Sales Order Report

Report Module Guide: Sales Order Report

Module Location
Sales > Reports > Sales Order Reports > Sales Order Report
Module Objective

The Sales Order Report module is used to generate a detailed list
of all Sales Orders (SOs) along with their item details for a single
period. This report is a primary operational tool for tracking
incoming orders, monitoring sales activity, and managing the queue
of orders to be processed.

1. Report Parameters (Filter)

The main page of this module is a form containing various
parameters to customize the report that will be generated.
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Here is an explanation for each parameter:

. Customer:

- Filter the report by All customers or a Selected customer.

. Status Filter:

- There are several very useful status filters:

- Approval Status: Filter by the SO's approval status.

- Delivery Status: Filter by the shipping status.

- Invoice Status: Filter by the billing status.



. Sales Type:

- Select the type of sale, whether All, Local, or Export.

. SO Date:

- Specify the creation date range of the SOs to be
displayed (e.g., August 1, 2025, to August 31, 2025).

2. Steps to Generate the Report

Step 1: Set Report Parameters

Select all the parameters you need, especially defining the SO Date
range and the relevant statuses for your analysis.

From | 1 August 2025 |G 75|31 August 2025  |[E]

S0 Date

Step 2: Generate the Report

After all parameters are set, click one of the two buttons in the
bottom-left section of the page:

. Display Report: To preview the Sales Order report directly
on your screen.

Display Report

. Export To MS Excel: To download the report data in an
Excel file format.

Export To MS Excel

3. Example of the Report View

After you click, the system will generate a detailed report like the
following, which details every SO and the items within it.
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Sales Order Number |50 Dane
020025
020825
020825
20825
020825

S0L2012508-0000001

S0L2012508-0000001

S0L2012508-0000001

SoL2012508-0000001

S0L2012508-0000001

50L2012508-0000002 | 02-08-25
S0L2012508-0000002 02-08-25
50L2012506-0000002 | 02-08-25
50L2012508-0000002 | 02-08-25
S0L2012508-0000002 | 02-08-25

S0L2012508-0000008  02-08-25
50L2012508-0000006 | 02-08-25
50L2012508-0000006 | 02-08-25
S0L2012508-000000 | 02-08-25
S0L2012508-0000008  02-08-25
50L2012508-0000006 | 02-08-25
50L2012508-0000006 | 02-08-25
S0L2012508-000000 | 02-08-25
S0L2012508-0000008  02-08-25
50L2012508-0000006 | 02-08-25
50L2012508-000000 | 02-08-25
S0L2012508-000000 | 02-08-25
S0L2012508-0000008  02-08-25
50L2012508-0000006 | 02-08-25
50L2012508-0000006 | 02-08-25
S0L2012508-0000005 | 02-08-25
S0L2012508-0000008  02-08-25
50L2012508-0000006 | 02-08-25
50L2012508-0000006 | 02-08-25

4 S0L2012508-0000008  04-08-25

S0L2012508-0000008 040825

S0L2012508-0000008  04-08-25

S0L2012508-0000008 040825

S0L2012508-0000008  04-08-25

Report Explanation: This report displays a ver
each Sales Order, which contains a breakdown

Customar Name

PT aga Glabal Food Industry
BT Mega Glabal Food Industry
PT lega Global Food Industry
PT Hega Glabal Faod Indusury
BT Maga Glabal Food Industry

BT Mega Glabal Facd Industry
BT Mega Glabal Food Industry
¥T Mega Giabal Food Industry
BT Mega Glabal Facd Industry
BT Mega Glabal Facd Industry

Waga Niaga Nusantars,Prurabaya
Vg3 Niaga Nusantars, Pr-sursbays
Vg2 Niaga Nusansare, Pr-Sursbara
Mega Niaga Nusantars,Pe-Sursbaya
Waga Niaga Nusantars,Prurabaya
Vg3 Niaga Nusantars, Pr-sursbays
Vg2 Niaga Nusansare, Pr-Sursbara
Megs Niags Nusantars,Pe-Sursbays
Waga Niaga Nusantars,Prurabaya
Wiega Niaga Nusantare, Pr-sursbaya
Mega Niaga Nusansare, Pr-Sursbara
Megs Niags Nusantars,Pe-Sursbays
Waga Niaga Nusantars,Prurabaya
Wiega Niaga Nusantare, Pr-sursbaya
Mega Niaga Nusansare, Pr-Sursbara
Mega Niaga Nusantara,Pe-Sursbaya
Waga Niaga Nusancars,PrSurabaya
Wiega Niaga Nusantare, Pr-sursbaya
Mega Niaga Musansare, Pr-Sursbara

