
InvoiceInvoiceInvoiceInvoice    

This command allows you to see/enter your customer’s invoicessee/enter your customer’s invoicessee/enter your customer’s invoicessee/enter your customer’s invoices or shipped quantityshipped quantityshipped quantityshipped quantity.  The InvoiceInvoiceInvoiceInvoice information is derived 

from the Sales OrderSales OrderSales OrderSales Order.  When you enter an invoiceinvoiceinvoiceinvoice, you can select from a list of sales orderssales orderssales orderssales orders.  Once a sales order is 

selected, the sales order informationsales order informationsales order informationsales order information will transfer to the invoiceinvoiceinvoiceinvoice.  Then you will be able to adjust the invoice quantity 

shipped or any other information.  Once a complete invoiceinvoiceinvoiceinvoice is created and saved then the inventoryinventoryinventoryinventory is adjusted.  Any 

remaining amounts will go into the backorder and you will be able to make another    invoiceinvoiceinvoiceinvoice at later time.   

NOTE:NOTE:NOTE:NOTE: The invoiceinvoiceinvoiceinvoice generally reduces the style master inventory.  If a credit memocredit memocredit memocredit memo is created, then the style master’s 

inventory increases.   

• Click FileFileFileFile on the MenuMenuMenuMenu bar  

• Choose InvoiceInvoiceInvoiceInvoice    

    

 

 



-OR- 

• Go to InvoiceInvoiceInvoiceInvoice on the toolbar  

 

• To create a new invoiceinvoiceinvoiceinvoice, click on the NewNewNewNew    button at the top of the window 

• Let WinFashionWinFashionWinFashionWinFashion automatically number the invoices invoices invoices invoices for you.  If this is the first invoice entered in 

WinFashion,WinFashion,WinFashion,WinFashion, type in the first invoice number then let WinFashionWinFashionWinFashionWinFashion number the invoices thereafter.   

• Enter the Invoice DateInvoice DateInvoice DateInvoice Date if it is not Today's Date (WinFashionWinFashionWinFashionWinFashion will automatically give you today’s date).  To 

select  a date,date,date,date, double click on the line and type line and type line and type line and type in the datein the datein the datein the date    

• Or click on the button to the right of the InvoiceInvoiceInvoiceInvoice Date field to see the calendar. 

• Select the MonthMonthMonthMonth by clicking on the down-arrow button and select the Year by clicking on the 

corresponding   button. 

• Double-click on the Calendar dateCalendar dateCalendar dateCalendar date.  If you would like to exit the calendar without choosing a date, click on 

the   button.   

• Enter a SalesSalesSalesSales Order number in the Order No. box or click on the button to the right of the box to bring up 

a listing of the Sales OrderSales OrderSales OrderSales Order.  Highlight the desired Sales Order and click on Select.  (Once you click on 

Select the information from the Sales Order will transfer to the Invoice).  

• Click on the button to the right of “Sold To"Sold To"Sold To"Sold To" to select a customer (the Sold To is used for the customer's 

billing  address)  

• Highlight the desired customer and click on the Select button (Once you make your selection, the Sold ToSold ToSold ToSold To 

and Ship To addressShip To addressShip To addressShip To address will be the same). 

• To select a different "Ship To""Ship To""Ship To""Ship To" address, click on the button to the right of Ship To. 

• If you are going to choose another "Ship To"Ship To"Ship To"Ship To"""", highlight an address from the listing and click on the Select 

button. 

• If you need to make any changes in the invoice, you can click on the desired box and make the changes 

needed. 

• After you have created the invoiceinvoiceinvoiceinvoice    , click on the SaveSaveSaveSave button 



 

Go to 1stGo to 1stGo to 1stGo to 1st    ButtonButtonButtonButton            

• This button (Go to 1st record) is used to find the initial record of the list (click l<l).  The initial record may 

change if the Sort button is used. 

Go to Previous ButtonGo to Previous ButtonGo to Previous ButtonGo to Previous Button            

• This button (Go to previous recordGo to previous recordGo to previous recordGo to previous record) is used to find the previous recordprevious recordprevious recordprevious record in the list (click <lclick <lclick <lclick <l). 

