Order Entry – Customer Orders

ORDER ENTRY – CUSTOMER ORDERS

This process is used to establish and maintain Customer Orders in the system. 
Pricing of Customer Orders is totally automatic, and is derived by the Pricing Rules maintained via the Price Matrix Menu in the Order Entry Maintenance Menu. However, you are always free to override the price depending on the setting of the Record Price overrides option in the Order Entry and Invoicing Parameters process.
Stock may be manually allocated to orders by physically amending the lines of each order and updating the “allocated” quantity, or automatically via the Allocate to Orders process. 
An Order Acknowledgement may be produced after the Customer Order has been saved.

A Pick Slip may be produced once stock has been allocated to the Customer Order.

Once stock has been allocated, an Invoice may be generated from the order, which may involve the entire order, or any part of the order.

Each of the output documents, Order Acknowledgement, Pick Slip and invoice can be tailored to your specific requirements with regarding to report formats.

Fields indicated as mandatory (Red Label) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.

To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

CUSTOMER ORDER ENTRY SCREEN

· Order No - This may be an automatic assigned unique number used to identify the Customer Order in the system.  This number is generated at the time of Saving the Customer Order depending on the selection of the auto Allocation (Customer Order No) in Order Entry Parameters – OE Param A Screen.

The Invoice number can be automatically allocated:

· Globally

· By Current Entity or 

· No selection

If this option has No selection, you can manually allocate the Customer Order Number, at the time of creating the Order, otherwise the system will automatically allocate a unique number globally or per Entity.

· Entity – This will default with the code for the current Entity you are in.  This field is used so that each customer order can be put against an Entity so that the system knows where the stock is to be allocated from.  The field can be the current Entity or any valid Entity.
· Deliver to – Enter a valid Customer Code that this Customer Order has been received from.  
After you enter the Customer Code, a number of fields on this screen will be populated with details from the Customer Master file.  You can change any of these details if required or simply leave the default details.

Additional buttons for Products and Delivery and Invoices screen will appear. 
· Name – This is the name associated with the Deliver to Customer Code.
· Address – This is the Address of the Deliver to Customer Code being referenced here.
· Suburb – This is the Suburb of the Deliver to Customer Code being referenced here.
· State – This is the State for the Suburb of the Deliver to Customer Code being referenced here.
· Postcode – This is the Postcode for the Suburb/State of the Deliver Customer Code being referenced here.
· Invoice to – Enter the Customer Code that this Customer Order will be charged to.  It can be different to the Deliver to Customer, but in most cases it will be the same.
The Deliver to Customer and the Invoice to Customer must exist on the system. The Invoice to Customer Name, Address, Suburb, State and Postcode are display fields and will default with the details from the Customer Master File entry. 
· Customer Reference – This is used to record the Customer Order number.  This would be a number given by the customer at the time of ordering.
· Order Date – This is actual date on which the Customer placed the Order.
· Our Reference – This field can be used to record your own internal reference for this transaction, such as a delivery note number, internal works order or authorization number.
· Salesman – Select the Salesman code that is responsible for this Customer.
· Created by – Select the code for the person who is creating this transaction.
The Salesman and the Created by can be the same code, or they may be different. If you have a sales representative assigned to particular accounts - the code used in the Salesman field would be the Sales Rep code but the code used in the Created by field would be the code for the person who actually creates the customer order. 

· Analysis – The analysis code can be used to assist in the analysis of your sales, allowing you to record, for example, the source of a sales order, providing you with a basis for evaluating the effectiveness of your promotions.

Of course, this code can be used for any other purpose, and may be skipped if you have no need or use for this facility.
If an Analysis Code does not exist you can set it up by:
· Position cursor in the Analysis field.

· Right click with the mouse and select Maintain option.

· Create a new entry in the analysis types process.
· Save any changes.

· Click on Exit to return to the Order Entry process.

· Select the Analysis code just created.

