
Overview of sales
module



With sales module you 
can generate 
purchases document, 
quotation and invoice.

When other modules 
are available, you can 
convert delivery order 
(logistics) to invoice or 
record a purchase in 
journal (finance). 
Sales data will also be 
accessible in project 
management module 
and clients files 
(address book).



Purchase

To create a new 
purchase go 
'purchases' from menu 
and click 'New 
purchase' tab

The purchasing entity. 
With multi company settings, you 

can allocate the purchase to a 
different entity (I.e a factory or 

department)

Supplier (must be 
available in 

address book)

Date of 
purchase

Project reference (Project 
management)

Purchase currency

Tax name and rate if 
applicable

Any comment that can be 
used in print document for 

example

List of items purchased.

 If available in Products 
and services, items can 

be selected from list

Purchase total, 
gross and with tax

A file can be attached to 
the purchase for 

reference (I.e a supplier 
invoice)

Transaction 
type

Add lines for 
item



Purchase payment
Date of 

payment

Account used 
for payment

Amount paid.
If not paid in full, the 

status  of the purchase 
will be 'partially paid'

Exchange rate vs. 
base currency in 
multi currencies 
configuration.

Example of payment from 
different currency 

account'

Exchange rate vs. 
base currency 
and calculated 

amount credited



Purchases list

Upon recording a 
unique reference No. is 

generated 

List filter

References links: 
supplier, project, 

attachment.

Status:
Unpaid

Partially paid
Paid

Click on link to view details

Actions 
menu

Register payment of 
purchase

Edit (if status is 
unpaid)

Set an alert / 
reminder

Add a task Print and share 
document

Delete (if status is 
unpaid) Duplicate document 

with new reference 
No.

View  in 
browser

Export in 
Excel format

Download in Excel 
format

Quick edit header 
info

Search with number ; i.e.  ‘23’

Extended options search

Debit note



Purchases list

Click on status 
to see details 

Reset a payment 
made to 0 (if not 

reconciled)



Purchase - alert

Alert is a simple email 
reminder sent on 
schedule to inform 
users that a purchase 
is still due or a 
payment has been 
record.

This function is linked to a 
server configuration (cron 
jobs). Consult server 
administrator for more 
details.

To activate 
alert, set it to 

'On'

List of users that will 
receive the alert.

(user's names 
separated by comma)

Once activated, the 
action menu will show 
'alert [on]' in the menu 

list.



Purchases task

Task can be set for 
more precise purchase 
management.
A task is made from 
an Event + task.
It can be delimited by 
dates, assign to a user 
with notification 
patterns.

This function is linked to a 
server configuration (cron 
jobs). Consult server 
administrator for more 
details.

Event name

Task 
assignment

Task description

Start and en 
date

Frequency of 
notifications:

- never
- daily

- weekly
- monthly

- 5 days before deadline
- 3 days before deadline
- 1 day before deadline

List of users that will 
receive the alert.

(user's names 
separated by comma)



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

Purchase - print and 
share

If project module is enabled 
and document is linked to 

project, the pdf print can be 
saved in the project page

Open pdf in 
separate 

tab



Purchase

Formatting

Form input

Default PDF output

Line with predefined 
item (see products & 

services)

paragraph

Line with 0 values will 
create a paragraph

Enter [sub total] and 
0 values to create a 

sub total line

Sub total line



Purchase – quick edit

Quick edit allows 
change of header 
information without 
any change in 
document value

Editable fields in quick edit 
mode

Close without saving

Record changes



Purchase - delete

Confirm screen 
before delete.

A purchase can be 
deleted only if its 
status is unpaid



Purchase – clone

By cloning existing 
purchase, you create a 
copy of purchase with 
different reference 
number.
It is useful for recurring 
transactions

Example of cloned 
purchase



Purchase – Aging 
report

Filter by company

Aging per 
period

Document 
references

Value

Total base 
currency 
value per 

period



Purchase
 
Ledger report per 
supplier

Note: this report is 
only available with 
finance module

Filter

Ledger per 
period

Supplier

Export

Ledger 
transactionas
and balance

Link to purchase 
document



Purchase

View in browser

options

Export in excel 
or Pdf format



Purchase – debit note

Debit note can be 
created in sales 
module.

A debit note is a credit 
given by a supplier on 
purchase.

