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SOP Batch Processing

Use the Batch Processing command to post the transactions automatically as part of a batch process. You can
omit anyone or more of the document stages. For example, you can progress foundation documents straight to
invoices, or proforma invoices or quotations straight to deliveries (omitting the sales order stage), and so on.

& SOP Batch Processing @
Seauence: XN - Al e
Document
Fraom : DOCO0741 ~
Tz DOC04237 ~

Document Range

From : Document v To: |Quote v
Due Date
From : I To: 13/08/2025
Fareign Currency Priarity
R From : 0| To: 9
| ﬁ Allocations E]_'—g Repeat Maintenance ™ Tax Point : | 13/08/2025 | Indlude Traceable Items
¥ |_| E-Mail Only
£zl Picking Reports ~
i . ML Posting Date : 13/08/2025 ... Aug 2025
Processing @Batch Utilities =
SOP g’) oK Cancel

Sales orders
These are only produced for those customers where the Acknowledgement Required box is ticked on the
customer's Delivery Details form.

If you ticked the Use Picking Process box on the Set Options form, sales orders are not available for batch deliveries
until the picking procedure has been completed, which in turn requires the orders to be allocated.

If you have the Stock module, progressing documents, quotations or proforma invoices to sales orders results in
the allocation of stock according to the options on the Set Options form unless it is an order with a priority of
0(zero), in which case stock will be allocated automatically.

Delivery notes

If you have ticked the Consolidate Deliveries box on the Set Options form, multiple source documents can be
consolidated into one document per customer if the header information is identical; for example, they all have the
same delivery address. Where consolidation is not used or does not apply, the application creates one progression
document for every source document selected.

If you have the Stock module, progressing sales orders to deliveries results in the issuing of stock at the delivery
stage if the Update Stock At box on the Set Options form is set to Delivery.

Invoices

If you have ticked the Consolidate Invoices box on the Set Options form, multiple source documents can be
consolidated into one document per customer if the header information is identical; for example, they all have the
same delivery address. Where consolidation is not used or does not apply, the application creates one progression
document for every source document selected.
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If you have the Stock module, progressing sales orders or deliveries to invoices results in the issuing of stock at
the invoice stage if the Update Stock At box on the Set Options form is set to Invoice.
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Immediate Print

Header Input First

Show Stock Memo

() Auto Edit Transaction Memo
[T User Input OF Order Numbers

[ User Input O Delivery Numbers
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Use System Date On Contract Invoices

[C) Exdlusive Batch Processing

() Always Edit Line W/H

Select Traceable Mumbers On Quantity
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Override Credit Exceeded and A/C On Stop Status
[ Include Uninvoiced Deliveries in Customer Balance
[[) stop Orders being processed when A/cis on Stop

5)

Ackion -

)

Mext Reference Numbers

Quotations: QuOo0107
Proformas: PRO0000S
Orders: ORDO1093
Deliveries: DEL01293

Invoices: INV05247

Credit Notes: CREDDD26
Documents: DOC05299

Minimum margin
© allow less than minimum margin

Warn if less than minimum margin

Error if less than minimum margin

Minimum margin percentage:

Cash Account Prefix: | XX
Display Documents for Last 12 | Months
Update Stock At: Delivery e

Warnings For: | Free Stock < Document Qty |~

If the Allow Advance Postings option is selected on the Set Options form in the Sales Ledger, you are asked to
choose between posting the transactions to the current period or to the next period.
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[ Indude Dormant Customers
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Sending Documents by Email
It is possible to send quotes, proforma invoices, order acknowledgements, delivery notes, invoices and credit
notes to your customers by email rather than posting printed documents.

Steps to Set Up Email
Complete these steps to set up Opera for emailing documents:

1. Enter the relevant email addresses for your order and account contacts in the E-Mail Address boxes. If
you use Ledger and Invoice accounts, you must also setup these accounts with email addresses.

Sales Ledger - Processing

% sales Processing : ADAODOL - Adams Light Engineering Ltd E\@
List

Company Mame : | Adams Light Engineering Ltd

Current Balance : | [ 65547.49
Address : Close Road
Avg Debtor Days : | [@] 10.7
Gosforth Industrial Park g el -
Order Balance : 2951.78
Gosforth
Turnover : i 94996.55
MNarthumberland
Credit Limit : 0.00
Post Code : MNC5 1WR
Telephone ; 01662 678543
AfC Contact : Mr 1 Miller Facsimile : 01662 775510
E-Mail Address : jm@ale.co.uk Web Site : wwow. sle.co.uk
Order Contact : Gordon Smethwick First Created : 31/05/2012
E-Mail Address : gs@ale.co.uk Last Modified : 12/04/2013
Ledger Account : Q Last Invoice : 19/04/2013
Invoice Account : Q Last Receipt : 19/04/2013

View 0 = A
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2. Select the documents you want to email under E-Mail. If you use Ledger and Invoice accounts, you must
also select documents that can be emailed for these accounts.

