Using Back Orders

Out-of-stock situations are likely to occur from time to time.

Having a system of back order processing ensures customers do not turn to
the competition to buy the products they need.

In this course, you will learn how to create a back order, [pause] recall it
using ‘Find Documents’ and how to release it once stock is available.

Create a new Sales Order and select a Product.
The ‘Quantity’ the customer needs exceeds the amount of ‘Available stock’.

Completing the line displays a stock warning advising there is not enough
stock available for the request.

The quantity ‘Required’ and ‘Available’ are shown.

Clicking the drop down shows a list of options for handling the shortfall.

The second option to ‘Create a back order for this customer’ is selected.
Indicate the quantity to back order.

The options include ‘Just the stock shortage’, ‘The whole line’ or “This many’.

Selecting the last option allows you to specify a specific quantity to back
order.

With a selection made, click ‘OK’.

When the line is added to the order, the ‘Qty’ shown represents the amount
that was not backordered.

‘Complete’ the sale.




Use ‘Find Documents’ to locate the sales order.

When the sales order was completed another document was created for
products with a back order quantity.

The sales order for the quantity that is available is shown with the standard
‘SO’ icon and a status of ‘Picking’.

The back order document has a ‘BO’ icon and a status of ‘Waiting for Stock’.
Sales orders are numbered in 5 digit increments.

The number assigned to back orders is the next sequential number after the
sales order number.

You can also set the ‘Look for’ to ‘Back Orders’.

The results contain back order documents noted by the ‘BO’ icon and sales
order numbers ending in 6 and 1.

Back orders are ‘Related Documents’ to the original sales order.
Selecting a back order, [pause] right-clicking [pause] and choosing the
‘Related Documents’ option shows the sales order number that the back
order originates from.

Back orders remain at a ‘Waiting for Stock’ status until released.

The ‘Back Order Release’ process checks the current available stock
guantities to fill the order.

Select ‘Order Monitor’ from the ‘Home’ tab.
Set the ‘Filter’ to ‘Back Orders For Release’.

Set any other filters to narrow your search.




Click ‘Go’.
You can use the right-click option [pause] and select ‘Release Back Order’.

However, it is important to note that using this method does not take into
consideration Stock Receipts, the order’s Date Required or Date Created.

Best Practice is to click the toolbar button ‘Back Order Release’.

At the ‘Release Back Orders/Transfers’ window set the ‘Branch to check’ if
different from the current branch.

The system displays the date ‘Last checked up to’.

Set the date to ‘Check stock receipts since’.

Select to ‘Allocate stock based on’ either ‘Order/Transfer Date Required’ or
‘Order/Transfer Date Created’.

Click the ‘Check Now’ button.

Alongside the ‘View Results’ button you can see the number of ‘back
order/transfer lines outstanding’.

Click ‘View Results’.

A new window opens showing products on back order where stock is now
available. These can be released.

From the buttons displayed, you can select to ‘Release All’ at one time,
‘Release Selected’ by selecting individual or multiple product lines for
release’ or ‘Remove From List’. This removes the line from being available
for release on this list. It does not delete the back order line.




Choosing either ‘Release All’ or ‘Release Selected’ asks you to confirm the
action.

You can elect to print the documentation.

From ‘Order Monitor’ change the ‘Filter’ to ‘Orders for Picking’.

The released back orders are listed with a status of ‘Picking’.

Having a store procedure to address unavailable stock situations ensures
that your customers get the products they need in a timely manner.

By creating a back order, locating it when merchandise becomes available

and releasing the order you can keep your customers’ happy and maintain
accurate inventory data.




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 © 2016 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.

EPICOR.

Corporate Office

804 Las Cimas Parkway

Austin, TX 78746

USA

Toll Free: +1.888.448.2636
Direct: +1.512.328.2300
Fax: +1.512.278.5590

Latin America and Caribbean

Blvd. Antonio L. Rodriguez #1882 Int.104

Plaza Central, Col. Santa Maria
Monterrey, Nuevo Leon, CP 64650
Mexico

Phone: +52.81.1551.7100
Fax: +52.81.1551.7117

Europe, Middle East and Africa
No. 1 The Arena

Downshire Way

Bracknell, Berkshire RG12 1PU
United Kingdom

Phone: +44.1344.468468
Fax: +44.1344.468010

Asia

238A Thomson Road #23-06
Novena Square Tower A
Singapore 307684

Singapore

Phone: +65.6333.8121
Fax: +65.6333.8131

Australia and New Zealand
Suite 2 Level 8,

100 Pacific Highway

North Sydney, NSW 2060
Australia

Phone: +61.2.9927.6200
Fax: +61.2.9927.6298


http://www.epicor.com/company/connect-with-epicor.aspx
file:///C:/Users/csandoval/Desktop/working%20on/Epicor%20Rebrand/Generic-Word-Templates/Epicor-Generic-Word-Template-0116/www.epicor.com

