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Visual Streamline FAQ 

 

Customer Service and Invoicing 
 

To access Customer Service Inquiry follow the path:   

 

� Sales order processing > processing > customer service Inquiry.  

 

� The system will display the following screen #1 and #2 below.   

 

� This is the main screen that customer service reps will use to process quotes, orders, view customer 
information such as pricing, past sales orders, invoices, and AR balances and other information relevant to 
customer accounts. 

 

� Most of the fields within the customer service inquiry are searchable, so you don’t have to know the 
customer, or order number for example.  Most fields will allow you to hit F5 and will display a list for you to 
choose from also. 
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Screen #1 

 
 

Screen #2 

 
 

� To locate information for a specific customer place your cursor in the customer field 
� Begin to type the customer code.  
� The system will begin the search functions and start to find the customer as you type.   

Double click on order # to display the 
order in order entry. 

Click here to create a new sales order 
for the customer 

Click here to create a new quote for 
the customer. 

Click here to see contact information 
for the customer. 

Click here to access customer pricing 
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Order Entry will now be demonstrated 

� To access an existing order from this screen, either double click or hit F5 on the order number, and the 
system will display the sales order in order entry.  See screen print below – Screen # 3. 

Screen # 3 

 
� Esc or click exit to return back to the Customer service inquiry. 

 

 
Pricing will now be demonstrated 

The pricing details are a great way to quote customers specific pricing based on products, while the customer is on 
the phone.  Simply click on the Pricing button and the following screen # 4 is displayed. 
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Screen # 4 

 
� Locate the product code that the customer is inquiring about by clicking in the product code field, and 

typing the code, or hit F5 to use the lookup features. 
� Enter the qty of the sale in the qty field, and tab.   
� The system will auto fill the price based on the pricing rules that have been setup for the customer.   
� The system will automatically tag the item.   
� You have the option of displaying the only items tagged – click on the ‘Tagged items’ button.   
� Once the customer is satisfied with the order, you can proceed to click on either ‘create quote’ or ‘create 

order’.   
� This will automatically bring in all items tagged form the screen above onto the quote or order. 
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Screen 5 

 
 

Screen#6 

 
� Once you click on ‘create order’ the system will pop up a message asking you to confirm that you want to 

proceed in creating an order.   
� Click Ok to proceed, or  
� Click cancel to not proceed. 
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Screen #7 

 
� If you click ok, the system will create the sales order/quote for you with the items that were tagged. 
� Once the order has been filled, and is ready is to be picked, you can proceed to click on the Print order . 
� Or you can do a batch printing through: Sales order processing > processing > Batch printing of orders. 
� Once picked you can proceed to:  Sales order processing > Shipping > Invoice Preparation.  See screen #8 

below 

Screen #8 

 
� This screen will list all orders that the picking slip has already printed for.   
� To invoice an order click on the ‘Modify Details’ button. 

The system will then display the screen below: 
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Screen #9 

 
� Either click on Packing slip to print a packing slip or 
� Click on invoice to invoice the order  

Screen #10 

 
� Once the order has been invoiced, the status will update to stage 3 – invoiced.  
� Click on ‘Print invoice’ to print a copy of the invoice or you can choose to do a batch printing through: 

Accounts Receivable > Sales order invoicing > Batch printing of invoices.  
� Once the invoice has been printed, the system will automatically update the status to a stage 4 –ready to 

post. 
� Proceed to: Accounts Receivable > Sales order Processing > Review/Post Register to update the sales 

register to the GL.  


