STEP 1 - How to delete the old Weekly Reporting and Invoice / Credit Note when the

current month has ended.

- Openthe Weekly Reporting tab in the One Page Order spreadsheet.
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- Once selected, click the delete button. Then click “Merge and Center”, followed

by “no border” and “no fill”.
- Click on the remaining heading and click the delete button.
- The spreadsheet will now be blank.
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STEP 2 - Selecting and copying the new Weekly Reporting and Invoice / Credit Note

for the new month

- Openthe new Weekly Reporting and Invoice / Credit Note spreadsheet received

from Support Office.

- Click on the top left corner to select all,
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- The select copy.
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STEP 3 - Pasting the Weekly Order and Invoice / Credit Note into the One Page

Order

- Select cell A1 on the One Page Order.
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- The select paste.
The new Weekly Reporting and Invoice / Credit Note will be displayed.
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WEEKLY REPORTING & INVOICE / CREDIT NOTE
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‘ This form has three purposes: it can be used for weekly reporting, as an invoice or a credit note:
1. Weekly reporting: it record: ders down in the consultant customer book. The consultant transfers the information
» from the consultant bool ; \keeps manager and distributor aware of what orders consultants has taken.
2. Invoice: is for selling of d: Just "Qnagor or consultant

3. Credit note: is for the returning unsold goods between a Distributor, Manager or Consultant
SOUTH AFRICA If this document is signed it can be used as a proof of delivery or return of stock
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"l HOW TO ORDER? BUY ANY DEALS: I HOW TO ORDER? BUY 2 OR MORE DEALS :

VERY NB! - Save this as a template for the new month.