Go to Next ButtonGo to Next ButtonGo to Next ButtonGo to Next Button        

• This button (Go to next recordGo to next recordGo to next recordGo to next record) is used to find the next recordnext recordnext recordnext record in the list (click l>click l>click l>click l>). 

Go to Last ButtonGo to Last ButtonGo to Last ButtonGo to Last Button            

• This button (Go to last recordGo to last recordGo to last recordGo to last record) is used to find the last recordlast recordlast recordlast record of the list (click l>lclick l>lclick l>lclick l>l). 

OK ButtonOK ButtonOK ButtonOK Button            



• The OK buttonOK buttonOK buttonOK button allows you to continue with the command(s).   For example, on the Deposit Slip, you can input 

the start and end dates.  After you enter the dates, click on the OK buttonOK buttonOK buttonOK button.   The OK buttonOK buttonOK buttonOK button is frequently seen in 

the reports.reports.reports.reports.    

New Button to CreateNew Button to CreateNew Button to CreateNew Button to Create    a Rowa Rowa Rowa Row            

• Click on the NewNewNewNew button to add a new entrynew entrynew entrynew entry to the list, table, or line.  An additional blank row will be at the 

bottom of the list. 

• Click on the cell cell cell cell of the blank row that needs to be changed 

• Type the datadatadatadata on the cell 

• For more changes, go back to Step 2Step 2Step 2Step 2    

• To save, click SaveSaveSaveSave    

Copy ButtonCopy ButtonCopy ButtonCopy Button            

• This function allows you to reproduce items to eliminate time-consuming data entry. 

• Click NewNewNewNew to add a new record 

• Click on the CopyCopyCopyCopy buttonbuttonbuttonbutton so that the computer can remember the entire record to be copied.  

• To assign the remembered information to a new recordnew recordnew recordnew record click Paste. 

Paste ButtonPaste ButtonPaste ButtonPaste Button            

This function is directly related to the Copy ButtonCopy ButtonCopy ButtonCopy Button.  Once you have copied an item, you need to PastePastePastePaste the information to 

the new record. This function is especially useful in the Bill of Materials/Actual Cost Sheet.  Some of the Bill of 

Materials are similar so one bill of materialsbill of materialsbill of materialsbill of materials can be created and copied to the others.  Once the Bill of Materials is 

copied any adjustments can be made to the others.   

• Click on the Copy Button  (for the computer to remember the desired record’s information) 

• Click on Paste Button to transfer the copied information to a new record.   

• Click on the New Buttonthe New Buttonthe New Buttonthe New Button to create a new entry and continue with the entry process 

• Don’t forget to click on the Save buttonSave buttonSave buttonSave button once you have entered all of the information    

Delete ButtonDelete ButtonDelete ButtonDelete Button            

• The DeleteDeleteDeleteDelete button is used to delete a row/recordrow/recordrow/recordrow/record from the list, table, or line (click DeleteDeleteDeleteDelete). 

• If you click DeleteDeleteDeleteDelete, the program will confirm deletiondeletiondeletiondeletion (click YesYesYesYes to do so and NoNoNoNo, otherwise). 



Save ButtonSave ButtonSave ButtonSave Button            

• The SaveSaveSaveSave button is used to save the recordrecordrecordrecord to the table/list (click Save). 

Print ButtonPrint ButtonPrint ButtonPrint Button            

• The Print buttonPrint buttonPrint buttonPrint button is used to print information on the current window window window window (click PrintPrintPrintPrint).  There may be several options 

such as printing multiple pages, portrait/landscape mode, and print preview.  If it does not begin printing, make 

sure you have a printer attached or networked to your computer (if it is networked, check the power of the  

computer that has the printer attached to it.  Make sure the computer and printer’s power is ONONONON. If you have  

more than one printer networked, make sure you are printing to the correct printer), the printer driver is  

 installed correctly in your computer, check the printer to see if the power is on, check the printer to see if it is  

 offline or if there are any errors.  For more information, refer to the owner’s manual that came with the printer.   

• If you want to print the window on the current screen including the buttons and headings listed at the top of the  

 window, there is a "Print Screen""Print Screen""Print Screen""Print Screen" option.   

