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Advanced Special Order Set Up - N 

It can be challenging to find the most efficient way to process customer requests 

for non-stock merchandise.  

By configuring your system to align with Epicor Eagle Best Practices you can 

ensure that Special Orders are processed smoothly and end up with a satisfied 

customer. 

In this course we will review the Point of Sale configuration settings for Item 

Entry, taking Deposits, and Special Order Invoicing.  

We will also discuss the Summary View related to these settings. 

To view the configuration settings for special orders, start begin in Point of Sale.  

Select Tools, and click Configure Special Orders.  

The Special Order Setup window appears with four options:   

Item Entry Options, Deposit Options, Invoice/Finalize Options, and Summary 

View. 

Select Item Entry Options.  

Here, you can create a SKU to use for items not on file.  

Best Practice is to use SO, for Special Order.  

If this option is left blank, the clerk will need to manually enter the appropriate 

Special Order department SKU for each special order item.  

You can enter the vendor you wish to appear for not in stock items.  

Using your primary vendor prevents clerks from placing an order with the 

incorrect wholesaler.  

The remaining fields need no adjustments. 

Select OK to save the changes. 

Deposit Options has a number of fields related to customer deposits.  
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Calculate Deposits For allows you to choose whether a deposit will be calculated 

for all customers or a just a specific type of customer.  

Best practice is to select option A, calculate deposit for all customers.  

Calculate Deposit asks how much of a deposit to collect at the time of the order.  

You can charge the entire purchase price, a percentage, or nothing.  

Best Practice is to collect 100% of the price of the item.  

This maintains optimum inventory levels while still providing excellent customer 

service. 

The final option determines whether customers can pay their deposit by bankcard 

or charge the amount to their account.  

Select OK. 

The final last set of options you can configure involve Finalizing or Invoicing 

Special Orders. 

Determine whether customers are required to sign for a special order.  

If your business does not use Signature Capture Pads select No. 

Next, decide whether price changes can be made to any Order on which you have 

collected a 100% deposit.  

Best practice is to allow for all options. 

For Set Warn if Invoicing Item Hasn’t Been Received, best practice is to select to Y.  

This alerts the clerk that the item invoicing hasn’t has not been received and stops 

them from invoicing the item order.   

The final selection determines what occurs when the Total Due is zero.  

Best Practice recommends selecting Y to avoid visiting the Totals screen.  

Press ‘OK’, to update the settings. 

Selecting Summary View provides a list separated by Option Group that shows the 

Current Value of each Special Order option. 

The far right side of the viewer displays the corresponding Options ID numbers. 
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To close the Special Order Setup window select cancel. 

You have seen several ways to set Item Entry, Deposit, and Finalize Options along 

with the Summary View. 

Follow Epicor Eagle Best Practices for the most streamlined method.  

Your clerks can now begin to process Special Orders and you can keep your 

inventory levels in check.   
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