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Overview

SalesPad Recurring Sales allows users to create templates for sales documents. These templates, called
Document Definitions, may then be used to automatically generate actual sales documents. Recurring sales
allows users to create an unlimited number of Document Definitions per customer. Document Definitions can be
based on previously created sales documents and are viewed on the Recurring Sales tab in the Customer Card in
SalesPad. SalesPad Recurring Sales is useful for service contracts, etc.

Creating Recurring Sales
To create recurring sales for a customer from an existing sales document:

1. On the Customer Card, click the Recurring Sales tab and go to step 2. Or, from the sales document,

select Sales Document Recurring Sales from the Actions dropdown ( L‘J) on the sales document header
and go to step 5
2. Click the New button to open the "Recurring Sales Definition" screen.

| & Customer Search Ly (5 Recurring Sales Generator _‘ & Customer: [AARONFITO001] Aaron Fitz Electrical ‘ & Recurring Sales Definition |

[T Close | @ Refresh | kel Save | 5a Print ¢ Dynamics GP [2) sToaTE QUOTE - | (5 STDORD ORDER - | [ SPECINV INVOICE ~ | (] RTN RETURN ~
Customer Properties Primary Address Information Open Sales Documents -
Bob Fitz P1: (425) 555-0101
Cecae AARCRETIVN0 1471 Burke Ave . Enz; Eebersy || [ee Docs | Doc Date Batch PO Total | Req Ship
Customer Name: | Aaron Fitz Electrical Grand Rapids, MI 49505
P | s Wfc 2282 = W Wfc = =
Short Name: Aaron Fitz Elec
AARONFITOO01@sale... ORDER ORDST2282.2 | 9/7/2018 NEW ORDER 38.80| 9/7/2018
ILMO- - x
Cust Cass: USATLMOT1 ORDER ORDST2282.1  9/7/2018 END 19.40 9/7/2018
Price Level -|x
pay Terms: NET 30 == Ship To Address Information
Sales Rep: West, Paul Bob Fitz P1: (425) 555-0101 :3 1
1471Burke Ave
AARONFIT0001@s3les...
Sales Terr: e | X Grand Rapids, MI 43505
Currency: ZUs§
Trade Discount: 3.00% Default Shipping Information
Tax Reg Num:
Method [LOCALCELIVERY | whee: [ |
[ ship Complete
[T on Hald | [¥] Contains{[Doc#], '2282) |~ | Edit Filter

| Contact Addresses | CRM| Mote | AR |Item History | Sales Documents | Crediit Cards | PayFabric Transactions | PayFabric Wallet | User Fields | Sales Graph  Extended Pricing | Quick Report| Recurring Sales [Default Doc Items | Spedal Pricing | Saved Attributes | ¢ | » |
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Reurring Description Sales Doc Type Sales Doc ID sales Batch Hold Code
—{ New |L

| & customer Search [y [ Rearing Seles Generator || § Customer: [AARONFIT0001) Aaron Fitz lectrical L [¢3 Recurring Sales Definton L |
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3. Click Add Document from the Recurring Sales Lines Tab


https://support.cavallo.com/
https://support.cavallo.com/kb
https://support.cavallo.com/kb/salespad
https://support.cavallo.com/kb/sales
https://support.cavallo.com/kb/articles/recurring-sales
https://support.cavallo.com/kb/sales

4. In the screen that appears, enter the existing document number of the order you would like to repeat

SalesPad X

Sales Document Mumber?