    

To print a few selections at a time:To print a few selections at a time:To print a few selections at a time:To print a few selections at a time:----    

    

• If you are in the list viewlist viewlist viewlist view of the Style Master, Raw Style Master, Raw Style Master, Raw Style Master, Raw Material or Customer portionMaterial or Customer portionMaterial or Customer portionMaterial or Customer portion of Winfashion click on the filter filter filter filter 

buttonbuttonbuttonbutton.  

• Select an item from the columns sectioncolumns sectioncolumns sectioncolumns section and enter the function.  For example, type in code=’BUTTON’code=’BUTTON’code=’BUTTON’code=’BUTTON’ and click  

 on OK.OK.OK.OK. 

• The Print buttonPrint buttonPrint buttonPrint button is found in most areas of Winfashion.  Usually you will be able to see a print preview before  

 printing.   

• To print one item 

• Go to the desired topic 

• Enter the necessary information or retrieve a previously entered item 

• Click on the Print buttonPrint buttonPrint buttonPrint button (Either it will begin printing or take you to a preview mode.  If you are in the preview  

mode, you will need to press print again.)  

MultiMultiMultiMulti----InvoiceInvoiceInvoiceInvoice            

More than one Invoice can be created at a TimeMore than one Invoice can be created at a TimeMore than one Invoice can be created at a TimeMore than one Invoice can be created at a Time by using the multimultimultimulti----invoiceinvoiceinvoiceinvoice button within InvoiceInvoiceInvoiceInvoice 

This features saves you time by generating multiple invoices from the PickTicketPickTicketPickTicketPickTicket    listlistlistlist. Once you have made the invoices 

in this manner, you can go back to the newly made invoices and edit the quantity. Any quantity that was not included 



in the invoice will automatically be considered to be on backorder or still “onorderonorderonorderonorder” and can be invoiced/shipped at a 

later date. 

• Go to InvoiceInvoiceInvoiceInvoice on the toolbartoolbartoolbartoolbar 

• Press the MultiInvMultiInvMultiInvMultiInv button 

• Another window should appear and click on the GetDataGetDataGetDataGetData Button in this window 

• Highlight the first invoiceinvoiceinvoiceinvoice that you want to printprintprintprint 

• Hold the <Ctrl><Ctrl><Ctrl><Ctrl> key(on your keyboard) and left click with your mouse all of the other invocies that need to be 

printed 

• Once you have finished, let go of the <Ctrl><Ctrl><Ctrl><Ctrl> key and click on the SelectSelectSelectSelect Button 

• The InvoicesInvoicesInvoicesInvoices will begin printing now 

 

RA and Credit Memo  RA and Credit Memo  RA and Credit Memo  RA and Credit Memo   

A Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization (RARARARA) is issued when your customer returnscustomer returnscustomer returnscustomer returns items that have been ‘shipped/invoiced’‘shipped/invoiced’‘shipped/invoiced’‘shipped/invoiced’ to them. 

After you have created the RARARARA, you can generate a credit memo for the customer.   The RARARARA can be created in the invoice 

or at "File on the menu bar".  The Credit MemoCredit MemoCredit MemoCredit Memo can be found within the invoice as "C/MC/MC/MC/M".   



• To create a Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization from the InvoiceInvoiceInvoiceInvoice: 

• Click on the InvoiceInvoiceInvoiceInvoice button on the tool bar 

• Select the ListListListList button 

• Highlight the desired InvoiceInvoiceInvoiceInvoice 

• Click on the SelectSelectSelectSelect button 

• Hold down the <Ctrl>the <Ctrl>the <Ctrl>the <Ctrl> key and the left button of the mouse to highlight all of the styles that have been returned 

• Click on  to create a Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization 

• Click on the SaveSaveSaveSave button to save the information   

• Click on the PrintPrintPrintPrint button to print the RA   

• Select ExitExitExitExit to return to the Invoice screen 

• To create a Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization from File �ReturnAuthorizationReturnAuthorizationReturnAuthorizationReturnAuthorization on the Menu Bar: 

• Go to FileFileFileFile on the Menu Bar 

• Highlight Return Authorization (RA)Return Authorization (RA)Return Authorization (RA)Return Authorization (RA) 

• Click on the NewNewNewNew button to create a new Return Authorization (RA)Return Authorization (RA)Return Authorization (RA)Return Authorization (RA) 

• Enter the RARARARA date if different from the date shown 

• Select a sales order by entering a number in the box provided or clicking on the button to the right of "Order No."   

