
 

Direct Order Overview 

 
A Direct sales order is used when the products being sold are shipped 
straight from your supplier to your customer.   
 
The products do not come into your yard, store or warehouse and therefore 
do not affect your available stock information. 
 
In this course, we will review the Direct Order Sales processing cycle.  
 
We will explore the steps required to create a Direct Order Sale, modify the 
automatically generated Purchase Order and see how to convert a Stock 
Purchase Order. 
 
The processing cycle for Direct Order Sales can be summarized in a few 
steps. 
 
First, the ‘Sale Type’ is set to ‘Direct’ and the details of the order entered.  
 
A back-to-back purchase order is generated.   
 
The Sales Order status is ‘Waiting for Supp. Inv.’.  
 
When approval is required, the PO status is ‘Saved’.   
 
Once approved, the PO status changes to ‘Waiting for Invoicing’. 
 
The PO is sent to the Supplier.  
 
The Supplier delivers the products to the Customer’s delivery address as 
stated on the PO. 
 
Upon receipt of the Supplier’s invoice it is entered into Accounts Payable.   
 
The PO status changes to ‘Invoiced’ and the Direct order to ‘Invoicing’. 



 

Having received the Supplier’s invoice usually indicates the products have 
been received by the customer.    
 
The customer is invoiced changing the order status to ‘Invoiced’ and 
completing the sales cycle. 
 
There are very few differences in the entries for a Direct order versus other 
sale types.  
 
On the General tab the ‘Sale type’ is set to ‘Direct’. 
 
Products are added to the order as normal.  
 
Available Stock is not checked and stock warnings will not display if there is 
not sufficient available stock for Direct orders. 
 
Each product line is flagged as a ‘Direct’. 
 
Opening the properties for the selected line, the ‘Available stock’, ‘Branch’, 
Refresh and Stock Info icons are not shown. 
 
Direct orders have an option to copy a Text Line onto the Purchase Order.  
 
This is useful for providing your Supplier with additional instructions. 
 
Click ‘Text Line’.  Enter the desired message.  Below the text box select to 
‘Copy line to purchase order’. 
 
Press ‘OK’ and the line will appear as entered on the PO. 
After pressing ‘Complete’ the Review window details indicate the ‘Product’, 
‘Qty to Order’ and ‘Supplier’ that will be used on the PO.   
 
The Supplier shown is the default set on the product.  It is also the only 
supplier as noted by the ‘1 suppliers’ in the ‘Alternatives’ column. 
 



 

You can choose a different supplier by clicking on the ellipsis which opens 
the window to search for and select a supplier. 
 
Press ‘Continue’ to finish the order.  
 
From ‘Find Documents’, the sales order is shown with the ‘Sale type’ and 
‘Status’. 
 
The status is ‘Waiting for Supp. Inv.’.    
When not set to be auto approved, the back-to-back Purchase Order is given 
a ‘Saved’ status. 
 
The ‘Order Type’ indicates ‘Direct’   and the ‘Our ref’ column shows the sales 
order number that it originated from. 
 
The PO is opened by double-clicking on it. 
 
From the General tab, the ‘View Sales Order’ button allows you to open the 
sales document associated with this Direct PO. 
 
The Lines tab shows the quantity,   cost and text line from the order.   
 
Any changes made to cost update the profit and margin of the sale. 
 
The Notes tab shows information in the ‘Internal notes’ text box that was 
copied from the sales order. 
 
After making any changes, click ‘Approve Order’ and follow the prompts.  
 
The PO status changes to ‘Waiting for Invoicing’. 
 
The printed PO document shows the customer’s address as the ‘Delivery 
Address’. 
 
It is possible to turn an existing ‘Stock’ PO into a ‘Direct’ PO. 



 

From ‘Find Documents’, with the ‘Look for’ set to ‘Purchase Orders’ select 
the PO,   right-click, and select ‘Convert to Direct’. 
 
A new ‘Direct’ Sales Order is opened.   
 
All product lines from the PO are copied onto the order. 
 
Select a customer for the Direct order. 
 
After adding all information, ‘Complete’ the order. 
 
The Purchase Order now displays a ‘Direct’ Status.   
 
The ‘Our ref’ column shows the associated Sales Order number. 
 
You should now be able to create a Direct Order Sale and track it throughout 
the processing cycle.  
 
Turning a Stock PO into a Direct should also be a task you can easily 
accomplish. 
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