Sales Order Screen-How To's

Last Modified on 10/29/2026 6:14 pm EDT

'Sales Order screen' is a comprehensive screen that stores and displays every significant information about a Sales
Order transaction all on one screen. It is divided into four (4) main sections to organize data and functions:
e Main Fields (section)

Sales Order Moren &

= BilTo  ABC Company *q ShipTo  ABC Company *a SO # S261022-0004

ABC Company ABC Company Status | To Print & Pick -
123 South Lily St 123 South Lily St
Long Beach, CA 90815 Long Beach, CA 90815 Invoice # 2610220004 Q Quote # Q
6669998598 8859995698
Warehouse  Anaheim
Delivery Date  10/24/2026 Tax Exempt

Order Date Entered By Customer PO # Payment Terms Sales Rep Order Source Shipped Via Contact Email Job 1D

102212026 New User Lon Stone Truck 2 syron@enesourcesoftware

o Bill To - The entity who will pay for the order.
o Ship To - The entity who will receive the order.
o SO # -Record numbering type can be set atSettings>System>Record Numbering as manual, sequential
or date format.
o Status - Sales Order status is displayed here. The settings can be set at
Settings>Warehouse>Shipping/Receiving>Shipping-Sales Order Statuses.
o Invoice # - The Invoice related to the Sales Order.
o Quote # - The Quote related to the Sales Order.
o Warehouse - The warehouse where the ordered item(s) will be taken to be delivered to the customer.
o Delivery Date - The date the order is going to be delivered.
o Tax Exempt - Indicates if the Bill to entity is tax exempted.
o Order Date - The date the Sales Order was created.
o Created By, Entered By, and Sales Rep (fields) - This auto fills with the name of the user logged in when
itis created or converted from a Quote.
s NOTE: For reporting and commission tracking purposes, there are 3 fields that are similar to each
other:
s Created By: (Think of 'Original Creation....
= Quotations
s [f created brand new or from the Find Parts screen, it will use the Logged in
User.
s [fcreated by an 'integration' (such as CCC, etc) then we will use the 'Default
Created By User' established in each particular Integration.
s () If created by the Customer Portal, then we will insert 'Customer Portal' as the
Created By User.
= Sales Orders
s |f created by a User from the Sales Order or Find Parts screen, this is filled in
with the logged in users name.
s If created by a User from aQuote, then the Sales Order Created By will copy the
Quotation CreatedBy.



= [fcreated by an 'integration' (such as eBay, CCC, etc) then we will use the
'Default Created By User' established in each particular Integration.

s () If created by the Customer Portal, then we will insert 'Customer Portal' as the
Created By User.

= |nvoices

s |f created from a Sales Order then the Created by will inherit the Sales Order
Created by.

s [f created new (for NON Inventory based Invoices) the Invoice Created by will
be the Logged in user.

s Credit Memo's

s |f created from an Invoice or created brand new, it will use the Logged in User.
s () If created from Scanner User (linked to an Invoice), the new Credit Memo
Created By will inherit the Invoice created by.
s Entered By:

s When manually created by a User....This is auto filled in with the logged in users name.
(Even if the Sales Order or Invoice is 'converted' from a Quote or Sales Order, this will
auto fill in the logged in users' name).

s When created by anintegration... then we will use the 'Default Created By User'
established in each particular Integration.

s When created by the Scanner... then we will use the scanner user name.

s When created by the Customer Portal we will insert 'Customer Portal'.

s Sales Rep:

s By default this field remains empty. If the selected Customer has a Sales Rep saved on
its record, then that Sales Rep will be auto filled.

s Thereis also an option in the settings to auto fill the Sales Rep field with the logged in
user that is creating and/or entering the sales transaction.

o Customer PO # - The Purchase Order # on the Customer's purchase document. (Optional) For
document tracking purposes.

o Payment Terms - Payment terms and conditions you set as the seller. Pre-define your Payment Terms
settings according to your company set conditions. Go to Settings>Sales>General Sales
Settings>Payment terms (section).

o Sales Rep - The Sales Representative assigned to the customer. (There is an option to auto fill this field
from the who communicated or closed the sale.

