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Chapter 7 – Sales Order 
 
 
Sales Order is part of the Accounts Receivable. From the Accounts Receivable module, click the Receivable 
button to into the receivable page. 
 
In this chapter, you will learn the followings: 
 
I. Enter a Sales Order 
II. Retrieve an existing Sales Order 
III. Print or Display an Sales Order 
IV. Copy from an existing Sales Order 
V. Change a Sales Order 
VI. Ship or Convert a SO to an AR invoice 
VII. Purge or Delete Sales Orders 
 
 

 

Figure 7-1 

 

 Sales order (SO) services as a pre-sales memorandum in planning your inventory or service items.  Creation of a SO does 
not generate any accounting entries in system.  The system won’t recognize the sales revenue until the goods (items) 
are shipped or sold or after you entered AR invoice.  However, this module will give you a forecast of the sales revenue, 
plan your inventory and/or your cash flow schedules. 

I. Enter a Sales Order:  
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Step 1, Select a customer, click [Sales] from Receivable page (see figure 7-1) to get into the Sales Order page 
(see figure 7-2 below). 

 

 

Figure 7-2 

Step 2, Select inventory items, and enter all necessary information in the green areas (figure 7-3). Sales Order number is 
automatically updated from your previous SO number. Click on the [Save] icon to save the order or to display the SO 
form. 
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Figure 7-3 

 

II. Retrieve an existing Sales Order 
 
From the dropdown menu on top, select the order from the existing order list to retrieve the saved SO for 
the selected customer.   Or click on the magnifying glass to display all orders, double click on an order to 
retrieve the order. 
 

III. Print or Display an Sales Order 
 
Click on the [Save] button to save or display/print the sales order. 
 

IV. Copy from an existing Sales Order 
 
Retrieve an existing order, change the order number and then click on [Save] icon to save as a new order. 
 

V. Change a Sales Order 
 
If a SO is shipped or invoiced, it is not editable or changeable. The system will create a backorder if the order 
is not shipped in full. The back order number is the original SO number plus a suffix “-B”.  For example, if 
partial items are shipped on sales order 3001, the system will create a backorder as 3001-B for the 
unshipped balance.   The order number will be changed to 3001-S. 
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You may change a saved order or a backorder. To do so, retrieve the order in section II. Make necessary 
changes and then click on the [save] icon. 
 
If it is a change order, the order number will change from 3001 to 3001-C, or from 3001-B to 3001-B-C. 
 
If an order is for multiple shipments, it will continue to create back orders for each shipment, such as 3001-B, 
3001-BB, 3001-BBB… etc.  If an order has been change multiple times, the sales order will change as 3001-C1, 
3001-C2, 3001-C3... the “-CXX” indicating the number of times of changes made.  It can be mixed if it had 
shipped, like 3001-B-C1, or 3001-BB-C3, or 3001-BB-C1-BB-C2… 
 
Let’s interpret this sales order number as an example:  3001-BB-C1-BB-C2: 
 
1) The original Sales order 3001, partially shipped, Leave a backorder of 3001-B 
2) The backorder 3001-B partially shipped, leave another backorder of 3001-BB 
3) Backorder 3001-BB got changed, became 3001-BB-C1 
4) The changed backorder of the backorder 3001-BB-C1 partially shipped, leave backorder 3001-BB-C1-B 
5) This backorder 3001-BB-C1-B, partially shipped and leave backorder as 3001-BB-C1-BB 
6) And then the backorder 3001-BB-C1-BB made changes twice became: 3001-BB-C1-BB-C2 

In summary, this sales order 3001 was shipped four times and made once changes after two shipments, 
then shipped another two times, then make changes twice.  It is sill open. 

 
VI. Ship or Convert a SO to an AR invoice 

 
Retrieve the order as instructed in section II above: 

 

Figure 7-4 

 Note: SO 6067-BB-C2, has shipped twice and then changed twice. 
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Figure 7-5 

 

 

Figure 7-6 

 

Enter the ship date and ship quantity. Click to the [Ship-Invoice] icon to process to covert the sales order to 
invoice. Once the order is shipped either partially or in full, the sales order number is added with a suffix “-S”.  In this 
case, the sales order 6067-BB-C2 will become 6067-BB-C2-S (This order can no longer be changed).  Since this order has 
not shipped in full, the system creates a backorder 6067-BB-C2-B for 2 pc left of item 1134023. Sales order can be 
changed and backorder perpetually if it is not shipped in full. 



ExcelBook Accounts Payable 
 

6 
 

 
 
 
 
 

VII. Purge  or delete Sales Orders 

When a sales order is shipped/invoiced it will be removed or deleted unless you check he option box [Keep SOs even 
after shipped-invoiced] at the AR setup page below. All the shipped orders will be purged at the year-end closing if 
you unchecked the option box [Don’t Purge shipped SOs at Year-End] closing. 

 

Figure 7-7 

 

However, you may not want to keep too many completed sales orders in the system. You may also delete them or 
purge SOs manually by entering a cutoff date or check the [Purge All Shipped SOs] checkbox (figure 7-8). And then 
click on the delete icon to complete the process. 
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Figure 7-8 

When the orders are to be purged, a backup file is saved in the folder as: ZZ-SALESORDERS-182253XXX.xlsx. 