QK | | Cancel

5. All sales line items from the entered sales document will appear in the Recurring Sales Line grid. You
can change the Recurring Quantity or uncheck line items you do not want to include in recurring sales,
or continue to add additional documents to the recurring sales lines. If a document is updated with

additional line items, click Update From Sales Doc to add the new lines to the Recurring Sales Lines
tab
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TClose | & Refresh | b Save | 3 Delete
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[§ Add Doc. [5; Delete Doc. [ Set Default Doc. | [§ Update Doc. |3 Update All Docs Add Line ltem {§f] Delete Line Item
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To add recurring dates, click the Dates Tab (you may first need to select a batch and fill out the
additional Recurring Properties) and click Add Range of Dates. A new window will appear

Add Range of Dates e
Start Date: | JFEIERRE] ~]
(%) End Date: |8/13/2019 M
O End After [ ofsfocumencs
() Endless
Every: 1| : | |DE}' Of Month |-
Ok | | Cancel |

7. Enter a Start Date

8. Select End Date and enter a date for recurrences to end, or select End After and enter the number of
occurrences

9. Choose the frequency of recurrence (Example: Every 3 Day of Month will recur on the third of every




month; Every 3 Day will recur every three days)

10. Click OK. The Recurring Dates grid will display the recurring billing schedule
| & Customer Search L [y Recurring Sales Generator [J | f Customer: [AARONFITO0O 1] Asron Fitz Electrical L[ [ Recurring Sales Definiton

[T Close | Refresh | ke Save | 3 Delete
Recurring Properties
Description: [ | customer #: [aaranFrTonn1 | customer Name: [ aaron Fitz Electrical ]
Sales Doc TypefiD: | | Queve (atchy | ~ | Hold Code: [ ~1x
[] Enabled
|Line Items| Dates
o Add Range of Dates 3§ Delete
Recur. Date Amount | sales Doc Type Sales Doc Num Status Hstorical | Endless Recurrence Endless Every Num | Endless Every Pe...
9132018 = 0.00 O O 1 Day Of Manth -
10/1/2018 0.00 O O 1 Day OfMonth
13/1/2018 0.00 O O 1 Day OfMonth b
12/1/2018 0.00 O O 1 Day Of Menth
112018 0.00 O O 1 Day Of Manth
212019 0.00 O O 1 Day Of Month
312019 0.00 O O 1 Day O Manth
4/1/2019 0.00 O a 1 Day Of Month
5/1/2019 0.00 O O 1 Day Of Menth
s/1/2013 0.00 O O 1 Day Of Month
7142019 0.00 O O 1 Day Of Manth
8/1/2019 0.00 O a 1 Day Of Month
9/1/2019 0.00 O a 1 Day Of Month
10/1/2019 0.00 O O 1 Day Of Menth
11/1/2019 0.00 O O 1 Day Of Manth
12/12019 0.00 O O 1 Day OfMonth
1/1/2020 0.00 O O 1 Day Of Month
2/1/2020 0.00 O O 1 Day Of Month
3/1/2020 0.00 O O 1 Day Of Menth
4/1/2020 0.00 O O 1 Day Of Month
5/1/2020 0.00 | | 1 Dav OF Manth he

11. Fill out the Recurring Properties at the top of the screen, including document description (required),
document type (quote, order, invoice), original workflow queue, and automatic process holds.

12. Be sure to click the Enable checkbox, which will allow the data to show up in the Recurring Sales
Generator screen.

13. Click Save. The sale is ready to repeat as scheduled. You can click Set Default Doc on the Recurring
Sales Lines tab to set the selected document as default for Recurring Sales (this will be denoted with an
* next to the sales document number)

14. Return to the customer card and click Refresh. The new recurring sale will display on the Recurring
Sales Tab, and you can click on the description (or double-click within another field) to return to and
edit the Recurring Sales Definition

Repeat these steps to create recurring sales for additional documents or customers.

The Recurring Sales Generator (Modules > Recurring Sales) compiles a list of all scheduled recurring sales for
every customer card. After the list is compiled, documents can be selected and released to the appropriate
SalesPad workflow queue (batch) for further processing, where they can be changed individually as needed (for
example, to add line items).