o Order Source - Where an order originated from.

o Shipped Via - The shipping method.

o Contact - The Contact Person for the order.

o Email

o JobID-The Job record related to the Sales Order.

e Add/Edit Line Item (section)

Add/Edit Line ltem x| B |&|v

2 AC1000111 vxQ 2 0 0 ACURA INTEGRA 86-87 - Front bumper cover (RSILS; prime) $130.02 $130.02 $260.04

1-1of1

ESLLVANENEUEE  Commit Line item

Gomment fs | Paymentinfo || Pictures | Related Back Orders | Fulfilment Info Other Gustom Field Sub Total $260.04
0408220815 Tax CA-LONG BEAC $26.65

Calc Tax Code
Freight $0.00
Total $286.69

Note: Shipped quantities on Sales Orders adjust inventory levels down.

o Search Bar - Letss you search for items on the order.



Audit Log
=
icon - Lets you view all updates (and details) made on this section.

Gear
-
icon - Click to view all Column Filters on this section. You may check/uncheck to show/hide these fields.

Double Arrow Down
E-

icon - Click to show Line 2 fields.
Double Arrow Up

#
icon - Click to hide Line 2 fields.
Import Line Item

[ X Import Line ltems ]

button - Click to import line items to the sales order.
Commit Line Item

Commit Line ltem

button - Click to validate and save any data input or changes on the Add/Edit Line Item table. This
button turns red when you need to do so.



Line 1 (Column

Filters/Fields) Description

Qty Ord Quantity Order

Category

Item # The unique code for each item in your inventory that is used on Sales Orders, Invoices, Purchase Orders,

etc.

DS (Drop Ship -
checkbox)

Check this box if opting for drop shipping.

Qty Ship (Quantity
Ship)

The quantity (of the item) committed or shipped to the Customer.

Qty BO (Quantity
Back Order)

The quantity (of the item) that needs to be purchased to fulfill an order.

Prev Shp (Previous
Ship)

The quantity (of the item) previously shipped to the Customer (from the last transaction).

g::lult:; (Quantity The quantity (of the item) returned by the Customer, if any.

Description Specified item description which includes the Year, Make, Model and item category.
PO (checkbox) This is checked when Qty Ord is greater than Qty Ship.

PO# The Purchase Order Number generated by the system.

List Price The basic price of an item in your catalog. Also known as the Suggested Retail Price.
Unit Price

Disc % (Discount) The discount % applied to the item on a Sales Order transaction.

Net Price The final Price offer of an item (after any markups or discounts).

Tax (checkbox) This is checked when an item is taxable.

Line Total The total Price computation (before taxes) of each Line item on the Sales Order.

Date Shipped

Group

Transfer From WH

Shipped From WH

Displays any system notes from Orders coming from the Customer Portal. (Optional) Any specific notes

Comments for a particular Sales Order line item.

Status The Shipping - Sales Order Status (i.e. New, To Print & Pick, Picking, To Dispatch, In Route, etc.
Vendor Neme of Supplier or Vendor.

Serial # The unique code or part identifier of a specific item.

Invoice CM #

Gross Margin

Unit Cost

Bin This is an alpha-numeric field used by the Stock Picking Tickets to arrange the order that items are to be
picked off the shelf by Picking Order, then Location, then Bin.

Lot/Serial #

e Tabs (section) - see below.
e Footer (section)
o New (button) - To create a new Sales Order record.
o Delete (button) - To delete that SO screen.
o Refresh (button)
o Create Invoice & Print (button)
o Create Invoice (button)
o Create PO(s) (button)




o Send Email (button)

o Print (button)

o Save (button) - To save the actions/changes made on that screen.

o Help (button) - Leads you to self-help articles about the Sales Order screen.
o Close (button) - To close that screen.

e Shortcut Key: Ctrl + F6, or
e On the Quick Start Menu, click the + icon and select Sales Order, or

