
HOW TO SET UP SALE TYPES IN BILLING REGISTER?



Sale Types form a very crucial component of Billing Register.

A Sale Type acts as a bridge between Sale Geography, Cash/Credit, Type of 
Customer, and Type of Sale Tax.

It combines multiple factors in determining invoice format, contents of the 
invoice, paper size of the invoice and taxes to be applied on a sale.

Hence, it is important that you set up Sale Types before using Billing 
Register to make a sale.

Sale 
Geography

Type of 
Customer

Cash/Credit

Type of
Sale Tax

SIGNIFICANCE OF SALE TYPES IN BILLING REGISTER



Click on the 
Statutory Master 

Data
menu button



Click on the 
Sale Types

button



Click here to 
Unlock 

the form



This is the default 
list of Sale Types in 

Billing Register. 
This list is specific 
for your country

and type of business.



Inactive Sale 
Types are in 
italic font.

Active Sale 
Types are in 
normal font.



Enter/edit the
name & short 

code of the Sale 
Type here. 

Cash Sale is a sale in which the amount is settled as soon as the sale is completed.

Credit Sale is a sale in which the amount is settled on a later date.

There is a common misconception among people that Cash Sale refers to a sale where payment was made through cash only. 



Check this 
checkbox to 
activate this 

Sale Type



Check this checkbox to
make this Sale Type 

the default Sale Type 
for a sale.



Select the 
Sale Geography

from this 
drop-down list.



Select the 
Payment Method

here



Select the 
Default Place of 

Supply here



Business Sections are applicable if there are multiple sections 

in your organization and the chargeable taxes are different

for each one of those.

For example, if you own a restaurant you may have to consider 

different taxation for dining versus takeaway.

You can configure Business Sections of your organization in 

Dashboard → Organization menu → Business Sections sub-menu.

Select the 
Default Business 

Section here if you have 
business sections.



Select the Required 
Licenses/Certificates
which are needed for 

you (as a seller) in 
order to make this sale.

You can configure Licenses/Certifications 

of your organization in 

Dashboard → Organization menu → Basic 

Details tab → Licenses/Certifications 

section.



Select the 
Sale Item Level 
Primary Note

here.

Sale Item Level Primary Note is the note (Internal/External) 

which would be displayed at the item-level on a Sale.

Internal Note is displayed/printed on Sale Slips.

External Note is displayed/printed on all reports e.g.  invoices.



Select the 
Supply Type

here



Select the 
Payment 

Term here

Please refer to the Help Docs section of 

our website for detailed instructions on

How to Add or Customize a Payment Term in Billing Register?



Select the 
Default Sale 

Order Validity
here

A Sale Order can be an Estimate, a Quotation or a Proforma Invoice.

You may refer to the Help Docs section of our website for Understanding Sale Orders in Billing Register.



Select the 
Applicable Taxes 

on Sale here.
Only the active 
Sale Taxes can 

be selected here.



Select the 
Pricing Details

here



Now, let’s see the other 
available tabs one by one. 

First, the Miscellaneous tab.



Here you can turn on/off 
the functionality to record

Shipping/Service 
Address & Transport Details 

in the Sales page.

If turned on, a tab named 
“Shipping/Service Address”

would be visible on the Sales page.



Here you can choose to display 
either the concise info or the
detailed info for the customer 

when adding a new customer from 
the Sale form / Sale Order form.



In the next 3 tabs, there are various
options for you to choose/configure.

Please set these up as per your business requirements. 
Each section is simple & self-explanatory.
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