Vet Cipta Kreatf Nusantars, PT-
Wets Cipta Kreatf Nusantars, #T-
Surabaye
Vet Cipta KreatF Nusantars, PT-
Surmbay

Vets Cipta Kreatf Nusaniars, PT-
Sumbaye

Weta Ciota Kreatf Nusantars,BT-
Sorabaye

Sales Order Report
=

DemCode  hemDssruen e
CLO0102010081 WLKMajescc s Coffs 48 7110 pes b0 P41 25070004817 WGP 50278
0104010201082 WLKMsjssce Bop Com Carsmel 48 771055 & 5a1/20 P41 2507004617 MGIP PO 276
1040202010045 WiK(Siack By 150 g (15 10 55} 12 S /00 P78125070004617 TP 50275
0104020201004  WLKBack Choco 190 g (13 g7 0 sl 12 Shovbo /00 Po7sa2sGTOReSeAT TP PO 7S
0104020201007 WLK(Back Wiy 150 gr (157 10 pes) 32 S /00 PL7125C70004617 NP PO 276
0100102010081 WLKVsjesce s Cofs 48 710 pos a0 741 2507-0004544 WGP 7O 274
0104010201008 WLKWsjesce Bop Corn Caramel 4 gr/10 5 x & 5a1/20 7812507004544 WGP 90 27¢
0100202010045 WuK(Siack By 150 g (15 10 ) 12 S /00 7812507 0004344 WG PO 275
CL040202010048 | WLK/ack Chaco 150 g (13 g7 10 pes 12 S /30 P7412507 0004544 UG 70 27
0104020201007 WLiac il 150 gr (1572 10 ps) 32 S /00 PL7412507-0004544 UGIP 70 274

SMarieSum Mac 025070008133

et Susi s 8 P 25070008133
100101020255 | Exnag Banans 22 gr/10 Pk 6 bl Poavazsar-goosizs

BUnigad elapa 21 Pa012507- 0006133
0100101020285 Bsuper Cream Srawbery 150 g 3Bl x7 pesiod P01 25070008153
1040101020270 | 865 uper Cream Crange 180 rf 3 bl x 7 pe00 012507 0006133
G1040303020271. 85 s ream Prespele 90 a3 sl 7 o0 Pwz0s2sar goosiza
CL040101020272  BRese ream Leman 230 10 psf00 Pus0n2507- 0006133
0104101020272  8€Rase ream Lemon 230 rf10 /00 P01 25070008153
1040101020272  8Rase ream Lemon 230 rf10 /00 032507 008153
GLOH0I0A02027 | B Rase Gream Cohelas 230 740 /00 Pa0s2507 0005133
CL040101020273 | BRese ream Cokelat 230 10 psf00 Pus0n2507- 0006133
0100101020278 | s uper Cream Chocalre 150 gr /3 Bal 7 pesf03 P01 25070008153
0100102010032 WK Wsresce s Coffe 70 5710 s 3 b0 Pos0n2507-0008133
0104010201002 WLKMsieste Chacolsce 70 /20 3 el Pa0s2507 0005133

10 8l 11 pieces/ 110 ; 5

0100102010035 WiKCiack By 13 5710 Bl x 31 pece/10 s/t Pa0s2507-G008133
0105010201007 wielack iy 135750 B 31 /110 pl0: 032507 006153
CLD40I02010050 WK Kills Wi Cofes Wefer 110 gr/8 ez bll00 Pa0s2507 0005133
CLOOIOHO10088 | B Coconit Festive 300 /12 Pouch/ O it Sample Buyer NGV O 18 /040825
CLO0101010087 | B Chocaace Fesive 260 7112 Posch /60 han Sample Buver NGV & O 18 //04.08.25
0100102010032 WLKMsjastc s Coffs 70 7710 pes 2 b0 it Sample Buyer NGV, O 18 /040825
0100102010035 WLK Weer Cheese 252 /6 bcke/o0 b Semple Buver NGV & O 18 //04.08.25
0104010201008 WLKWafar Groclass 252 /e buckat'00 v Samele Buyer NGV & O 18 /040825
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. Use this report to monitor all incoming orders from customers
on a daily or weekly basis.

. Filtering by Approval Status or Delivery Status is very

useful for the Sales Admin and Logistics teams to know
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which orders require immediate follow-up.

. This report provides the raw data of incoming orders, which is
very useful for analyzing daily and weekly sales activity.
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