish to send.

1. Go into “Admin” and select “Closed Invoices”.

DSRs |
Products
Imventory

Open Invoices
Closed Invoices
ERDorS
Personnel
Product Transfers

Closed
Invoices
Here.

PO Ref Ho Invoice No Inv¥ Dt Log Mo Vendor Total Amt

Tagaropul
Dizpal,
PO-12029939 11/430/99 Distrubuidara Comercial, 5.4,
PO-12033340 59055 11430493 11 Disie Industnial E5.52 Fosted

3. Go to PO Tasks and select “Un-Post Selection”.

| PO Tasks Help Click Here.
Print PO's

GL Account Allocation

Un-Post Selection
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4. The following screen will appear where you will select “Yes”.

o3y
By

drpogt 3 [rvoice records to rezend to accounting’?

5. The Invoice(s) selected will now be able to be re-transmitted to
Accounting. Return to your splash screen and go into “DATA
LINK/eMail”, choose “Data Upload”.

Ly s

Data Upload
eMail Messages

6. Select “Send Invoices”.

[l5end Invoices!

7. Highlight the Invoice Record(s) you wish to send to Accounting and select
‘60K79'

il PO5_Hisl il File List: 3 of 677
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8. A confirmation screen will appear, saying “About to post “X”’# of selected
records. Continue?” You will now select “OK”.

9. This will take you back to your “Data Upload Preparation™ screen. Send
Invoices will now have an “X” next to it, and you will now select “Transmit”.

|E[] Data Upload Preparation |_ (O] x|

Communications

You will
now have
an “XJ?

here.

Selected records will be converted into text files and stored as EMail records.
These records may be exportediransmitted at any time.

Invoice Records: 3
Labor Records: O
Regional Records: 0

[ Send Labor Data Click
= “Transmit”
[_] Send Regional Operations Data H

ere.

35|

[J Send Daily Sales Records

[ Send Personnel

Get Dizk File Text Document ]

DSR Recards: 0
Personnel Records: O

[ cancel | [ TRANSMIT |

10. The eMail message screen will now appear. The Invoice(s) you just sent will
have a status of “Uploaded”. You have now successfully re-uploaded

Invoices to Accounting.

It EMail File List: 2 of 217 Once an
£ Mzg To Subject In/0ut Stalus‘; eMail
192 outback(@pty. com Pergonnel_0OB/PMNOT:>CORP SEND! Message has
193 outback@pty. com Personne_0B/PMNOT:>CORP SEMDI successfully
been sent, the
status will

ls2| EMail File List: 217 of 217
Mszg To

change from
“SEND!” to
“Uploaded”.

Subject In/Dut

224 corp_receiver@cimarronsoftware. com
225 corp_receiver@cimarronzoftware. com
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