To create a debit 
note:

Select the supplier  
and “Debit note” type 

in “Purchase”



Purchase – debit note

It can only be 
assigned to a specific 
purchase for 
compensation

Debit 
note

Debit note have a 
special menu 
item to assign 

debit to a 
purchase



Purchase – debit note

Assign debit note

Debit note can only be compensated 
with purchases with:

1) same supplier
2) same currency

3) same tax rate if any

Detail of selected purchase for 
compensation

Credit date

Value of credit
The full debit note amount 

is applied by default



Purchase – debit note

Debit applied

After debit note is 
assigned

status of document 
changed

If finance module is 
available, ledger 
showspurchase 

compensated by debit 
note



Quotation

To create a new 
quotation go to 
'quotations' from menu 
and click 'New 
quotation' tab

The quoting entity. 
With multi company settings, you 

can allocate the quotation to a 
different entity (I.e a factory or 

department)

Client (must be 
available in 

address book)

Date of quotation and short 
description

Project reference (Project 
management)

Quote 
currency An incoterm can be added with automatic 

value calculation: CIF,CIP,FOB

Any comment that can be 
used in print document for 

example

Price and quantity
Pres-elected price is 

available from Products 
and services 

Quotation 
total, gross 

and with tax / 
incoterm

Tax name and rate if 
applicable

There are 2 extra 
fields for extended 
descriptions. It will 

be shown in the 
quotation document 
based on template 

design

See settings

Items. If available
Products and services, 
items can be selected 

from list



List filter

References links: 
supplier, project, 

attachment.

Status:

Open
Printed

Invoiced

Actions 
menu

Convert the 
quotation into 

invoice

Edit (if status is 
unpaid)

Print and share 
document

Delete (if status is 
open) 

Quotation - list

Quotation No.
Click to view html 

format



Quotation - edit
Edit quotation 

allows change of 
options and items.

When editing a quotation, you can 
assign a 'new revision' number to 
keep history of revised quotations 

Edit, delete or add 
new line



Select printing options and 
click 'Display' to display 

document.

Quotation – display in 
browser

You can 
accesPdf 

printing from 
button



Quotation - print and 
share

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

If project module is enabled 
and document is linked to 

project, the pdf print can be 
saved in the project page

Open pdf in 
separate 

tab



Quotation

Formatting

Form input

Default PDF output

Line with predefined 
item (see products & 

services)

paragraph

Line with 0 values will 
create a paragraph

Enter [sub total] and 
0 values to create a 

sub total line

Sub total line



Quotation – Convert 
into invoice

Invoice header and options.

See invoices management 
for details

Items will be displayed as 
per quotation.

Items can be added to the 
invoice document

If finance module is 
available, select accounts 

for record.

The comment field is 
automatically populated 

with the quotation 
unique reference



Quotation – Convert 
into invoice

Upon recording a 
unique reference No. is 

generated and the 
invoice will be 

accessible from 
invoices list 

Quotation status will be 
set as 'invoiced' and 
can only be printed



Invoice

To create a new 
invoice go to 'invoices' 
from menu and click 
'New invoice' tab

The invoicing entity. 
With multi company settings, you 

can allocate the invoice to a 
different entity (I.e a subsidiary or 

department )

Client (must be available in 
address book)

Date of invoice and type
“Invoice”, “Debit note”, Credit 

note”

Project reference 
(Project management)

Invoice currency

Tax name 
and rate if 
applicable Any comment that can be 

used in print document for 
example

List of items invoiced.

 If available in Products 
and services, items can 

be selected from list

Invoice total, 
gross and with tax

Exchange rate with base currency 
 at date of invoicing and account 

receiving funds



Invoice - list

List filter

References links: 
supplier, project.

Status:
Unpaid

Partially paid
Paid

Click on link to view details

Actions 
menu

Register payment of 
invoice

Edit (if status is 
unpaid)

Set an alert / 
reminder

Add a task 

Print and email 
document (Pdf)

Delete (if status is 
unpaid) 

Duplicate document 
with new reference 

No.

Download in Excel 
format 

View  in 
browser Quick edit header 

info



Invoice - list
List filter

References links: 
supplier, project.

Status:

Unpaid
Partially paid

Paid

Actions 
menu

When clicking on the status 
link, detail of transaction is 

displayed.
With finance module, the 

journal entries are displayed

Reset a payment 
received to zero (if 

not reconciled)

View invoice in 
browser.



Invoice – Aging report

Filter report by 
company

Total per 
period in 

base 
currency

Periods 

Available 
references per 

invoice
Values



Invoice 

Ledger report per 
client

Note: this report is 
only available with 
finance module

Filter

Ledger per 
period

Client

Export

Ledger 
transactionas
and balance

Link to sales 
document



Select printing options and 
click 'Display' to display 

document.

