Special Order Streamline

Special Order Streamlining simplifies creating and tracking special orders in Point of Sale.

Objectives
e |tem Entry Options
e Depositing Options

e Finalizing Special Options

Item Entry Options

From the POS screen, select File. Select Configure and then choose Special Order.
From the Special-Order Setup Pop-up, click Item Entry Options.

The first field specifies which SKU to use for not-in-file items. You can enter set values such as SO for special
orders or you can leave the field blank to track special orders by the department.

The second field indicates the vendor you will use when ordering a non-file item. From the drop-down menu,
select vendor. It is best practice to add your primary vendor here so that all special orders are directed to a
single vendor.

In this field, you can choose whether pricing codes should be entered in the posting screen's price field.
The best practice is to set this option to Yes to enable pricing codes to be entered in the Price field in POS
posting.

In the During item entry hide cost with asterisks field, select Yes to enter a cost without the possibility of a
customer seeing the item's cost when creating a special order.

Set the Default P.O. Number to field to Reserve.

Select how you want to assign the PO Number. If you select Automatically: Using next available from option 101,
the system always automatically assigns the PO Number when generating the PO.

If you have vendors who insist on using a PO number they assign, you can set this option to one of the Manually
settings so that the clerk is prompted and can enter that vendor's PO number in the Reserve a purchase order

pop-up.

Once you have set all the Items Entry options, Click Ok. In the confirmation pop-up, Click Ok.
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Depositing Options

Let's set up the deposit options now. From the Special-Order Setup pop-up, select Deposit Options.

The Calculate Deposits for option determines which customers need to provide a deposit on special orders.
The best practice is to set this option to A for All Customers and require a deposit for all special orders regardless
of the customer.

The Calculate Deposits option controls how the system calculates the deposit amount. If you want to collect
100% of the item's price collecting the entire cost of the item up front, then select 100% deposit required from
the drop-down menu.

If you prefer a charging graduated deposit amount, select % of total and click the % of Total button to set the
percentage of charge. For example, if you want to collect a 50% deposit, enter 50 here as the minimum deposit
and click Ok.

Now for each special order, the system will automatically calculate the deposit as half of the total. The
remainder of the cost will be collected from the customer later. Select the deposit payment method here.

Finally, click Ok.
Finalizing Special Options
To finalize your special order options, select Finalize/Invoice Options.

Select Yes from this drop-down menu if you want the customer's signature to finalize the special order. If you do
not use a signature pad in your store, set this option to No. You can still collect a signature manually if needed.

Check the box accordingly in the Select if changes affecting total allowed when 100% deposit field. It is best to
select all types because there are several scenarios in which you may have to refund a customer's deposit.

Set this option to Y so that the system will alert you if a POS clerk tries to invoice a special order that still has
items outstanding on a PO.

In the When total due is .00 complete invoice without stopping? field, select Yes from the drop-down menu to
invoice the special orders automatically.

After you've configured these options, click OK. A confirmation prompt will be displayed. Click OK.

To see an overview of the setup you just completed, from the Special Order Setup pop-up, select Summary View.
The table displays all the setup options.
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Recap

With some initial setup, you can now quickly and efficiently complete special orders, making your customers
happy.
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The contents of this document are for informational purposes only and are subject to change without notice. Epicor
Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and
specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose,
merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints,
dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any
Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting
services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s)
described in this document with other Epicor software or third party products may require the purchase of licenses for such
other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States
and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation.

All rights reserved.

About Epicor

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed
around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of
experience with our customers’ unique business processes and operational requirements is built into every solution—
in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while
managing complexity. The result is powerful solutions that free your resources so you can grow your business. For

more information, connect with Epicor or visit www.epicor.com.
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