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Daily closing process

1 Navigate to https://staging.hoponticket.com/index.php?mainmenu=home&left
menu=home

2 Click "Group management"
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3 Click "Association of packages and devices"

4 Filter companies by checkbox.
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5 Choose a sales group.

6 Here you have several options for closing and calculating commissions.
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7 Use the select all checkbox to select all commission funds for all sales team
members and close them at the same time.

8 If you only want to close the sales of specific sales group members, you can select
them by checking the checkbox next to As a group above their name.
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9 Click on the checkbox and select multiple members.

10 Click on the checkbox and select multiple members.
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11 If you want to settle someone individually, select the "Personal settlement" button
at the bottom of the widget.

12 In this case, a window pops up, in which the settlement closing must be confirmed
by clicking on "yes", or to be canceled by clicikng "no".
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13 If you are using "select all", people who have been previously closed must be
removed from the selection before closing the process.

14 Click this checkbox to remove from selection.
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15 Click "Group settlement"

16 Click "Yes" to confirm the process.
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17 The following process is required for the daily closing.

18 Click "Association of packages and devices"
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19 Use the filter checkbox.

20 Click on the sales group you want to see.
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21 Click "PackageHistoryRecord"

22 Click "Close the record!"
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23 In case if there is a problem with one of the tools and would like to reserve money
to cover it, write here.

This amount is credited to the colleague's internal account.

24 If everything is OK, use the checkbox.
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25 If everything is OK, then use the "Check all..." checkbox

26 If you want to see the unprinted invoices, open the window.
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27 Invoices that have not been printed or that need to be cancelled for other reasons
can be selected in the right-hand tile.
At the end of the process, the system will automatically generate the storno
invoice for the selected items.

28 To finish theprocess click "Cash Closing"
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29 You can yheck the status by clicking "Back to list"

30 Here you will find the sales team members and related information.

You can searc by names to find any user.
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31 If you have found the group member, you can click on his/her name to access the
detailed data sheet.

32 Since we have previously done the locking on the user, there is no open item on
this page.

Click "DailyClosingHistory"
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33 On this interface you can see the individual sales data for each user.

Click on an id number.

34 Here you can see the details of each sales event.

You can click "Print Delivery PDF"
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35 Or "Print Income PDF" to check them.