If there is no custom 
template, the default design 

 is selected

The document is 
displayed in Html 

format

Invoice – display in 
browser

You can access Excel 
donload or Pdf printing 

from buttons



Invoice - print and 
share in Pdf format

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

If project module is enabled 
and document is linked to 

project, the pdf print can be 
saved in the project page

Open pdf in 
separate 

tab



Invoice

Formatting

Form input

Default PDF output

Line with predefined 
item (see products & 

services)

paragraph

Line with 0 values will 
create a paragraph

Enter [sub total] and 
0 values to create a 

sub total line

Sub total line



Select printing options.

If there is no custom 
template, the default design 

 is selected

Click 'Download” to 
export the file

Invoice – download in 
excel format

Csv format is used to 
export document data 

only.



Editable fields in quick edit 
mode

Close without saving

Invoice – quick edit

Quick edit allows 
change of header 
information without 
any change in 
document value

Record changes



Invoice – record 
payment

Account receiving 
funds.

See finance module

Total amount 
received 

Exchange 
rate against 

base currency 

If total amount received does 
not equal the invoice value, 
short payment is indicated

Click 'force close invoice' if you 
want to close transaction with 

short payment 

Exchange rate 
between currency 
of payment and 

currency of 
account receiving 

funds 



Invoice – record 
payment

Ex. 2

Account receiving 
funds.

See finance module

Total amount 
received in 

base currency 
(no exchange 

rate 

If total amount received equals 
the invoice value; no short 

payment is indicated.
Invoice will be closed

Exchange rate 
between currency 
of payment and 

currency of 
account receiving 

funds.
Amount in 
currency of 
account is 
indicated 



To activate 
alert, set it to 

'On'

List of users that will 
receive the alert.

(user's names 
separated by comma)

Invoice - alert

Alert is a simple email 
reminder sent on 
schedule to inform 
users that an invice is 
still due or a payment 
has been record.

This function is linked to a 
server configuration (cron 
jobs). Consult server 
administrator for more 
details.



Invoice task

Task can be set for 
more precise invoice 
management.
A task is made from 
an Event + task.
It can be delimited by 
dates, assign to a user 
with notification 
patterns.

This function is linked to a 
server configuration (cron 
jobs). Consult server 
administrator for more 
details.

Event name

Task 
assignment

Task description

Start and en 
date

Frequency of 
notifications:

- never
- daily

- weekly
- monthly

- 5 days before deadline
- 3 days before deadline
- 1 day before deadline

List of users that will 
receive the alert.

(user's names 
separated by comma)



Invoice – delete

Confirm screen 
before delete.

An invoice can be 
deleted only if its 
status is unpaid



Invoice – clone

By cloning existing 
invoice, you create a 
copy of invoice with 
different reference 
number.
It is useful for recurring 
transactions

Example of cloned 
invoice



Invoice – credit note

Credit note can be 
created in sales 
module.

A credit note is a credit 
given to a client on an 
invoice. To create a credit 

note:
Select the client to 
credit and “Credit 

note” type in “Invoice”



Invoice – credit note

It can only be 
assigned to a specific 
invoice for 
compensation

Credit 
note

Credit note have 
a special menu 
item to assign 

credit to an 
invoice



Invoice – credit note

Assign credit note

Credit note can only be compensated 
with invoices with:

1) same client
2) same currency

3) same tax rate if any

Detail of selected invoice for 
compensation

Credit date

Value of credit
The full credit note 

amount is applied by 
default



Invoice – credit note

Credit applied

After credit note is 
assigned

status of document 
changed

If finance module is 
available, ledger 

shows invoice partially 
compensated by 

credit note



Sales statistics

Statistics can be 
viewed from address 
book entry

Access sales and 
other business data 

for this client or 
supplier



Sales statistics

If project 
module is 
available

If report module 
is available



Sales statistics

Requires 
“charts” module

Sales or 
purchases data



Invoice – settings

Global settings

Set the range of days that 
indicate short and long due 

terms per company



Invoice – settings

Forms settings

Use the forms settings 
to upload new 
documents templates 
per category or 
remove existing.

Note: if there is no custom 
template, the default format 
is used.

Note: see vendor for 
template design.

Templates per 
document category

Select file to upload a 
new format

Click box to 
delete 

existing 
format

Save to 
upload new 

or delete 
existing

List of current 
custom 

templates



Invoice – settings

Quotations settings

Some fields can be 
displayed or not in 
quotation base on 
information needed.
Their names can also 
be customized.

Set the display setting per 
field 

Fields names can be edited 



http://arrea-systems.com/
http://ek.arrea-systems.com/
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