Add New Record |
Record Type ShortCut  NewTab
Find Parts Ctri+F1
Job Ciri+F2
Customer Cirl+F3 .
Vendor Cirl+Fa
Quote Ctri+F5
Sales Order Ciri+F6
Invoice CHrl+FT
Credit Memo Ci+F8 ‘
Purchase Order Cirl+F9
Item Ci+F10
Task CiritF 1
Jobs CirisF12 ‘

e Click the New button on the lower left part of the Sales Order List screen, or

Sales Order List

ALL AllLine llems | Sales Order Back Orders + s
Batch Actions = a % | Search
SO Number Sales Date Bill To Customer Ship To Customer Sh Sales Order Tc
S261026-0007 102672026  A&VELITEMOTORS.. A&V ELTEMOTO s00
$261026-0008 10262026  zTest082120(McDona... 2Test082120 (McD.. T. 51724
5261026-0006 1012672026 2Test 0602 (McDonald 2Test 0602 (McDon. T s00
8281026-0005 10/26/2026 ZTest Aliance Test Cus. ZTest Alkance Test 0.0
S261026:0004 10262026  AUTOPAINT AUTOPAINT $3247
$261026-0003 10/26/2026 AUTOPAINT AUTOPAINT $1,5515
$261026-0002 1012612026 AUTOPAINT AUTOPAINT $9742
$261026-0001 10262026  zTestMoren Parent Co... zTestMoren Parent.. T. $1.9100
52610230012 10242026  zTestMoren Parent Co... ZTesiMoren Farent .. T 56240
52610230011 102372026 ZTestCustomermerge 2ZTest Customer Mer... T.. $900.0
$261023-0010 10202026 ztest Customer Merge .. _ ziest Customer Mer... T. 5240
S261023-0009 1022026  ztest CustomerMerge . ZtestCustomerMer . T 5330
5261023-0008 10242026  ABC Company ABC Company T. 55769
$261023-0001 102372026  Rachelle Company 123 Rachelle Company 51863
5261022-0006 10222026  A&VELITEMOTORS.. A&V ELITEMOTO 500
5261022-D005 102212026 ABC Company ABC Company T $5136
$261022-0004 1012212026 ABC Company ABC Company T $286.6
8261022-0003 102212026  ABC Company ABC Company T §2108
52610220002 10222026  ABC Company ABC Company T s00
$261022-0001 1012212026 ABC Company ABC Company T. s0.0
52610210004 102172026  Rachelle 4/19 Rachelle 4119 v $1286
S261021-0003 10212026  ABC Company ABC Company T, s394
$261021-0002 102172026 ABC Company ABC Company T. $136.7
$261021-0001 102172026 ABC Company ABC Company T 85527
5261020-0001 10202026  ZiestNiea Ztest-hives T 54,8551
5261016-0001 10162026  ABC Company ABC Company T $1433
$261015-000. 10/15/2026 2Test Moren 2ZTest Moren T s00
S261015-0002  10/152026  zTestMoren 2Test Moren T. $1.000.4
52610150001  10/152026  zTestMoren 2Test Moren T $10.0
$261014-0001 100142026 ABC Company ABC Company T 897
Refresh

e Click the New button on the lower left part of any Sales Order screen, or



Sales Order

4= BilTo  ABC Company aq

ABC Company

123 South Lily St

Long Beach, CA 90815
8889998898

Ordat Date Entered By Customer PO # Payment 1
10/2272026 New User -

Add/Edit Line Item

Actions | Oty Ord Categery ltam # alyship. Oty BO

B X 2 v  ACI00011 wx Q 2 [

Save Layout Changes for All Users

Comments | Payment Info Pictures Related Back Orders Fulfillment info

0408220815

MNote: Shipped quanlities on Sales Orders adjust inventory levels down.

