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Sales Order Setup Preferences 
 
One way of setting up Sales Order Processing is to follow the Routine Sales Order Processing Setup Checklist 
provided within the system. As each step in the checklist is selected, the appropriate window used to complete the 
procedure appears. 
 
To open the Sales Order Processing Setup window, click the Sales series button and click Sales Order Processing 
on the Setup Area Page. 
 

 

 

Sales Order Setup Options 
 
Click the Options button to select the method.  
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Sales Quote Setup Window 
 
To set up sales quote documents go to the Sales Order Processing window, click on the Sales Document Setup 
button and select Quote. 
 

 

 

Sales Order Setup Window 
 
To set up sales order documents go to the Sales Order Processing window, click the Sales Document Setup button 
and select Order. 
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Sales Back Order Setup Window 
 
To set up back order documents go to the Sales Order Processing window, click the Sales Document Setup button 
and select Back Order. 
 

 

 

Sales Invoice Setup Window 
 
To set up back order documents go to the Sales Order Processing window, click the Sales Document Setup button 
and select Fulfilment Order/Invoice. 
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Sales Return Setup Window 
 
To set up Return documents go to the Sales Order Processing window, click the Sales Document Setup button and 
select Fulfillment Order/Invoice. 
 

 

 

Numbers Assigned to Sales Documents 
 
For quotes, orders, back orders, invoices, and returns use the Sales Document Numbers Setup window. 
 

 

 

Sales Process Holds Setup 
 
Use the Sales Process Holds Setup window to create process holds that can be assigned to sales documents. 
Process holds are user-defined restrictions that control the processing of sales documents at different stages of the 
sales cycle. Think of process holds as a checklist that needs to be completed before a sales document can be 
processed. 
 
To open the Sales Process Holds Setup window, click the Sales series button and click Process Holds on the Setup 
Area Page. 
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Prospect Maintenance 
 
Use the Sales Prospect Maintenance window to enter prospect customer records. Prospect customers are customers 
that you want to maintain records for, but not add to your customer base. 
 
To open the Sales Prospect Maintenance window, click the Sales series button and click Prospects on the Cards 
Area Page. 
 

 

 

Customer Item Setup 
 
To open the Customer Items Maintenance window, click the Sales series button and click Customer Items on the 
Cards Area Page. 
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Sales Batch Entry 
 
Use the Sales Batch Entry window to create batches for recording sales transactions. 
 

 

 

Customer Detail Entry 
 
Additional information about the customer can be displayed by clicking the expansion box next to the Customer ID 
field. The Sales Customer Detail Entry window opens where you can view and change information such as address 
and tax information for the selected customer. 
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Dates Fields 
 
Accept the default or enter the date you want to appear on the document. This defaults based on the setting in the 
Document Date field on the Sales Order Processing Setup window. If you are entering a document and want to view 
or set dates related to the document, click the Date expansion box. 
 

 

 

Item Number Detail 
 
To open the Sales Item Detail Entry window, click on the Item Number expansion box or use CTRL + E. You can 
enter additional information for a line item. 
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Markdown 
 
A markdown can be entered for an individual line item to reflect price reductions. To change the markdown 
percentage or amount, click the Markdown expansion box and the Sales Markdown Entry window opens. 
 

 

 

Line Item – Order 
 
Some of the fields in the Line Item scrolling window are the same as for other document types. The information in this 
section is specific to an Order document. 

 

 

 

Quantity Ordered 
 
Enter the quantity ordered for the item. When entering item quantities for orders, inventory quantities can be allocated 
depending on the setting for Allocate By in Sales Order Setup. 
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Line Item – Invoice 
 
Some of the fields in the Line Item scrolling window are the same as for other document types. The information in this 
section is specific to an Invoice document. 
 

 

 

Line Item – Return 
 
Some of the fields in the Line Item scrolling window are the same as for other document types. The information in this 
section is specific to a Return document. 
 

 

 

Return Quantity Entry 
 
Enter the quantity for the item being returned. Tab past the field and the Sales Returned Quantities Entry window 
opens where you can select a quantity type for the returned items. 
 

 

 

 

Line Item – Back Order 
 
Some of the fields in the Line Item scrolling window are the same as for other document types. The information in this 
section is specific to a Return document. 
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Total and Payment Information 
 
Payment and total information is displayed in the Sales Transaction Entry window. Depending on what type of sales 
document is entered, specific payment fields may be available for entry of more detail. 
 