If you click on the button, another window will appear � click on the Get DataGet DataGet DataGet Data button � Highlight the Sales Sales Sales Sales     

OrderOrderOrderOrder�Click on the SelectSelectSelectSelect button.   

• The sales order information will appear in the RA screen then make any necessary adjustments.   

• Click on the SaveSaveSaveSave button when finished.   

 

 



Boxes and Shipping Boxes and Shipping Boxes and Shipping Boxes and Shipping InformationInformationInformationInformation            

The shipping boxes and corresponding information such as the box weight can be added after creating the invoice.  

The packing boxes shipping format is based on UPS so you will be able to retrieve the UPS box amount once you 

have entered the necessary information.   You can also create packing lists, shipping labels, barcode labels (if you 

have the necessary equipment), and content labels among other information.   

• To create a box and enter its weight: 

• Enter the necessary Invoice information first.  If you need more information about invoices, click here. 

• Click on the box button to enter the box information 

• Another window will pop up then click on the New button 

• *There are two ways to enter the box information: 

• Create multiple boxes with the same weight  

• Once you have clicked on the new button a line will appear with the invoice information 

• Enter the weight amount under the column labeled "WeightWeightWeightWeight" 

• Enter any other necessary information 

• Enter the duplicate amount in the box next to the DuplicateDuplicateDuplicateDuplicate button 

• Click on the DuplicateDuplicateDuplicateDuplicate button 

• Click on the SaveSaveSaveSave button 

• Create multiple boxes with different weightCreate multiple boxes with different weightCreate multiple boxes with different weightCreate multiple boxes with different weight    

• Once you have clicked on the new buttonnew buttonnew buttonnew button a line will appear with the invoice information 

• Enter the weight amount under the column labeled "WeightWeightWeightWeight" 

• Enter any other necessary information 

• Enter the duplicate amount in the box next to the DuplicateDuplicateDuplicateDuplicate button 

• Click on the DuplicateDuplicateDuplicateDuplicate button 

• Click on the SaveSaveSaveSave button 

StatusStatusStatusStatus                

The Status reportStatus reportStatus reportStatus report shows you order, shippedorder, shippedorder, shippedorder, shipped and balance informationbalance informationbalance informationbalance information. A variation of the statusvariation of the statusvariation of the statusvariation of the status report also shows you the 

allocated amountsallocated amountsallocated amountsallocated amounts. This report can be seen in the sales order or invoice as a statussales order or invoice as a statussales order or invoice as a statussales order or invoice as a status button. 

• Go to Sales OrderSales OrderSales OrderSales Order or InvoiceInvoiceInvoiceInvoice 

• Go to the List the List the List the List button to retrieve an existing sales orderexisting sales orderexisting sales orderexisting sales order or invoiceinvoiceinvoiceinvoice    

• Highlight the order/invoice numberorder/invoice numberorder/invoice numberorder/invoice number 

• Click on the select select select select  button 



• Click on the status status status status button to see the status reportstatus reportstatus reportstatus report 

• To see the allocated amountsallocated amountsallocated amountsallocated amounts in the status report: 

• Go to Sales OrderSales OrderSales OrderSales Order 

• Retrieve the desired sales order  

• Right clickRight clickRight clickRight click with the mouse on the    StatusStatusStatusStatus button  

• The allocated amountsallocated amountsallocated amountsallocated amounts will appear along with the order, shippedorder, shippedorder, shippedorder, shipped and balancebalancebalancebalance. 