Delete Refresh E

e On any Quotation screen, click Create Sales Order button to make a Sales Order record for that particular

Quotation
£ Bl To:  ABC Company wxg ShipTe:  ABC Company

ABC Company
123 South Lily St. = 123 South Lily St
Long Beach, CA 90815 Long Beach, CA 90815
8869996838 96

Quote Date Customer PO® Entorod By Payment Torms Saies Rep Ondr Source

091272026 Syron - v Lon Stone -

Add/Edit Line Item

Acton oy o vem # Descrpton
m X 2 AC1000112 % Q  ACURAINTEGRA 86-67 - Front
WX 1 AC1000154 X Q Front bumper cover (prime)
=X 1 AC1000113 wxQ  ACURALEGEND 89-90 - Front
"X ] wxa

Comments | Other info | Custom Fiekds

Comments |

Note: Quotations do NOT change inventory leveis.

e Onthe Find Parts Screen, select a Ship to Customer from the list.

e Search for Parts by Year, Make, Model, Category and Sub Category, Description and Item #. At least 1 item
must be selected.

e Once selected, click on the Add to Sales Order button and it will create a New Sales Record.



Find Parts Syen

SHpTe  ABC Cus g siTe vxg Custamar PO
Juhn St 25 . 2012 Sohn Smith s88se . 2012 Pagme Terma -
1061 H Grove Street 1061 N Grove Street Ship ia ~ DolvoryOate | 040
Anaheim CAS2506 CA82006 iarehause -
Comments
Dashbosed
Ve Catagory
Vear (F2) 10 Sub Catagory Ciear Clear All g
Maka ®hoywud  CSwsth  Filamps | RrPan

Modal  Age ArBumpers | ArLamps

o

L X L a1 end e e e —————erw— L asAL Loy | st sk ] Met | opx]
Lol LY

HO3NE14 ACIHSI Q 1S0RIIANIPFM  HONDAACCORD 2008-2012-Radite caolng tan assy (Coupe: 5 5 i 5000 0.00%
HO100025 HO1000254c Qo HONDAACCORD 88-10 - Front Bumper Cover {Sedan. wid oy ] 3 ] 5000
0 HO1000254c a HONDAACCORD 2008-2010.Front bempar covar (Sadan: wi cyll ] 8 ] 3000
HO1000254-Copy Q1 HOND: IR 20082010 Frant bumpar covar (Sadar ] o ] 5000
O HO1000255 Q 0 0510 - Front bumpes ¢ 1 4 0 3000
a IR 002816 Front bumps i 4 ] 5000
Q 2 5 ] 5000
HO1000256¢ ) 55 56 0 5000
O O 7 Qn " 1 (] 3000
Qr ] 9 [ 000
HO1006177 a 36 3 L] 3000
HO10061T7 Qr % 3% ] 3000
HO1D an ] 15 ] 50.00
HO1042103 HO042103 an o t o s0.00
O HOWa3103 HO1043103 Qr 2.RT Frant bumper & ] o ] 3000
13 HO056113 qQr HONDAACCORE 2012.LT Front bumpar brackat (Sadan: Sida C 5 3 o 000 0% 2000
ar 06-2012-RT Frant bumpes bracket (Sedan; Si ] o ] 0% 3000
a ched (Sedan ] ] ] 0% $000
Qn ] (] ] 0% 3000

Show Customer Credes (Fig) Chose (F12)

To create a Sales Order from the Find

Parts Screen, click on the Add to Sales

Order button and a sales order will be
created.

Note: User would have to select the Ship

to Customer and éﬂck at least one item
to proceed with Sales Order Creation.

e Using Shortcut Key: F6, or

e On the Quick Start Menu, click the Search (magnifying glass) icon then select Sales Order, or
- 287

Dashbo Record Type Short Cut
Find Parts F1
Custom AT F2
Customers F3
RELEEE Vendors F4
Ll Quotes F5
_— Sales Orders F6
Sales Invoices F7
Credit Memo's F&
Purchase Orders F9 tting
Items F1
ETE Tasks Fi1
Jobs Fi2

Jobs

e (If already on the Sales Order List screen) use the Search feature (magnifying glass icon) to type the Sales
Order number or any information/keywords to filter multi search,or

Sales Order List

ALL All Line ltems Sales Order Back Orders + rd
Batch Actions ~ Q s261026-0004 X || Search
SO Number Sales Date Bill To Customer ship To Customer  Shi Sales Order Tota [
$261026-0008 10/26/2026  zTest 082120 (McDona... | 2Test 082120 (McD- T $172.40 -

e On any Quotation or Invoice screens, click the magnifying glass icon beside the Sales Order # (upper right
part of the screen). This will display the particular Sales Order record associated with that Quotation or
Invoice.



