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Back Order Process 

 

When attempting to sell more of an item than you have Available 

for Sale, the system will bring up the No Stock pop-up window. 

From here you can select to Sell, Back Order or Drop Ship. 
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Selecting the Back Order option will now display the Back Order pop-up 

window. You can add additional information for the Back Order. Memo 

and Shipping Method will help identify what type of ordering is required 

for this part. 
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Using the Memo or Shipping Method will help the 

user create an order based on certain criteria. 
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Once a Back Order quantity has been placed onto the Sales Order, the Back Order field will increase by that amount. Also, the 

subtotal button will update the dollar amount under the Back Orders totals. 

If you require a deposit on 

ordered items click on the 

Create Deposit button. 
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When colleting a Deposit, an Invoice Settlement window will appear allowing you to collect the deposit 

and create an invoice (receipt) for the customer. The customer’s receipt will reference the original Sales 

Order. 
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Customer Orders will accumulate throughout the day in this fashion until it is time to place the order.  When you are ready to place 
your order you will access the system’s Suggested Back Orders by using the shortcut keystroke option, CRTL – B,  or by navigating to 
Inventory > Utilities > Suggested Back Orders.  This process will automatically show all Customer Back Orders.  
 
The Suggested Stock Order will automatically create your Purchase Order and you can then access the PO to review and 
transmission by navigating to Suppliers > Find > Purchase Order. 
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When the items are received, the user will input the PO number in the top left field of the Item Receipt and the receiving document will 
automatically populate with all of the information from the PO including the Customer Name, any memo you created at the time you 
placed the back order on the Sales Order, the originating document number and type and the Salesman from that originating document.  
 
Once you have saved the item receipt, you can click on the menu item “Print Receiving Report” to print a separate page for each customer 
order that will facilitate the process of getting the items to the appropriate department / salesman.  
 
There is also a separate tab on this document titled “Related Orders” where you can print copies of the original Sales Orders or Repair 
Orders that generated the customer order. 
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Upon receipt, the system will update the original Sales Order by moving the Back Order quantity to the Sale Quantity. Also, the Sales 

Order shows the Unused Deposit to be used in the settlement of this transaction. 
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In our example, since we took a deposit for a partial amount 

of the Sales Order and the customer paid the remainder in 

Cash.. The user can quickly convert this Sales Order to an 

Invoice and click on Save and Print Receipt to finalize the 

transaction. 