• If you want to printprintprintprint this report, click on the PrintPrintPrintPrint button 

• If you want to print several sales order status report at one time, click on the MultiprintMultiprintMultiprintMultiprint button 

• Click on the Get DataGet DataGet DataGet Data button 

• Highlight all of the Sales OrdersSales OrdersSales OrdersSales Orders that you want to create a report for by hold the <Ctrl> Key<Ctrl> Key<Ctrl> Key<Ctrl> Key and 

left-clicking on the mouse 

• Click on the SelectSelectSelectSelect button to begin printingprintingprintingprinting    

    



Commercial InvoiceCommercial InvoiceCommercial InvoiceCommercial Invoice                

• If you are not in the invoice invoice invoice invoice window, click on the invoiceinvoiceinvoiceinvoice icon     

• Select an invoiceinvoiceinvoiceinvoice from the listlistlistlist or enter a new invoice     

• Click CommlnvCommlnvCommlnvCommlnv to proceed to the commercial invoicescommercial invoicescommercial invoicescommercial invoices    

    

Quantity from Pack List Quantity from Pack List Quantity from Pack List Quantity from Pack List     

If the packingpackingpackingpacking has been entered for a particular invoiceinvoiceinvoiceinvoice, you can copy that information to the invoice by clicking on the 

“QtyFromPkList”“QtyFromPkList”“QtyFromPkList”“QtyFromPkList” button. 

Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization→→→→    RARARARA                

A Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization (RARARARA) is issued when your customer returns itemscustomer returns itemscustomer returns itemscustomer returns items that have been ‘shipped/invoiced’shipped/invoiced’shipped/invoiced’shipped/invoiced’ to them. 

After you have created the RARARARA, you can generate a creditmemocreditmemocreditmemocreditmemo for the customercustomercustomercustomer. The RARARARA can be created in the invoice or 

at "File on the menu bar""File on the menu bar""File on the menu bar""File on the menu bar".  The Credit MemoCredit MemoCredit MemoCredit Memo can be found within the invoice as "C/M"."C/M"."C/M"."C/M". 

 To create a Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization from the Invoice: 



 Click on the InvoiceInvoiceInvoiceInvoice button on the tool bar 

• Select the ListListListList button 

• Highlight the dedededesired Invoicesired Invoicesired Invoicesired Invoice 

• Click on the SelectSelectSelectSelect button 

• Hold down the <Ctrl> key<Ctrl> key<Ctrl> key<Ctrl> key and the left button of the mouse to highlight all of the styles that have been returned 

• Click on to create a Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization 

• Click on the SaveSaveSaveSave button to save the information   

• Click on the    PrintPrintPrintPrint button to print the RARARARA 

• Select ExitExitExitExit to return to the InvoiceInvoiceInvoiceInvoice screen 

• To create a Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization from File returneturneturneturn    AuthorizationAuthorizationAuthorizationAuthorization on the MenuMenuMenuMenu Bar: 

• Go to FileFileFileFile on the MenuMenuMenuMenu Bar 

• Highlight Return Authorization (RA)Return Authorization (RA)Return Authorization (RA)Return Authorization (RA) 

• Click on the NewNewNewNew button to create a new Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization (RARARARA) 

• Enter the RARARARA    datedatedatedate if different from the datedatedatedate shown 

• Select a sales ordersales ordersales ordersales order by entering a number in the box provided or clicking on the button to the right of "Order No.""Order No.""Order No.""Order No."                 

If you click   on the button, another window will appear à click on the Get DataGet DataGet DataGet Data button à Highlight the Sales Sales Sales Sales 

OrderOrderOrderOrder Click on the Select button.   

• The sales ordersales ordersales ordersales order information will appear in the RARARARA screen then make any necessary adjustments.  · Click on the 
SaveSaveSaveSave button when finished.   

 



To generate a Credit MemoCredit MemoCredit MemoCredit Memo:  

NOTE:NOTE:NOTE:NOTE: Before creating the credit memocredit memocredit memocredit memo, you will need to make the Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization.   

· Go to InvoiceInvoiceInvoiceInvoice on the tool bar 

· After you have made a RARARARA, click on at the top of the invoiceinvoiceinvoiceinvoice screen  

· Hold down the <Ctrl> key<Ctrl> key<Ctrl> key<Ctrl> key and the left button of the mouse to select more than one RARARARA (click on the left-most  

            column). To select one RARARARA, click on the selected item once with the left button of the mouse. 