Invoice # $261023-0012

Order#  $261023-0012 Q

Warehouse  Anaheim -
Delivery Date | 10/24/2026

Tax Exempt

e Shortcut Key: Shift+Fé6, or

e On the Quick Start Menu, click the List button and select Sales Orders, or
- 287

Record Lists

Dashboard [t Short Gyt
Jobs shiftsF2
Costomers ECCLEE shift+F3
Vendors shiftsF4
Vendors |
Quotes shift+F5
tems Sales Orders shift+Fs
Invoices ShiftsF7
Credit Memo's ShiftsF3

e On the Main Menu Bar, click Sales>Sales Orders.

Dashboard

Custo

Vendors

liems

Sales

Find Parts

Quotes

Sales Orders

Invoice edits

Integrations

Pricing Template:

e Onthe Sales Order List screen, check the box/es (first column on the left) to select one or more records then
click Batch Actions button and select Delete Selected, or

Sales Order List
ALL All Line ltems | Sales Order Back Orders + '
Q x | Search

mber Sales Date Bill To Customer Ship To Customer Sh Sales Order Tota Deliv

S5261029-0009 10/29/2026  Company Test 2 Company Test 2 T. $2,866.52 10/30

v $8261029-0007 10/29/2026  Company Test 2 ‘Company Test 2 T $1,43326 10130
v 5261029-0004 10/29/2026  ABC Company ABC Company T $15852 10/31
Ld 5261029-0003 10/29/2026  zTest 0602 (McDonald. zTest 0602 (McDon.. T. $226.28 1030
v $8261029-0002 10/29/2026  AUTOPAINT AUTOPAINT $775.75 10129
5261029-0001 10/29/2026  AUTOPAINT AUTOPAINT 548713 10/29
$8261028-0002 10728720 Breco -H Breco $240.00 10130
5261028-0001 10/28/2026  AUTOPAINT AUTOPAINT $2,327.26 10/28
S261027-0011 A0PTO026 | AUTOPAINT AUTOPAINT 2387 10097

e Click the first box (topmost, on the fields row) to either select all records on a page or all records on the entire

list then proceed with deletion, or
Sales Order List

ALL Al Line ltems | Sales Order Back Orders + s
Baich Actiens ~ Q ® | Search

180 M las Nat Bill To Customer Ship To Customer  Sh Sales Order Tota [

Select all records on this PAGE
Company Test 2 ‘Company Test 2 T $2,866.52 1
Select all records on this ENTIRE LIST || Gompany Test 2 Company Test2 T 5143326 1
Un Select all records ABC Company ABC Company T 15852 1
ZTest 0802 (McDonald. ZTest 0802 (McDon T $226.28 1
5261029-0002 10/2912026  AUTOPAINT AUTOPAINT $775.75 1
$261029-0001 10/2972026  AUTOPAINT AUTOPAINT $487.13 1
$261028-0002 1012812026 Breco Intemational - H. Breco Infernational $24000 1



e Onthe Sales Order screen, click Delete button (lower left part of the screen).

Sales Order

= BilTo | ZTest 082120 (McDonalds HB) vxq ShipTo  2Test 082
Robeta M
ZTest 082
20362 Be:

Huntingtor
88899987

102612026 Demo User
Add/Edit Line Item

Acions  QyOrd | Categary tom# aiysnp Gy 8O Prevsip |

ER 1 v 222 vxQ o 1 0

222222 Test tem
X 0 -

vxa o 0 0

Comments | Paymentinfo | Pictures | Related Back Orders | Fulfilmentinfo | Other | Custom Field

Note: Shipped quantities on Sales Orders adjust inventory levels down.

e Note: To preserve the integrity of the database, you cannot delete anySales Order record that has been used
on any of the screens such as Sales Order PO's, Quotes, Invoice etc.

e Make sure to input the Customer name first (Bill To and Ship To textboxes) to enable the adding of Line
Item/s. Fill in other detailed information as indicated on the upper part of the screen.

e On the Add/Edit Line Item table section, click on the Item# drop down arrow icon to select the particular line
item. Input the Quantity Order then click Commit Line Item. Click Save & Submit Order.