· Trade Discount – This is the Trade Discount percentage that has been set up in this Customer’s Master file entry.  This is the Discount that is normally given to this customer.  This discount is not dependant on the time taken for the customer to pay for the order. 
If there has not been any Trade Discount set for this Customer, you can leave this field blank, or you can enter the amount of Discount that applies to this Customer here.
· Discount – This is the Discount percentage figures that is normally given to this customer if payment is received before the date indicated by their payment terms.
This Discount can be set up in the Customer’s Master file entry.  If this Customer does not receive any discount here, leave this field blank.
· Job No – If this Customer Order relates to a Job – enter the Job number here.  If this Customer Order does not relate to a Job, leave this field blank.
· Delivery Date – This is the default delivery date for all items on this Order if all items are to be delivered at the same time.
· Picking Date – This is the date that this Customer Order should be picked, so that it can be delivered on the date entered in the previous field.
· Cancel Date – This is the date on which you want this Customer Order to be cancelled. 
· Order Priority – This is the Order Priority that will be used for any orders entered for this Customer.  The Order Priority allows you to allocate stock on the basis of priorities if you have insufficient stock to satisfy all orders.

The lower the priority, the more likely that any given order will have stock allocated to it. Eg. A priority 1 order will be filled before priority 2 orders.
· Delivery Instructions – Select the text for the Standard Delivery Instructions if it applies to this Customer Order.  If a Standard Delivery Instruction does not exist you can set it up by: 
· Position cursor in the Delivery Instructions field.

· Right click with the mouse and select Maintain option.

· Create a new entry in the Delivery Instructions process.

· Save any changes.

· Click on Exit and return to the Customer Order process.

· Select the Standard Delivery Instructions just created.

Or if you simply want to enter any non standard Delivery Notes and instructions, you can enter these in the next field, titled, Delivery Notes and Instructions.
· Delivery Notes & Instructions – Will default with the standard text from the previous field, or you can simply enter any non standard Delivery Instructions and Notes applicable to this Customer Order.
If there are no Delivery Notes and Instructions applicable to this Customer Order, you can leave this field blank.
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Figure 1: Customer Order Entry Screen
PRODUCTS SCREEN
It is on this screen where you enter the details of the Products being ordered on this Customer Order.

· Product Code – Enter the code for the Product that is being ordered here.  Product Codes must exist on the system.
If a Product Codes does not exist:
· Position cursor in the Product Code field.

· Right click with the mouse.

· Select the Maintain option.

· You are then taken to the Product Maintenance process where you can create an entry for the Product being ordered.

· Save the details.

· Exit and return to the Customer Order process.

· Enter the Product Code just created.

After you enter the Product Code, the Line details section at the bottom of the screen will be populated with the information relating to this Product from the Product Master file.

The stock enquiry figures for this product will also display in the table at the bottom of the screen.  You will be able to enquiry into Qty in Stock, Qty required, Qty Allocated, Qty Expected and Qty Available.
· Product Entity - This is the entity for which an invoice will be created as a result of this product line on this order. The current entity you are working in is used as the default for this field, but if you would like to have an invoice generated for another entity (because this product belongs to another entity etc) then enters the code for that entity here.

If you only want to have invoices for the current entity created, then you should set the field on Order Entry Parameters which allows you to manually enter the entity to "N", and then you will not be asked this question and the current entity

· Order Qty – Enter the physical number of Products being ordered here.
· Allocated – Enter the actual number of the product that is being allocated.

· Override Reason – This option may give you the choice to over ride the price of a Product.  This field is controlled by the setting in Order Entry Parameters – Record price over-rides.
If this parameter switch is checked (set to Yes) when you get to this option in Customer Order Entry, you will be required to enter a Price Over Ride reason (set up in the process Over Ride Reasons – in the Order Entry Maintenance Menu).  You may be required to enter a password, if the Over Ride Reason has been set up with a password.  Only after you have entered the correct password will you be allowed to over ride the price of the product.

If this parameter switch is not checked (set to No) this field will be skipped and you will not be able to over ride the price for any product.
If this parameter switch is checked (set to Yes) and you do not wish to over ride the price of the product, you can leave this field blank.

· Unit Price – This is the unit price for the nominated product.  This price may be over ridden if you have record Price Over rides set to Yes in Order Entry Parameters, and you have entered a valid Price Over ride reason (together with the correct password if required).
If the Record Price Over rides is set to No, you will not be able to change this field.

The price will default with the Unit price from the Product Maintenance entry for this product.

· Discount – Will only be asked if you have Record Price Over rides set to Yes, and you have entered a valid Price Over ride reason (together with the correct password if required)

May default with a Discount % if this product is included in any special pricing that may have been set in the Price Matrix Menu.

