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Special Order System 
When a customer requests an item(s) that you do not normally carry in-stock, an item(s) that you have never 
carried or you need to order a stock item(s) at a special price for a customer (perhaps with a one-time cost 
from the vendor), the special order system can simplify this process and eliminate the need for any kind of 
hand-written log or history of these requests. 

This system lets you enter both new and existing items to be purchased from a specified vendor and sold to a 
specified customer.  It will optionally create a Purchase Order automatically as well as a Sales Ticket at the 
appropriate time when prompted by the user.  During the purchase order process, if an item(s) is new then it 
will be created automatically at this time. 

The following is a step-by-step example of how this system works: 

1. Type “SO” to access the menu and then 1. ENTER SPECIAL ORDER REQUESTS: 

 
2. Enter “A” to add a new request: 

 
a. You can select an existing customer or reference a new customer (the new customer will need 

to be added for the order can be billed). 
b. If you select “Existing Customer”, you can purchase the item for “In-House Use” instead of for a 

retail customer. 



c. You will be required to enter an existing vendor that is already in the system as well as a date 
by which the special order item will be needed. 

 
d. Notice the options at the bottom where you can do various edits to the order.  Of note, you can 

“Prepay” for the item – this means you can create a sales ticket and accept the customer’s 
payment before the item is received from the vendor. 

3. You will need to enter at least one item by typing “A” to add an item: 

 
a. Notice that you can order an existing item or create an completely new item – if a new item, 

you will enter its description, size and other information here that will be used later to add it to 
the system. 

b. For both existing and new items, you must enter the selling price you quoted to the customer, 
the cost you expect to pay to the vendor and the quantity to be ordered.  When entering the 
price and cost, the current system price and cost will be displayed for your review. 

4. Once at least one item has been entered, your screen will look like this: 

 



Unless you are going to receive payment from the customer immediately (Prepay), you will now wait 
until the item is received from the vendor before completing the Special Order. 

5. Once the item is received from the vendor, return to the special order program (SO-1), and find the 
order in the list of orders displayed: 

 
(in this example, number 1 in the list) 

6. Select the Special Order and then “F” to begin the process of finishing the order.  Here, you will be 
prompted to decide about the purchase order: 

 
7. Most often, you will create the purchase order so that the item(s) can be received ( #1 above) and then 

a sales ticket created.  You will be able to edit the PO that is created, and most likely receive it 
immediately. 

8. After the PO is received, the Special will no longer be seen in “SO-1” but will now be listed as a 
“Billable” Order in “SO-2”: 

 

  



9. Once selected for billing in “SO-2”, you will have the option to “Bill It” or delete it without billing: 

 
10. If “B” is selected, you will be taken directly into a sales ticket with the item(s) that were ordered.  If the 

sales ticket is completed, the special order process is now complete. 

 