Your browser does not support HTML5 video.

e Note: You cannot Add/Edit Line Item/s on Sales Order screen when Invoice has already been created for that
particular Sales Order.

e Optional Preferences:
o You may choose to enable Auto-Fill Ship Qty With Order Qty. This automatically fills in Ship Qty when
Order Qty is filled. This also enables creation of Invoice on the Sales Order screen.

s Todo this, go to Settings>Sales>Sales Order Settings. Under the Sales Order Preferences

section, check Auto-Fill Ship Qty With Order Qty.
e Othericon functions:

o Audit Log (icon): Allows you to view details of any changes or updates made on the Sales Order
Add/Edit Line Item section.

o Gear (icon): Check to enable display of the fields on Lines 1 and 2 on the Sales Order Add/Edit Line Item



section.
o Double down arrow (icon): Toggle to see Line 2 column of Sales Order Add/Edit Line Item table.

e Onthe Sales Order screen (under the Add/Edit Line Item section), click the X icon (under the Actions
column) on the row of the particular Line Item that you want to delete. Click Yes then Save.

e Note: You cannot delete Line Item/s on Sales Order screen when Invoice has already been created for that
particular Sales Order.

e Onthe Sales Order Screen, click on the arrow down (dropdown) button located beside the Bill to Company
Name Field.

e Adropdown list of customers will be shown and below it is the +Add New button that will allow user to add a
new customer record.

e A pop-up screen will appear where user will be required to fill out customer details and click on the Save
button located at the lower right corner to Save the new customer record.

How to Open a Customer Record on the Sales Order Screen

e Onthe Sales Order Screen, click on the magnifying glass icon beside the x button on the bill to customer field.
e A new tab will open with the Customer Detail Screen of the selected customer.

How to Open a Item Record on the Sales Order Screen

e Onthe Sales Order Screen, click on the magnifying glass icon beside the item #.
e Anew tab will open with the Item Detail Screen of the selected item #.

If you're taking asales order and realize that the customer's information needs to be updated, follow these steps:

1. Open the Customer Detail Screen

e Onthe Sales Order screen, click the magnifying glass icon next to the Bill To field.
e This will open the customer detail screen for the selected customer in a new tab.

e Make the Necessary Updates
e Locate the information you need to update (e.g., address, phone number, email) and make the changes.
e Besureto click Save once you're done.

1. Note: If you do not have permission to edit customer information, please contact your administrator.

o Refresh the Customer Info on the Sales Order
e Return to the Sales Order tab you were working on.
e Torefresh the updated customer information:
o Click the (x) next to the selected customer in the Bill To field to clear it.
o Reselect the same customer from the list.

e Review the Changes
e Verify that the updated information is now reflected on theSales Order.



e On the Main Menu bar, click on Reports > Sales Orders.
e Define your Report.

o 1place allows you to generate different types of Sales Order Reports according to your needs. Pick
from the type of Sales Order Report (i.e. Sales Order By Customer, Sales Orders - Back Orders, Sales
Orders - Totals Per Dasy, etc.) from the Reports section.

s Note: You can adjust the period covered by your report. On the Report Period filter section,
select from the drop down filter lists or manually input the dates 'from' and 'to'.
e Click on Run Report.

o Notel: Thereis an option to further customize your Report by clicking the Gear (gray) icon to make the
Report Lists Settings popup screen appear. Check or uncheck box(es) of the column(s) that you prefer
to show/hide.

o Note2: At this point, you may choose to Print, Email or Download your Report copy.

