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Using Order Monitor 

Several work processes done in the yard or warehouse are performed using Order 

Monitor. In this course, you will learn how to locate Orders for Picking, how to 

enter a Picking Confirmation, and the process to mark Orders for both Pick-Up 

and Delivery. 

Picking staff use Order Monitor to find orders that are ready to be prepared for 

delivery or customer pick up.  To find these, set the Filter to Orders for Picking. To 

limit the search by Dates, choose an option from the drop down. For selections 

other than Custom Dates, the From and to are auto-filled with the corresponding 

data. 

Certain Filters automatically enable the Only orders at this status option. The 

system considers All Delivered and Will Call sales as orders-for-picking.  They can 

however have other statuses before Picking such as Waiting for Stock or Credit 

Control. With the Only orders at this status check box enabled, BisTrack limits the 

search to orders at a Picking status. 

Click Go to perform the search. The system lists the orders for Picking specified in 

the date range. A best practice is to group the information by the Date Required. 

To do this, click and drag the Date Required column header to the Group by box. 

Now the system shows the orders for each day within the date range you 

specified in the search criteria. 

To see additional statuses, disable the Only orders at this status check box. 

BisTrack conducts the   new search immediately. The results now include 

Delivered and Will Call orders that have a status other than Picking. 

With the orders for picking identified, we can now print the Pick Tickets. You can 

select multiple orders for printing as long as they are the same Sale Type and 

either cash or charge. Here, we select two Will Call charge orders. There is a Print 

button on the toolbar.  It displays the name of the document format last used.  

Clicking the drop down shows all formats.    
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If not already selected, choose the Print Picking option. Change the Print 

Document settings as needed. When finished click the Print button. 

Using these documents, the staff assembles the orders, hand writing the 

quantities picked and any other relevant information onto the pick ticket. This 

information is then used to enter the Picking Confirmation. To begin, find the 

order and then open the right-click menu. Select Sales Order Processing and then 

Mark Order.  This opens another menu where you can select Mark Picked.  

The Picking Confirmation window opens. It is similar to the sales order window 

with the customer name, delivery address and date information in the header 

area. There are tabs for displaying the Lines, Special Instructions, Header, and 

Internal Notes. Use the Lines tabs to enter product quantities when picked. 

BisTrack shows the Requested quantity below the product code and description.  

Enter the quantity picked for each item. When the quantity entered matches the 

Requested quantity, the Status of the line changes to Picked and the cursor moves 

to the next line for entry. You can enter Orders picked in full quickly using the Pick 

All button. The system automatically matches the Quantity for the remaining lines 

to the Requested quantity and updates the line status for each to Picked. 

To finish the entry and move the order to its next status, select Pick Confirmed. 

You can use other buttons to Save the picking information without changing the 

order’s status, or you may press Cancel, which closes the window without saving 

the entries.  You can also mark an order as fully picked without having to open the 

Picking confirmation window. 

From the Order Monitor window, highlight an order for Picking and right-click. 

Select Mark Order and then Mark Fully Picked. The system automatically picks all 

lines on the order to the requested quantity and moves the order to the next 

status in the processing cycle. 

Will Call orders that have been marked as picked now have a status of Pick Up. 

When the customer comes in to get the order, find it using Order Monitor. 

Highlight the document then open the right-click menu. Select Mark Order and 

then Mark Picked Up.  
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Cash orders with an outstanding balance cause the Deposits and Payments 

window to open.  You must enter the payment before marking the order picked 

up. The system flags charge and fully paid cash orders as picked up and proceeds 

to the Invoicing status. Confirm the release date and choose to print and or email 

the final document. Click OK or press F12 to continue. The status changes to 

Invoiced completing the sales processing cycle for the order. 

Delivered sales orders are given a Delivery status after they have been picked. 

When the shipment is ready to go, mark it delivered. Within Order Monitor, find 

the orders for delivery. The toolbar displays a button used to Mark Delivered or 

Mark Picked. It displays the last option used. If not already selected, click the drop 

down and choose Mark Delivered. 

BisTrack opens the Order Delivery Date window where you can set the delivery 

information including the Delivery date, a Reference, and Vehicle Type. The 

system automatically selects the option to Print delivery note document set. Click 

OK to proceed. 

A delivery ticket similar to the sample shown is used to deliver the order to the 

customer. The order is now marked delivered and given the status Invoicing. 

When the delivery has been completed and the signed paperwork has come back, 

the order is invoiced. Refer to the Training on Demand course “Invoicing 

Overview” for instructions on how to invoice orders. 

Order Monitor provides all the tools necessary for processing sales orders. You 

should now be able to use it to find Orders for Picking, enter a Picking 

Confirmation, and Mark Orders for Pick Up and Delivery. 
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