
HOW TO ADD SHIPPING ADDRESS & TRANSPORT DETAILS 
TO A SALE IN BILLING REGISTER?



In Billing Register, 
the option to input the 

Shipping Address is 
turned OFF. There 

are only 2 tabs here.





To turn the Shipping 
Address ON, we have to 

enable a setting. Let’s see 
how. Click on Statutory 

Master Data menu button



Click on 
Sale Types

button



Click here 
to Unlock
the form



We have to enable the option for the specific Sale 
Types for which we want to enable this option. We also 
have the option to enable the option in all Sale Types. 

Click on the 
Miscellaneous

tab



Please choose the option 

“Enable Functionality (Automatically Turn On)”



To enable the option for all the Sale Types, click here on 

“Post Current Tab Data To Other Sale Types”



Now, close this form and open the Sales form.





Click here 
to Unlock
the form



Please note, the previously-made Sales won’t be affected upon changing any setting. 

The changes in Settings would be effective only on new Sales.



Click here 
to Add
a Sale



Notice that a 
third tab for 

Shipping/Service 
Address has now 
appeared here.



First choose the 
customer. You may 

search by name, 
number or code.



Click on 
this tab



Check this box



Shipping Address for the customer has now loaded. 

It’s the same as the Billing Address.



If Shipping Address is different from 

Billing Address, check this box and input 

the desired address for Shipping Address.



On this form, you may also record the transporter details, Shipping Date 

and Bill To – Ship To transaction details, if required.
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