e After doing the instructions above, click on the Customize (blue) button to further modify and save your
newly created Report.
e On the Customize Report popup screen:
o (Optional) Select the Min Access Level from the drop down icon.
o (Required) Type in the Report Name (whatever you want to call your Report).
o (Optional) Type in any Report Description.
o (Optional) Check the box if you want to Make Report Private and/or Favorite. Check or uncheck
box(es) of the column(s) that you prefer to show/hide.
o Click on Save.
o Notel: This Report will appear on the list of Custom Reports and on My Favorites if you checked the
Favorite box.
o Note2: You can always edit or update any Custom Reports. Go to Reports > Custom Reports and click
on the Pencil icon (under Actions column). Do the necessary changes and click on Update.
o Note3: Click on the X button to permanently delete any Custom Report from the list.
e Note: You have the option to Email, Print or Download a Report copy (see instructions below).

e Onthe Sales Order List screen:
o Select the record(s) by checking the box(es) .
o Click the

=

button to Print and

E3

to download (in Excel form).

o Thereis also an option to Share
<
record(s) and this feature will be available in the future.
e For Sales Order Reports, go to Main Menu Bar > Reports > Sales Orders, create your Report (*see previous
instructions) then click on the
=
button (upper right).



e The Print Preview popup screen will appear.
o DOWNLOAD COPY: Click on
button (upper right) to download the Report. Save in your PC.
o EMAIL COPY: Click on

Send Email

button (lower right) to send a copy of the Report through email. Create the body of the Email and input
other necessary details on the left side of the Email popup screen. Click on

Send Email

button (lower right).
o PRINT COPY: Click on

=
button (upper right) to print the Report. Adjust Print Settings then click on

button (lower right).

Displays any system notes from Orders coming from the Customer Portal such as email address of the logged in
user and the search term used to locate the item.
Input any comments or notes related to the particularSales Order transaction.

This tab shows any advance or deposit payments for the particularSales Order.
o To Apply a Deposit/ Pre-Payment on aSales Order:
s On the Sales Order screen, click on the Payment Info tab then click on the Receive/Edit
Payment(s) button.
s The Payments popup screen will show.
s GL Account: If necessary, select a specific GL account. Otherwise, select 'Undeposited

Funds' account (to make a deposit later on).

s Date Paid: If necessary, change the (default) date.

s Payment Method: Choose the type of payment.

s Check #: If necessary, enter a check or card number.

= Authorization #: Enter the credit card authorization number.

s Amount Tendered: Input the Deposit Amount.

s Click on Apply Payment.

s Note: You cannot add or edit any payments on theSales Order that has already been

invoiced.

Article coming soon.



Article coming soon.

An Invoice is made after the fulfillment of Customer's order. On theSales Order screen, creating invoice is enabled
once the Qty Ship (on the Add/Edit Line Item table) has been filled.

e Onthe Sales Order screen, click Create Invoice button (bottom part of the screen).

e Optional Preferences:

o You may choose to enable Auto-Print Invoice to make the Create Invoice & Print button visible (just
beside the Create Invoice button). This will automatically direct you to the print options instantly after
creating the invoice.

s Todo this, go to Settings>Sales>Sales Order Settings. Under the Sales Order Preferences
section, check Auto-Print Invoice.

When Qty Ship is less than Qty Ord, creating a Purchase Order is enabled as an option to accommodate the Sales
Order.
e Do the following to create a Purchase Order that is initiated by a Sales Order or what we call the Sales Order
Purchase Order.
o Onthe Sales Order screen, click Create PO(s) button.
o Onthe Sales Order Purchase Orders (to create) screen, click on the Vendor drop down list to select the
vendor or supplier from which you intend to buy the particular item.

e Onthe Sales Order screen, input the item number with back order.

e Click on Create PO(s) button on the bottom part of the screen. This will direct you to the Sales Order
Purchase Orders (to create) screen.

e The default will show the current Sales Order with the back ordered item. You can click on Show All to look
all the other back orders.

e Check the Sales Order you want to create a PO.

e Select Vendor on the drop down.

e Click on the Proceed (Show Prebuild Summary) button. A Sales Order PO's - Prebuild Summary popup will
be displayed.

e You can either add the back ordered item on an existing PO by selecting the PO number under the Existing
PO drop down arrow or create a new PO by checking the Create PO box.

e Click on Create/Add to PO's button.

e Look inthe Purchase Order List screen to find the newly created PO.

