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Objective User guide 

The objective of this user guide is to present the report View Order to Cash to facilitate the research of the 

status of a sale order from its creation to the payment of the invoice. The report presents the Sales Order 

with quantity not transfer to an invoice. 

1. Access the View Order to Cash  

 

2. Analyze the information of the report and use the Drill Down function to access a specific 

document 

 

- Sales Order 

- Purchase Orders 

- Sales Shipments 

- Sales Invoices 

- Payments 

 



© Createch Group (2018) all rights reserved  End User Guide (View Order to Cash) 
Page 4 on 9 

 
 

1. Installation of the extension 

Before using the app in Dynamics 365, please make sure if the extension is installed. You can follow these 

steps: 

- Click on the search function from your home page 

 

- The search page opens: 

1- Enter extension in the search bar 

2- Select the related item 

 

The extension management page opens: 
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If the status of the related extension is installed, the extension is correctly installed. 

 

If it is Not Installed, you can: 

- Click in the extension called “Managing Customer Status” 

 

The Extension Installation Wizard opens: 
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- Click on Next 
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The next step of the wizard opens: 

- Click on Install 

 

Click on OK. 

 

The extension is correctly installed. 
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2. Access the report View Order to Cash 

This section describes the steps to access the report.  

The report is located in the Home page (Sales Order Processor Rolecenter) of the user. You can also 

search for the page “Order to Cash”. The starting point of the report is the Sales Order No.  

Each time a transaction is processed, the View Order to Cash updates the information so the user can have 

a quick overlook of the status of the sales order. When all the items of the Sales Order are attached to an 

invoice, the Sales Order No. will disappear from the report and the user will have to use a different process 

to analyze the information. 

The user can follow all the transaction documents that are related to the Sales Order No. 

- Purchase Order (by using the Drop Shipment process) 

- Sales Shipments 

- Sales Invoices 

- Payments 
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3. Analyze the information of the report and access a specific document 

On the View Order to Cash, all documents from the Sales Order to the Payments can be drilled down to see 

the document information. You will be able to see the number of posted documents related to the released 

sales order. 

 

 

 

Once you select what documents you would like to see, click on the number and a list of documents will be 

on the next page. You will then be able to select the document you would like to view if you choose to do 

so. 

 