 

 

Sales Distribution Entry 
 
Transaction amounts on an invoice are distributed automatically to the posting accounts assigned to the customer or 
to the item, depending upon your selections in the Sales Order Processing Setup window. To change this amount, 
click Distributions. The Sales Distribution Entry window opens where you can make the necessary changes. 
 

. 
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Commission Entry 
 
Commission amounts for the salesperson assigned to the customer are calculated using the commission information 
from the Salesperson Maintenance window. Commission amounts on returns decrease the commissions payable to a 
salesperson. Click Commissions to change the commission amount or enter commissions for additional salespeople. 
 

 

 

Sales Process Holds 
 
Click Holds to open the Sales Process Holds Entry window to assign and remove process holds on the individual 
document. Holds can be used to stop processing on a document for a variety of reasons. 
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Serial Numbered Items 
 
Use the Sales Serial Number Entry window to specify serial numbers for items entered in the Sales Transaction Entry 
window or the Sales Item Detail Entry window. 
 

 

 

Kit Shortages 
 
Use the Sales Kit Options window to process kit item shortages that arise during transaction entry. Kit item information 
from the transaction is displayed in the top half of the window exactly as it was entered in the Sales Transaction Entry 
window. Each component assigned to the kit is displayed in the scrolling window, along with information such as the 
site ID, extended kit quantity and unit cost. 
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Print Documents Individually 
 
To print the document currently displayed in the Sales Transaction Entry window, select Print from the File menu or 
click the Printer icon. If the document is an order or invoice, you can also use the Quick Print option to print the 
document. 
 

 

 
 

Quick Print Setup 
 
To use the Quick Print option, open the Sales Transaction Entry window, point to Options on the menu bar, and click 
Quick Print Setup. 
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Print Multiple Documents 
 
Use the Print Sales Documents window to print multiple documents at one time. To open the Print Sales Document 
window, click the Sales series button and click Print Sales Documents on the Transaction Area Page. 

 

 

 

Sales Transfer Documents 
 
Depending upon the options set up for each document type in the Sales Order Processing Setup window, you may or 
may not be able to transfer one type of document to another. 
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Transferring Single Documents 
 
Use the Sales Transfer Documents window to transfer item quantities from an existing document of one type to a 
newly created document of another type. To open this window, click on the Actions button and select Transfer in the 
Sales Transaction window. 
 

 

 

Sales Quantity Status Window 
 
Click the Line Item Information button in the Sales Transaction Entry window to open the Sales Quantity Status 
window. The information displayed in this window varies by document type. The following tables describe what each 
field represents depending on the document type. 
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Allocating by Document or Batch 
 
If order and invoice documents are set up to allocate by Document/Batch, the item quantities in the document or batch 
are allocated using the Sales Allocation/Fulfilment Options window. If a document has been allocated, and you 
attempt to allocate again, the allocated line items are not affected.  
 

 

 

Allocation Options Window 
 
There are two ways to open the Sales Allocation/Fulfilment Options window: 
Allocating a Document - Open the Sales Entry Transaction window, click Options and point to Allocate or Fulfil. 
 
Select the Allocate check box and a default shortage option. The shortage option selected is used for all quantity 
shortages in the document/batch. Allocation is attempted for all line items on all orders and invoices in the 
document/batch. 
 

 

 

Sales Order Fulfilment 
 
Fulfilment is the process of verifying that the correct numbers of items are taken out of inventory for an order or 
invoice. If using a separate fulfilment process for the type of order or invoice being entered, item quantities can be 
filled as you enter them in the Sales Transaction Entry window or after they have been entered and saved. 
 
To open the Sales fulfilment window click the Sales series button and click Order Fulfilment on the Transaction Area 
Page. 
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Process Holds Setup 
 
Before assigning process holds to a document, they must be set up using the Sales Process Holds Setup window. 
 
To open the Sales Process Holds Setup window, click the Sales series button and click Holds Processing on the 
Transaction Area Page.  

