RED WING’

SOFTWARE

Fill/Ship Sales Orders
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Sales orders are entered when a customer commits to purchasing goods/services. When the item is delivered (shipped, picked
up, etc.), the order needs to be filled so that the quantities can be deducted from inventory and the customer invoiced for the
sale. Filling an order simply means that a shipped quantity has been placed on the order. Orders can be filled a number of
ways::

Option A: Fill a Single Order

Option B: Manually Fill a Single Order

Option C: Manually Select Multiple Orders to be Filled at the Same Time

Option D: Use Filters to Select Multiple Orders to be Filled at the Same Time

Option A: Fill a Single Order

Prior to using the Fill Single Order process, select File > Preferences > Sales Orders > General and choose the criteria the
system should use when the Fill Single Order button is used.

1. Select Processes > Sales > Sales Orders (Edit/Fill/Invoice).
2. Highlight the order to be filled and click Fill Single Order.

@ |

3. The order will be displayed and the Quantity Shipped fields will be auto-filled based on the option selected in the
Preference mentioned above. If a serialized or lotted item is included on the order, click on the Lot/Serial Number detail
button and select the lot or serial numbers that were provided to this customer.

4. Make any needed changes.

6. Click Save.

@ |

7. Click Create Invoice and complete the Post & Print screen, and then click Create.
8. Click OK.
9. The Status on the order will automatically change to Filled or Partial Fill depending on if all or just some of the items

were shipped.

e |
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Option B: Manually Fill a Single Order

1.
2.
3

No ok

Option C: Manually Select Multiple Orders to be Filled at the Same Time

1.

Select Processes > Sales > Sales Orders (Edit/Fill/lnvoice).

Highlight the order to be filled and click Edit.

The order will be displayed and the Quantity Shipped fields will be zero. Enter the appropriate Quantity Shipped for
each item. If a serialized or lotted item is included on the order, click on the Lot/Serial Number detail button and select
the lot or serial numbers that were provided to this customer.

Make any needed changes.

Click Create Invoices and complete the Post & Print screen, and then click Create

Click OK.

The Status on the order will automatically change to Filled or Partial Fill depending on if all or just some of the items

were shipped

Select Processes > Sales > Sales Orders (Edit/Fill/Invoice).
2. Single-click on the first order to be filled. Then while holding down the Ctrl key on the keyboard, click on each additional

order to be filled.

Copy

Q! Sales Orders (Edit / Fill / Invaice) == =
List | Filter | Fill Orders | Reports |
Search For By [Order MNumber V]
Current Filter|No Filter
|’Order Mumber = | Abbreviation | Date | Status | Type | On Hold | Date Required | Crder Total ‘ B
Q0005 AJ123 11/30/2... Open Order N 1/1/1580 465.62
00008 321 11/30/2... Open Quote N 1/1/1980 1201,51
00007 IP321 11/30/2... Open Order N 1/1/1880 156996.00
00003 JP321 11/30/2... Open Order M 1/1/1580 12734.58
00009 IP321 11/30/2... Open Order ¥ 1/1/1380 53720.37
00010 SVFC 11/30/2... Open Order N 1/1/1880 514,50
TW765 Order 1/1/1980 16020.68 3
aooi2 RWBike 11/30f2... Partial Fill Order M 1f1/1980 138.59
00013 IP321 11/30/2... Open Order N 1/1/1880 320,40
3/4/2011 Open Order 1/1/1980
0015 ProCast 3/4/2011 Open Order N 1f1/1980 43.07
00018 SVFC 3/4/2011 Open Order N 1/1/1980 591,68
00017 IP321 3/7/2011 Open Order N 1/1/1830 106.80 B
00013 AJ123 3/8/2011 Open Order N 1/1/1580 208.44
00019 RWBike 3/3/2011 Open Order N 1/1/1380 308.77
00020 £J123 3/3/2011 Open Order N 1/1/1880 110.85
00021 SYFC 3/8f2011 Open Order M 1/1/1580 737.04
00022 3/3/2011 Filled Order 1/1/1980 54361.20
00023 71321 3/3/2011 Open Order M 1/1/1880 63.01

Fil Sngle Oder | [ FilOwers |[ Cose  Jesi@)) i

3. Once all orders to be filled are highlighted, click on Fill Orders.
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Q\ Sales Orders (Edit / Fill / Invoice) == =]

| List [ Filter | Fill Orders | Reports |

The orders that will be filled are those that you have selected (highlighted) on the List tab.
Orders are selected for fulfillment in the order that they are listed on the List tab.

*You can filter the list of orders to be selected by setting your selection criteria on the Filter tab. Commeonly used filters
(selection criteria) can be saved for future Sales Order processing.

‘when the Process button is clicked CenterPoint will perform the task selected below. A list of the orders will then be
displayed, so that you can unselectet or edit them as necessary.