Sales Ledger - Processing- Terms

r
& Terms
[TTise Gustom Profie?:
Terms Profile : 28TH2MTH |z| 28th of 2nd Month After Inv,
Discount Group :
Price List :

Invoice Discount :

Due Date Options : | Day of 2nd Month Following Invoice 28 | Day(s)
Settlement Discount
Days 1: Yo
Days 2: 1] 0.00 | %
Indude Delivery Charges VAT Indusive
Banking
Bank Account : 590463590
Sort Code : 90-34-95
Bank Ref :
BIC: LKGFHGL3590
IBAN : DF05934594359345
SEPA Payee : [ stap
[C] pormant
Credit Management
Correspondence Minimum Debt : 1] E-mail
Credit Uit : 10000 | Revieedon: [oyps012 ..
CMGroup: | DEF [+]| oefauit cr Mgt Group

@ oK Cancel

3. Define your email profiles that will be used when the emails are sent.

System Manager - Maintenance- E-Mail Profiles

& E-Mail Profiles =R

iGeneral; List

Report: sginde Invaicing/SOP Delivery Note Field Selector: 'E-Mail To'

EMailTo: | {SalesAccountOrdEmail} [-Delivery Note
[#-Sales Account
[#-Company
Subject: Delivery Note [H-System

Message: Thank you for your order. Your Delivery Note - {DeliveryMo} -is attached.

Attachment: | {DeliveryNa} Allow Duplicates
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Account Contact & Order Contact Email Addresses
Unless you use the facility in Opera to link your customer accounts to other accounts (Ledger accounts and Invoice
accounts), the email addresses used are always the following:

Sales orders, delivery notes and quotes = Order contact
Invoices and proforma invoices, and credit notes = Account contact
If you are using Ledger & Invoice Accounts

You can also define email addresses for Ledger accounts and Invoice accounts and select which documents can
be sent by email for these accounts.

This table shows which email addresses are used for each type of document that you email to your customers if
they have been entered (step 1 above) and the documents have been chosen for emailing (step 2 above).

If you want to e-mail a document to a customer who is not set up to email documents as their default option, you can still select
the Email tab on the Publisher form and enter the message details manually.
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Email Only Postings

The E-Mail Only box on the criteria form allows you to send your documents by email without changing the
message for each document that is posted. The application displays the Publisher form only once before any
documents are posted. Apart from personal details like name or salutation, the content of each email message is
the same for all your customers using the profile set up for the type of document in the E-Mail Profiles command.

Important: If you tick the E-Mail Only box you can only post transactions for customers that have either an
order email address or an account email address and the E-Mail box for the type of document is ticked on the
Sales- Processing - Terms form. Transactions for any other customers are marked as exceptions so you will not
be able to post them.

Attended Email

If you want to send your documents by emails but need to change the email message for each document that is
posted, do not tick the E-Mail Only box on the criteria form. The application then displays the Publisher form for
each document that is posted so you can change each email message before it is sent to the customer or select
to print the document.

If you leave the E-Mail Only box unticked, you can post transactions for customers that are set to be sent by
email plus those that will be printed.

Batch Processing Options
Use this form to determine which documents are selected for progression.

“ S0P Batch Processing @

SEQUENCE © | Selection w All Orders
Quote
From : QUO0095 v

To: QUO00105 w

Document Range

From: | YR To: | proforma v

Due Date
From : I To: 14/08/2025

Fareign Currency Priority

kS From : 0| To: 9

dude Traceable Items

Tax Point @ | 14/08/2025 - Include
|_|E-Mail Only

ML Posting Date : 14/08/2025 ... Aug 2025
.é) Ok Cancel
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& Batch Processing : Suggested Proforma List = \EI
Number Date Customer CustRef, WH Route Goods Val Totalval  Select Mo
QUOD0095 10/04/2019 AQOO0001 ADO-0419-38448D 1084.44 130133 No
QUODD096 10/04/2019 (AQO0001 A00-0419-32443K AN M15 1034.44 1301.33| No
QUODD106 17/05/2024 (AHLOOOD1 (AHL-0524-59635H AIM - POXX 292,25 350.70( No
Bction = 2] oK Cancel
e W —
View (De) Select F5 Account Fr y
Eulfil Traceable F4 Route
Reverse Selection F& Warehouse F8
HAccept F9
View 3
Exceptions F3
Override Credit/Stop Status
Memo F2
Cancel
Sequence

An option that determines the default order in which detail lines are presented for batch processing. You can
select Selection (that is, by document reference), Account, Route, or Warehouse from a list. You can change this
selection again once the selected documents are listed for processing.