 

 

 

Multiple Documents 
 
Use the Sales Holds Processing window to assign or remove process holds from multiple documents. To open the 
Sales Process Holds Setup window, click the Sales series button and click Holds Processing on the Transaction 
Area Page. 
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Manual Commitments 
 
Manual commitments can be created for individual line items on order or back order sales documents. The manual 
commitment window is only used when linking the sales order to an existing purchase order.  
 
Open the Sale Transaction Entry window. Click the Quantity Ordered Commitment button to commit a line item to a 
purchase order. 

 

PO Number 
 
To commit to a purchase order, type the purchase order number in the PO Number box or click on the PO Number 
lookup field. 
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Purchase Order Detail 
 
To view detailed information such as quantity ordered, click the Zoom button. This opens the Purchasing Item Detail 
Inquiry Zoom in the same view as specified on Sales Transaction Entry. 
 

 

 

Automatic Purchase Order Commitments 
 
Sales Order Processing to Purchase Order Processing integration permits the generation of commitments and/or 
purchase orders from the Sales Transaction Entry window for a single sales document that encounters an item 
shortage. 
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Copying Line Items 
 
It is possible to copy line information from one sales document to another by opening Copy Sales Order. To open 
this window, go to Sales Transaction Entry, click the Actions button and select Copy. From here you can copy 
negative line items to Invoice documents and line items with negative prices. You cannot copy discontinued items. 
 

 

 

Preview Line Items Window 
 
After completing entries in the Copy a Sales Order window, click the Preview button. This opens the Preview Line 
Item window where you can select and modify line items from the existing sales order before copying them. You can 
also view warnings and correct errors. 
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Deleting Documents 
 
Delete sales documents using the Sales Transaction Entry window. Deleting a document removes the document 
information from your accounting system. 
 

 

 

Reconcile/Remove Sales Documents 
 
The Reconcile/Remove Sales Document window allows you to reconcile or remove completed documents by a range 
of document numbers. 
 
To open this window click the Sales series button and click Reconcile -Remove Sales History on the Utilities Area 
Page. 
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Remove Sales History 
 
If you want to remove sales history, go to the Remove History window. To open this window click the Sales series 
button and click Remove Sales History on the Utilities Area Page. 
 

 

 

Sales Document Inquiry 
 
When using the document lookup in Sales Order Processing, you are commonly looking for a specific type of 
document. To open the Sales Document Lookup window, click the Sales series button and click Sales Documents on 
the Inquiry Area Page.  
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Salesperson Inquiry 
 
The Salesperson Inquiry window allows you to view information about commissions and sales for salespeople. 
 
To open the Sales Document Lookup window, click the Sales series button and click Salesperson on the Inquiry Area 
Page. 
 

 

 

 

Sales Item Inquiry 
 
The Sales Order Processing Item Inquiry window allows you to view all documents entered in Sales Order Processing 
on which a particular item has been entered. 
 
To open this window, click the Sales series button and click Sales Items on the Inquiry Area Page. 
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Sales Inquiry Restrictions 
 
The Sales Inquiry Restrictions window is used to set up and save custom inquiries. This is useful to view an inquiry 
based on multiple restrictions without setting up a new restriction each time you view it. 
 
To open this window, click the Sales series button and click Restrict Sales Documents on the Inquiry Area Page. 
 

 

 

 

Sales Document Range Inquiry 
 
To view the inquiry results, click Inquiry to display the Sales Document Range Inquiry window. You can also open this 
window by clicking on Sales Document Range on the Inquiry Area Page. 
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Sales Serial/Lot Number Inquiry 
 
The Sales Serial/Lot Number Inquiry window allows you to view the serial numbers and lot numbers of the items sold. 
For example, you may have been warned by a manufacturer that a specific lot is defective. This window allows you to 
identify every invoice on which the specific lot numbers were listed. 
 
To open the Sales Serial/Lot Number Inquiry window, click the Sales series button and click Sales Serial/Lot on the 
Inquiry Area Page. 
 

 

 

Process Holds Inquiry 
 
The Sales Process Holds Inquiry window allows you to view a range of documents that have process holds assigned 
to them. For example, your company may assign a process hold to all discounted orders that prevent them from being 
transferred to an invoice until the transaction is approved. This window can provide a list of orders assigned that 
particular process hold. 
 
To open the Sales Process Holds Inquiry window, click the Sales series button and click Sales Process Holds on the 
Inquiry Area Page. 
 

 

 

 


