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SOP Processing – Find a document. (F8) 

 

You can use the Find Document command on the Action menu.  Regardless of the customer record currently 
selected, you can use this command to display a list of documents of a certain type, within a range of document 

numbers.  You select which type of progression is required and then click to select the one you want to process 
from the list.   
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In the example below I am searching for an Order ORD01085 and I do not want it to be progressed, so I leave 

From and To set to Order.  

 

 
 

When I select display, I am taken to the SOP Account that has Order ORD01095. 
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In the example below I want to view all orders between a range to then select the one I require. 

I leave the Range From and To and select Display.   

 
I can then select the required Order to display it in the SOP Accounts processing screen.   

In the example below I selected ORD01093.   
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In the example below I want to find an invoice and progress it to a credit note.   

 

I select invoice from the Search dropdown.  Fig1. 
I enter the Invoice reference, by directly typing in or selecting F4 as the field has a blue spy glass, this will show 

me up to 500 transactions in a grid for me to select the correct invoice.   
 

Fig 1. 

 
 

Fig 2. 
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I then select the correct Invoice and select display, and I am taken to the SOP account processing screen to 

Progress (F9) the Invoice to a Credit note.   
 

 
Depending on your system SOP settings, all document types can be progressed for example. 
Order to Delivery or Delivery to Invoice.   
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