If you select documents on the basis of a range of warehouse codes, the application includes documents even
if only one or some of the items on those documents have a warehouse code that matches the range specified.
These documents are ‘part ticked” and a comment is generated to indicate that not all stock items in the
document fall within the warehouse range.

Ranges
The start and end references that determines the range of documents selected for allocation. This depends on
your selection in the Sequence list.

Document Range
The document types that determine the range of source documents selected for progression. You can select from
a list.

Due Date
The start and end dates that determine the range of documents selected for batch processing. The default for the
To box is the Opera system date.

Important: Each document recorded in Opera has a 'header' record and one or more 'detail' records. A due
date is recorded on the header record that is used as a 'default’ due date on each detail record when a document
is posted (that may have amended when posting). The date used on this form is the due date on the header
record, not the due date on the detail record/s. If the dates are different then some documents may not be
selected.
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TIP: Use the Orders Listing, Suggested Deliveries or Suggested Invoices report to check the due dates before
processing your documents.

Foreign Currency
An option that determines the currency of documents to be selected for batch processing. A blank entry indicates
the home currency.

Priority
The start and end priority codes that determines the range of documents selected for batch processing.

Tax Point
If you select Invoice in the To box under Document Range, this is the tax point date applicable to the invoices to
be generated by the batch process.

NL Posting Date

The Nominal Ledger posting date. If you use the Open Period Accounting feature, this is the date used to determine
the period in the Nominal Ledger that the transaction is posted to. For more information, see the SOP/Invoicing
and Open Period Accounting Help topic.

Include Traceable Items

An option that determines whether the documents selected include those with serial or batch humbered items in
the detail lines. If you need to process stock records that are traceable by serial or batch numbers, refer to the
Traceability section for information.

E-Mail Only

An option that determines whether the documents selected are only those for customers that are set to receive
documents by email. If this box is ticked, only documents for these customers will be included in the process.
Documents for all other customers will be marked as exceptions so they cannot be progressed. For more
information, see the Sending Documents by Email section.
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Batch Processing in a Multiuser Environment

If you are using a multiuser environment, the application restrict access for other users to certain commands while
batch processing is in progress. If you have selected the Exclusive Batch Processing option on the Set Options
form, no access is permitted to data files associated with the Sales, Stock, Purchase Orders, and Invoicing/SOP
modules during batch processing.

15 Allocations [[3 Repeat Maintenance = &J %' Back to Back “‘_,b B2 GR.N, ¥ Stocktake Utilities - @) @

3] Picking Reports ™ Reports sMRTY. Enquiry™ Maintenance
Processing — Documents Processing P Processing - Processing Automati
[@ Batch | Utilities Utilities G View Reports W/Orde
sq [#] SetOptions P. Orders stock
& | Reorganise .
) ¢ Set Options @
@ Global Price Changes
& Global Dormant Changes Show Cost +Margin Mext Reference Numbers
Price/Qty. on Lookups Quotations: QuUO00107
Extra Date +Reference Proformas: PRO0000S
[C) Consolidate Deliveries Orders: ORDO1099
Consolidate Invoices D ELD1293
Immediate Print ;
nvoices: INV05247
Header Input First
Show Stack Memo Credit Notes: CREOOD25
[ Auto Edit Transaction Memo Documents: DOC05299

(
[
|_| User Input Of Invoice Mumbers

Use System Date On Contract Invoices
[C)Exclusive Batch Processing

([ Always Edit Line W/H

@ select Traceable Numbers On Quantity
[(Juse Latest Rate At Time Of Supply

() allow Cutstanding Order Lines On Deliveries Display Documents for Last | 12 | Months
B override Credit Exceeded and A/C On Stop Status

|User Input Of Order Numbers

) Minimurm margin
|User Input Of Delivery Numbers

© allow less than minimum margin

(O Warn if less than minimum margin

(_)Error if less than minimum margin

Minimum margin percentage:

Cash AccountPrefix: | 300X

- Update Stock At: Delivery e

[ Indude Uninvoiced Deliveries in Customer Balance

[[)stop Orders being processed when Ajc is on Stop Warnings For: | Free Stock < Document Qty
Action - ti’) oK

If this option is not selected, restrictions are applied as follows:

All files involved in the batch process are locked.

After the Batch Processing Options form has been completed, all header records selected for the batch
process are 'soft-locked' (unless the record is already being updated, in which case an exception condition
is indicated on the list form). A 'soft-locked' record is one that can be used for enquiries or reports but
cannot be updated.

When you select the Accept command for the batch, any records excluded from the selection process
(that is, those with 'No' or "*' in the Select column) are unlocked, while those included are locked including
the customer accounts and stock records associated with each document.

Once the batch process is complete, you are informed of how many documents, if any, failed the process
due to locking problems. You can review them by clicking the Review button or end the process by clicking
the Terminate button. If you choose to end the process, no further action is required. If you choose to
review the documents, a list of failed document headers is displayed, and you can rerun the process.
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