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Creating a Sales Order

Sales orders can be created in the Tracesense Dashboard if not imported from a third party

system. To create a sales order click on the Sales Order menu.



2. Click on  Add in the Create Sales Order menu

3. The system generates it’s own Sales order Number. This number must be unique but it can

be changed to your own number format. Please select your customer and create a delivery date.

If the customer doesn’t exist you can create this in the main Sales Order Menu in the ‘Add

Customer’ menu.

Fill all out relevant fields for the Sales order and press SAVE to create the order.

Assign Sales Order Lines

1. In the sales order menu click on ‘View Sales Order’

2. Source the sales order you have just created and select ‘Allocate Order Lines’



3. Click on ‘Add Line Item’ to add an item to the order

4. Select the item from the dropdown list and enter the quantity ordered. You can then press

‘Add Another’ to add another item to this order also or press Save Order.



5. You will now see items that are part of this sales order waiting to be picked on the terminal.

Picking Sales Order - Tracesense Terminal

1. Log into the Tracesense Terminal

2. Select the Dispatch Menu



3. Select Pick Sales Order

4. You will see the purchase orders pending. Select the blue start button to view the order lines.



5. The terminal will show the order lines. If the MENU is RED it means there is not enough stock

for this order (none in). You will need to ensure appropriate stock in a non stores location so it

can be picked. Select the blue button to pick it.

6.  The system will show you available stock for that item and what location it is in. You will

need to select the correct location that you are picking from. Press Pick next to the correct

stock item.



7. Once selected if enough stock for the quantity you can press complete pick. Partial is for

part picking

8. The pick screen will go blue for items successfully received.

9. Once items are picked you can complete the order by pressing COMPLETE



Dispatch Sales Order

Dispatch sales order menu is used for Assigning and Order for Delivery and also marking goods

as delivered.

Assign Sales Order For Delivery

1.  Click on Assign Sales Order



2. Click on the sales order you wish to assign and press The blue menu button

3. Complete the form and press MARK SALES ORDER FOR DELIVERY

Goods Delivery

Goods delivery is used to mark an item as being delivered.



1. Click on Goods Delivery and then select the appropriate order

2. Enter comments and press COMPLETE DELIVERY