· Click on the Select button to create the CCCCredit Memosredit Memosredit Memosredit Memos    

· A windowwindowwindowwindow will prompt you to continue, choose "yes""yes""yes""yes" to continue  

· The Credit MemoCredit MemoCredit MemoCredit Memo will now appear in the invoiceinvoiceinvoiceinvoice screen 

· Click on the SaveSaveSaveSave button 

· If you need to printprintprintprint, click on the PrintPrintPrintPrint button 

· Now you will see the Credit MemoCredit MemoCredit MemoCredit Memo in a print preview format 

· To begin printingprintingprintingprinting, click on the PrintPrintPrintPrint button again 

 

PaymentPaymentPaymentPayment    in Invoicein Invoicein Invoicein Invoice            

A paymentpaymentpaymentpayment can be posted in the InvoiceInvoiceInvoiceInvoice. Enter all necessary informationinformationinformationinformation in the invoice before entering payment 

information. Once the invoiceinvoiceinvoiceinvoice is saved, you can retrieveretrieveretrieveretrieve it and enter the payment informationpayment informationpayment informationpayment information. Click on the paymentpaymentpaymentpayment 

button then enter the payment amountpayment amountpayment amountpayment amount, payment type, payment type, payment type, payment type, and any other necessary informationinformationinformationinformation. If you are posting a partial partial partial partial 

paymentpaymentpaymentpayment, you will need to go to Cash PostingCash PostingCash PostingCash Posting to enter any payments for the remaining balancebalancebalancebalance. 

    



 

Copy to Pack LCopy to Pack LCopy to Pack LCopy to Pack Listististist                

You can copy the invoice’s styleinvoice’s styleinvoice’s styleinvoice’s style and quantityquantityquantityquantity to the packpackpackpack list by clicking on the “CopyToPackList” button. Then click on 

the “Box”“Box”“Box”“Box” button to see the new Pack Listnew Pack Listnew Pack Listnew Pack List    

    

Purchase HistoryPurchase HistoryPurchase HistoryPurchase History                

This button allows you to view a purchase historypurchase historypurchase historypurchase history of a customer. The purchase historypurchase historypurchase historypurchase history will contain the customer name, 

styles purchased in the past, total sizes and average amount of purchase. 

 



 

 

 

Inventory StatusInventory StatusInventory StatusInventory Status            

This report shows the status of one style and color at a time.  The Cut & Sold DetailCut & Sold DetailCut & Sold DetailCut & Sold Detail report is also known as Inventory 
Status report.  This report displays the on hand quantity, work in process quantities, and on order quantitieson hand quantity, work in process quantities, and on order quantitieson hand quantity, work in process quantities, and on order quantitieson hand quantity, work in process quantities, and on order quantities.  And if 
you want detailed information about any cut ticket or order displayed on the report, just double-click on the order/cut 
ticket number.  This report also displays a picture of the style if you have the picture in the style master.   
 
 
· Select Invt StatusInvt StatusInvt StatusInvt Status  
 
· Enter a style in the box next to "Style:" 
 
· Enter a color in the box next to "Color:" 
 
· If you are not sure of the style number/code or color code, click on the List buttonList buttonList buttonList button    
 
· Click on the OKOKOKOK button to retrieve the style information and the balance.  
 
· If you want to see a summary of this report, click on the Summary button.Summary button.Summary button.Summary button.  If you  
            want to see the previous report, click on the same button. 
 
· If you want to see the status of a particular order or cut ticket: 
 
.  Click on the order number or cut ticket number  
 
. Then click on the Status buttonStatus buttonStatus buttonStatus button 
 
· If you want to print this report, click on the Print buttonPrint buttonPrint buttonPrint button 



 
· If you want to print multiple reports: 
 
.  Click on the Multiprint buttonMultiprint buttonMultiprint buttonMultiprint button 
 
. Highlight the styles by holding the <Ctrl> key and left click on the mouse 
 
. After you have selected all of the styles, click on the SelectSelectSelectSelect button 
 
. Enter how many copies you want to print and click on the printprintprintprint button 
 
    

 


