
Logistics module

Edit logistics documents like delivery orders or receive report

- stock receiving
- stock delivery
- stock return
- stock list
- settings
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Logistics functions 
control the flow of 
items.

You can edit receiving 
and delivery reports 
based on products 
and services available.

There are 3 types of 
transactions:

- stock receiving
- stock delivery
- stock return

To create a receiving 
document, go to 'New 

receiving' tab

The receiving can be 
allocated to different 

entities in multi-
companies 

configuration

Supplier must be 
available in the 
address book

If project management module 
is available, the document can 

be linked to a project for 
management follow-up

Item from 
products and 

services module

Click 'Add' to add 
item in the list

Click 'Remove' to 
remove last item 

in the list

Quantity received

Sender ref.

Create
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- stock receiving
- stock delivery
- stock return

Receiving list shows 
status of receiving 

orders

Filter by date, 
supplier and status

Document unique 
reference

Click to view details 
in browser

Status of the 
document

Action 
menu

If the receiving is not 
printed, status is opened.
Open status allows to Edit 

and Delete

Once printed, the receiving 
cannot be edited or deleted 

anymore. 
Quantities received can be 
posted to stock (added to 

stock available)

At anytime, you can 
clone a document. 

Clone will duplicate a 
similar operation with 
different receiving ref. 
Number for recurring 

operations

List

Tags and references

Top ↑



- stock receiving
- stock delivery
- stock return

Select view options and 
click 'Display' 

If there is no custom 
template, the default design 

 is selected

Use buttons to extract 
document in Excel or 

Pdf formats

View in 
Html 
format
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- stock receiving
- stock delivery
- stock return

Select printing options and 
click 'Print in pdf' to display 

document.

If there is no custom 
template, the default design 

 is selected

You can email a copy 
of document within 

the organization

The document is 
displayed and can be 

printed or saved

Once printed the 
document status changes 
automatically to 'printed' 

and quantities can be 
postedPrint or 

save in Pdf

Share

Click here 
to open in 
separate 
window
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Post

Posting is a 
process to 
confirm receiving 
and adjust stock 
accordingly

- stock receiving
- stock delivery
- stock return

After printing, the 
status changes and 

quantities can be 
posted

To post quantities, confirm 
number of units per item 

and click 'Post'
Quantities will be added to 

the stock

Posted status is set.
Document can only 

be printed, 
downloaded or cloned
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- stock receiving
- stock delivery
- stock return

Excel 
format 
download
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Cloned 
receiving 
form

- stock receiving
- stock delivery
- stock return
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- stock receiving
- stock delivery
- stock return

Stock delivery 
documents flow 
follows the same logic 
of receiving 
documents

Create

To create a receiving 
document, go to 'New 

order' tab

The receiving can be 
allocated to different 

entities in multi-
companies 

configuration

Client must be 
available in the 
address book

If project management 
module is available, the 

document can be linked to a 
project for management 

follow-up

Order ref. 
From client

Total ordered quantity 
can be added to calculate 

delivery order ratios

Items can be selected from 
Products and services list

If prices are set in products 
and services, the unit price 
is automatically set based 

on price type

Leave price 
type blank to 

input a manual 
price
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List

- stock receiving
- stock delivery
- stock return

Delivery list shows 
status of delivery 

orders
Filter by date, client 

and status

If the delivery is not printed, 
status is opened.

Open status allows to Edit 
and Delete

Once printed, the delivery 
cannot be edited or deleted 

anymore. 
Quantities delivered can be 

invoiced (convert DO to 
invoice)

At anytime, you can 
clone a document. 

Clone will duplicate a 
similar operation with 
different delivery ref. 
number for recurring 

operations

Document unique 
reference

Click to view details 
in browser

Status of the 
document

Action 
menu

Tags and references
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- stock receiving
- stock delivery
- stock return

Select view options and 
click 'Display' 

If there is no custom 
template, the default design 

 is selected

Use buttons to extract 
document in Excel or 

Pdf formats

View in 
Html 
format
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Print or 
save in 
Pdf

Share

- stock receiving
- stock delivery
- stock return

Select printing options and 
click 'Print in pdf' to display 

document.

If there is no custom 
template, the default design  

is selected

You can email a copy 
of document within 

the organization

The document is 
displayed and can be 

printed or saved

Once printed the 
document status changes 
automatically to 'printed' 
and do can be converted 

to invoice

If address book as 
multiple contacts, you 

can select the 
preferred contact card

Click here 
to open in 
separate 
window
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- stock receiving
- stock delivery
- stock return

Invoice

If sales module is available, 
the Delivery order can be 

converted to invoice
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- stock receiving
- stock delivery
- stock return

Invoice

Invoice list in sales module

Once invoiced, the delivery 
status is changed. 

Quantities delivered can be 
posted (deduct quantities 

from stock)
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- stock receiving
- stock delivery
- stock return

Post

Posting is a 
process to confirm 
delivery and adjust 
stock accordingly

To post quantities, confirm 
number of units per item 

and click 'Post'
Quantities will bededucted 

from the stock

Posted status is set.
Document can only 

be printed, 
downloaded or cloned
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- stock receiving
- stock delivery
- stock return

Stock return flows is  strictly similar to stock 
receiving flow except it will increment stock units in 

stock balance.

Use return process when a previously delivered 
items are returned to the organization
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Stock list
Stock list can be sorted 
by key word (item code, 
barcode or description)
Or sorted by item tags 

(see Products and 
services)

Click on item 
code to open item 

card (Products 
and services)

Stock 
expressed in 

item unit
Export list in excel 

format
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Stock list

Excel view
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Settings

For security purpose, you can modified the step 
where orders can be changed (quantities edited)

3 choices:

- before printing document only
- after printing
- after invoicing (use this option with care)

Custom document 
templated upload and 

remove
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Forma design

Use the forms design 
to customize elements 
of Pdf templates

Custom design 
existing templates

Select existing 
template

Click preview to see 
changes and save to 

record custom settings

Document 
adjustable 
sections

Delete 
current 
settings
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Forms design

Use the forms design 
to customize elements 
of Pdf templates

Preview 
clicked Available settings 

adjustment

Preview window
With sample data
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