Duplicating a sales order allows you to quickly create a new order with the same items, customer, and details as an
existing order, saving time when processing repeat orders.

Steps:



1. Open the Sales Order

e Navigate to the Sales Orders screen
e Open the sales order you want to duplicate

e Duplicate the Order
e Click More on the bottom of the screen
e Select Duplicate Sales Order

e Anew sales order will be created with the same items, quantities, and customer information as the original
order.

e Add anew Sales order (Ctrl + Fé6).

e Onthe Sales Order screen:
o InputBill To, Ship To etc as you usually do when creating a Sales Order.
o Add the item by selecting the specific Item # from the drop down list.

o Check the DS (Drop Shipping) box. (Note: If you cannot find DS column, click on the Gear
o
icon (above right of the table) then check the box for DS field to make it appear on the table columns.)

o Input Qty Ord and Qty BO. (Important Note: The Qty Ship must indicate '0' value because you will not
be shipping from your warehouse but from your Vendor to your Customer).

o Click on Commit Line Item (red) button. (Notice that the PO box column is checked and the PO #
columnis still blank which means that the system is suggesting that you create a PO)

o Click on Save & Submit Order button.

o Note: At this point, the system will not allow (yet) the creation of Invoice because line items are not yet
shipped. We then proceed to PO creation (instructions below).

Follow the steps below if you need to fulfill a Sales Order by shipping the items from a Vendor directly to your
Customer.
e Onthe Sales Order screen of the Dropship Order:
o Click on Create PO(s) button. This will automatically open the Sales Order Purchase Orders (to create)
screen.
e On the Sales Order Purchase Orders (to create) screen:
o Tick thecircle icon for Customer (Drop Ship)
@ Customer (Drop Ship)
found above right of the screen.
o Select your Vendor from the drop down list.
o Input Vendor Cost.
o Click on Proceed (Show Prebuild Summary) button.
o Onthe Sales Order PO's - Prebuild Summary popup screen:
s Click on Create/Add to PO's button.



s You have just created the Dropship Purchase Order.

e Confirm item availability of the item(s) with the Vendor by sending an email (to the Vendor) with PO
attachment.
o Todo this, (on the Purchase Order screen) click on

Send Email

button to create an email and send the Purchase Order to the Vendor.
= At this point, you may close the Purchase Order screen and just come back later when you receive
your Vendor's confirmation.
o Once item availability is confirmed:
s Go back to the Purchase Order screen of that particular PO transaction.
s Click on the Revd checkbox (second column on Add/Edit Line Item section).
s Anauto prompt will appear asking if you want to Auto Ship Sales Order Back Orders. Click Yes.
s Click on the related Sales Order of the Line Item (magnifying glass icon of the Sales Order # on
the Add/Edit Line Item section).
o Note: At this point, you may proceed with Invoice creation:

s Onthe Sales Order screen:
s Click on Create Invoice button.
s Email the Invoice to ShipTo Customer.
= Onthe Invoice screen, click on

Send Email

button to create an email and send the Sales Invoice to the ShipTo Customer.

e (NOTE: As of 1/31/23) Stock transfers created to ship aSales Order that doesn't have enough stock in the
local warehouse must be created using the Find Parts - Auto screen.
e Step 1: ASales Order is created with special characteristics that help us track the shipment:
o SalesOrderLineltems (table)
TransferFROM Warehouse (visible on line 2 of the Sales Order line items)
ShippiedFROM Warehouse (visible on line 2 of the Sales Order line items)
PickType (visible on the Warehouse > Shipping & Receiving screen)
SOStatus (Sales Order Lineltem STATUS) (only visible in the tables)
TransferComplete (As of 2/1/23 coming soon: visible on line 2 of the Sales Order line items)

o StockTransfer
m TransferStatus (Hidden in tables)
o StockTransferStatuses
s NextStatus (Hidden in tables)
e Step2:
o Theitemis displayed on the Ship/Rec screen of the TransferFROM Warehouse UNTIL the Sales Order
Line Item Transferred checkbox = TRUE.