Fill Sales Orders Options

@ iFill sales orders from available stock only. This option will cause back orders to be created when |

= finvoices are created.
() Fill sales orders and disregard stocking quantities
() Only fill sales orders where all guantities are available
9

4. Select the appropriate Fill Sales Orders Option.

? Fill sales orders from available stock only: Each highlighted order will be filled. Inventory items will be
filled only to the extent that there are quantities on hand. Service and Non-inventory items will be filled in

full. The items not filled will be placed on a back order.
” Fill sales orders and disregard stocking quantities: All items on all selected orders will be filled, even if

there is not enough inventory on hand.
? Only fill sales orders where all quantities are available: Only those orders where there is enough

inventory to fill all items in full will be filled.

Click Process and Yes to continue.
Those orders that were filled will be displayed in the Filled Sales Orders screen. Those orders that could not be filled or

partially filled (because of the Fill Sales Orders Option selected) will not be included. The Status will specify if the order
was completely or partially filled. To review the details of what was filled on a specific order, click on it and click Edit.

oo

g — = M
Q salesOrdersfilledDisplayForm — — (e
Below are the sales orders selected for fulfillment. You may unselect or edit the orders as desired

Customer Lot/
Selected Order# ¢ Order Date Abbreviatio Customer Type Status Serial
n ltems

§ 00014 |n3m.m1 ‘JP3’21 ‘.llm Pierce |Order |Parha\ Fill ‘ Mo |

|DDD24 |n3mam ‘ ProCast ‘ Pro Cast Supplies |Order | Filled ‘ No |

Lrscs )

7. Ifthe Lot/Serial ltems column displays Yes for any order, you must Edit that order and specify the lot or serial numbers
used for this order. Once the order is displayed with the Edit button, click on the Lot/Serial Number detail button.
8. Click OK to complete the fill process.

@ )
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9. Click Create Invoices and complete the Post & Print screen, and then click Create.
10. Click OK.

Option D: Use Filters to Select Multiple Orders to be Filled at the Same Time

Using Filters allows you to select multiple orders to be filled based on criteria that you have provided. For example, select all
orders dated a certain day or all orders that are required by the customer next week.

1. Select Processes > Sales > Sales Orders (Edit/Fill/lnvoice).
. Click on the Filter tab.
3. Select the criteria to be used from the left side of the screen, (for example, Date Required) and then specify the filter
criteria information on the right side of the screen.

Q) szles Orders (Edit / Fill / Invoice) =n e
| List | Filter |Fill Orders | Reports |
Select a Filter Define Fitter Criteria

i 03/11/2011 03/17/2011

Billing City Tl
Billing State/Frovince \\

Biling Zip/Postal Code|
Date

Date Created
Date Modified
Date Required
i Earliest Date
i~ FOB

I Y ——

P P Tr— TR

Cument Fitter

Fitter ftem Criteria

< T ] »

[Sa\re as Default Fitter ] [ Save ] [ Apply ] Clear Clear Al ')

4. Click Add Filter.
5. Repeat steps 3 and 4 if additional criteria is needed.

Q@ sales Orders (Edit / Fill / Invoice) [re-a-| =]
List | Filter |Fill Orders | Reports
Select a Fiter Define Fiter Criteria

-~FOB =
~On Hold - [#] Filtering
- Order #
- Salesperson Loyailable Selected
Sh!DP!”Q City | Abbrevi... = | Name ]il ﬂ Abbrevi.., « | Name
~Shipping Method Filled Filled Open Open
-~ Shipping State/Provincs Invoiced Invoiced a
- Shipping Zip/PostalCode = - E|
- Tems 2
~Type 7] Exclude selected items
- User -

d LI LS iChange Filter

Cument Filter

Fitter ftem Criteria

Date Regquired 31172001 te 34772011

Status Open

Save as Default Fiter ] [ Save ] [ Apphy I [ Clear ] [ Clear Al Close ')
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6. Ifthisis criteria that you will be using again in the future to fill orders, then click Save to save this as a new filter.
Otherwise, click Apply.

7. The List tab will now display only those orders that meet the criteria specified on the Filter tab. Single-click on the first
order, hold the shift key down (on the keyboard), and then click on the last order to highlight all of the orders.

Q Sales Orders (Edit / Fill / Tnvoice) folrE ==
List | Filker | Fill Orders | Reports

Search For By [Date -
Current Filter|Open orders by Date Requi...

Order Number | Abbreviation [Date = [Status [ Type On Hold | Date Required | Order Total ]
00029 ProCast 2/5/ Open [

00015 Open

00018 Open

00030 Open

Edt Hew Copy Fil Sngle Order | | FilOnders | [Create bwoices | [ Unfilordens | [ Cose | @)

8. Click on Fill Orders.
9. Select the appropriate Fill Sales Orders Option.
10. Click Process in the Filled Orders screen and then Yes to continue.

©

11. Click Create Invoices and complete the Post & Print screen, and then click Create.

12. Click OK to complete the fill process. At the main Sales Orders (Edit/Fill/Invoice) screen, use the Current Filter field to
switch back to all orders (or all open orders).
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