To view a list, select a Cutoff Date and click Build List. A list meeting the cutoff date criteria will compile:

&, Customer Search g | &) Recurring Sales Generator [ | & Customer: [AARONFIT0001] Aaron Fitz Electrical X))

CIcClose
Selection Criteria
CutoffDate: (1273200 | ~| Build List [ ["] Generate Endless To Cutoff Date
History | Documents |
[ select Al [ Select None | [ Invert Selection
Recurr, Date Sales Doc ID SelesDocType | Customer Num Customer Name Recurring Descr Status
= e e e e e Wl -
STDORD ORDER AARONFITO001 | Aaron Fitz Blectrical 128 SDRAM
10/1/2018 STDGRD ORDER AARONFITO001  Aaron Fitz Blectrical 128 SDRAM E
11/1/2018 STDCRD CRDER AARONFITO001 ‘Aaron Fitz Blectrical 128 SDRAM
12f1/2018 STDORD ORDER AARONFITO0O01 Asron Fitz Electrical 128 SDRAM
1f1/2013 STDGRD ORDER AARONFITO001 Aaron Fitz Blectrical 128 SDRAM
212013 STDCRD CRDER ABRONFITO001  Aaron Fitz Blectrical 128 SDRAM
3f1/2019 STDORD ORDER AARONFITO001 Asron Fitz Electrical 128 SDRAM
4/1/2019 STDORD ORDER AARONFITO0O01 Asron Fitz Electrical 128 SDRAM
5/1/2013 STDGRD ORDER AARONFITO001 Aaron Fitz Blectrical 128 SDRAM
6/1/2019 STDCRD CRDER ABRONFITO001  Aaron Fitz Blectrical 128 SDRAM
7/1/2019 STDORD ORDER AARONFITO001 Asron Fitz Electrical 128 SDRAM
8/1/2019 STDGRD ORDER AARONFITO001  Aaron Fitz Blectrical 128 SDRAM
/12018 STDCRD CRDER AARONFITO001 ‘Aaron Fitz Blectrical 128 SDRAM
10/1/2013 STDCRD CRDER ABRONFITO001  Aaron Fitz Blectrical 128 SDRAM
11f1/2019 STDORD ORDER AARONFITO001 Asron Fitz Electrical 128 SDRAM
12/1/2019 STDGRD ORDER AARONFITO001  Aaron Fitz Blectrical 128 SDRAM
11/2020 STDCRD CRDER AARONFITO001 ‘Aaron Fitz Blectrical 128 SDRAM
2/1/2020 STDORD ORDER AARONFITO0O01 Asron Fitz Electrical 128 SDRAM
34142020 STDGRD GORDER AARONFITO001 Aaron Fitz Blectrical 128 SDRAM
4/1/2020 STDGRD ORDER AARONFITO001  Aaron Fitz Blectrical 128 SDRAM
5/1/2020 STDCRD CRDER AARONFITO001 ‘Aaron Fitz Blectrical 128 SDRAM
6/1/2020 STDORD ORDER AARONFITO0O01 Asron Fitz Electrical 128 SDRAM -

To release documents,

1. Select documents from the list to generate and click Generate. A confirmation message will appear.



QE SalesPad Desktop b4

Generate the (7) selected documents?

Yes Mo

Click Yes.
2. A Document Comment box will pop up. Enter any notes you want on the document here.

Document cormment: |

I . oK [ | Cancel

: : Click OK.
3. The selected document(s) will be generated. The status column on the Recurring Sales Generator screen
will show the orders generated and other status messages. The document comment, if any, will display
on the Notes tab of all selected documents.

Security

Customer Recurring Sales - Allows a security group to see any Recurring Sales Definitions for a customer and
create or edit them.

Recurring Sales Definition - Allows a security group to open the window for the Recurring Sales Definition.

Sales Document Recurring Definition - Allows users to create Recurring Sales Definitions from the Sales
Document Action, Sales Document Recurring Definition.

Recurring Sales Generator History - Allows users to see Documents generated from the Recurring Sales
Generator.

Recurring Sales Generator Documents* - Allows users to see a built list of Documents and Select documents to
generate in Recurring Sales Generator.

Note: You must log out of SalesPad and then back in for security changes to take effect.