· Tax Rate – Will default to tax rates as set in the Products Master file – Costing and Selling – Sales Tax Option.
· Extension – Will be the extended price for this line of the Invoice.  This is a display field and can only be changed by adjusting the Quantity, Unit Price, Discount % or Tax Rate.
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Figure 2: Products Screen of OE Customer Order Entry
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Figure 3: Products Table from Product Screen
If there are more Products being ordered on this Customer Order, click on the + button at the bottom of this table to add another row to the table.

Continue to enter the details for the remaining Products being ordered here.

LINE DETAILS SECTION
The information displayed in this section on screen, will be the information related to the Product Code that has been entered on each line of the table.
The Product Code and Product Description together with the Entity Name, Over Ride Reason, Tax, and Price Per, Line Weight, Line Volume, Picking Date and Delivery Date, Unit and Unit Cost are displayed for each line of the Customer Order.
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Figure 4: Product Screen - Line Details
ORDER TOTALS
The information displayed in this section on screen is simply the Totals for the current Customer Order.
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Figure 5: Customer Order Totals section of the Product Screen
QUANTITY ENQUIRIES

The Quantity figures displayed in each of these areas are Enquiry fields that can be zoomed into, to show details relevant to each section.
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Figure 6: Quantity figures from Customer Order Products Screen
· Position cursor over field – eg. Qty Allocated
· Left click with your mouse

· You will then be taken to the Enquiry Screen for Inventory Allocated (as an example) for this product.  This example shows the Quantity of 31 Allocated to a number of Invoices. 
· Click Exit button to return to the Customer Order process.
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Figure 7: Enquiry Screen for Inventory Allocated
INVOICE ENQUIRY

You can zoom into any of the Allocated Invoices if you require.

· Position cursor over the Invoice number you want to zoom into.

· Left click with the mouse.

· You will then be taken to the Invoice process.
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Figure 8: Zoom into Invoice to view Qty Allocated
· Click Exit to return to the Enquiry screen for Qty Allocated
· Click Exit to return to the Customer Order Entry process.

DELIVERY AND INVOICES SCREEN
This screen allows you to record the delivery method for the goods on this Customer Order, plus any special charges that might be applicable to the Customer Order.
· Deliver by – Select the method of delivery for the goods on this Customer Order. 

If the delivery method you require does not exist you can create it by:
· Position cursor in the Deliver by field.

· Right click with the mouse and select Maintain option.
· Create a new entry in the Maintenance Screen for Delivery Codes.
· Save these details.

· Click on Exit to return to the Customer Order Entry screen.

· Select the Deliver By method just created.

Any special charges that display in the Table on this Screen are set up in Order Entry and Invoicing Parameters, Screen OE Param B.

If you do not wish to record any Special Charges, you can leave the entry fields on this screen blank.

If you do wish to record Special Charges here:
· Select the appropriate Tax Code relevant to each special charge.

· Enter the amount of the charge for each row of this table.
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Figure 9: Special Charges screen of Customer Order Entry
Click Save button.

INVOICE NUMBERS TABLE

The Invoice Nos table will display any Invoices that have been created from this Customer Order.
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   Figure 10: Invoice Numbers Table from Customer Order Entry Screen
ACKNOWLEDGE

Click on the Acknowledge button to view the order acknowledgement.

An Order Acknowledgement document will be produced after the order has been saved.

This document format can be tailored to your specific requirements.  A sample of an Order Acknowledgement appears below.
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Figure 11: Customer Order Acknowledgement

PICK SLIP

In order to produce a Pick Slip for a Customer Order, quantities must be allocated to items on the Customer Order.  Quantities can be allocated for single item, multiple items or all items.
Click on Pick Slip button to view/print the Pick slip for the allocated quantities for this Customer Order.

This document format can be tailored to your specific requirements. A sample of a Pick Slip appears below.
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Figure 12: Pick Slip for Customer Order
INVOICE
Click on the Invoice button to create an Invoice from this Customer Order.
To generate an Invoice from the Customer Order: 
· You must have allocated quantities for a single, multiple or all items on the Customer Order. No Invoice will be created if there are no allocations made.
· Click on the Save button after you have made the allocations.
· Click on the Invoice button – an invoice will be created and will appear in the Invoices Numbers table on the Delivery and Invoices screen.
· The Allocated quantities will then be transferred to the Delivered column of the Customer Order.

This Invoice document format can be tailored to your specific requirements. 
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