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About Special Orders

« Special orders are a one-time order
request from customers for items not
available In the stores active inventory.

« Special orders can be items from a
wholesaler, supplier, distributor or
manufactured items, such as custom
doors, windows, cabinets, etc.

« Paladin supports creating,
ordering/receiving, tracking and
distribution of special orders.
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How Special Orders Work

The Special Order (SO) system spawn's multiple features down stream.

S bl
When you create a special order, new SO item(s) are created in REGON  f EUGENE, O
inventory with the prefix SO, followed by a unique computer-generated T LUMBER |

SO number. Example SO part # SO0001 OREGON

When a special order is stored, it automatically generates a pending
purchase order for the supplier associated with each SO item.

The new SO item is blocked from being automatically reordered using
the suggested ordering system by locking the MAX QTY at zero (0).

The SO is set to a unique department that is based on an employee’s
ID number or the item's actual department.

The SO is stored with a customer account and a deposit can be taken.
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Starting a Special Order

& Paladigdit of Sale

= = . - g Open the Invoice/Quote module.

/}\2 3 -4 4 5 ' "Iﬁ 7
LSRN AR S

Customer

Optional: In the Customers list, select the
customer.

Special Order

Special Order

Order Number: I:l Find [1 Do not create POs { On the bOttom ”bbon, ClICk Advan Ced
Description 1: | | Lookup or press F1.

Description 2: | |

Supplier: | w

cos || Click the Special Order tab.
Sale Price: |:|

Qty to Order:

Desired Date on Hand: |18-Jun-21 D'

o4

Advanced
Lookup
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Adding a Special Order ltem

In the Order Number box, enter or scan the
part number, and then click Find.*

L“" Inventory Customer Special Order L
If the item is found, the Description, Sale Price and
Cost for the special order are filled in automatically. special Order
If the item is not found, enter this information. Order Number: [123ABC — [ Do not create POs f{

Description 1: |CERAMIC FLOWER POT 50GAL |
Note: The final cost will be determined when the item is Description 2: [TERRACOTTA ROUND |
. . S lier: |96 - T&L NURSERY W
received from the supplier uppler: |
Cost: [98.00 |

Sale Price: |249.00 |

Select a Supplier, enter the quantity to order (Qty to
Order), and then set the Desired Date On Hand.

Qty to Order: |1| |

Desired Date on Hand: 09-Jun-21 [~ |

*To search a supplier’s obscure inventory, this feature must
be turned on in Paladin Configuration.
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Creating the Special Order Inventory ltem

Click Finish or press F8 to add the item to

the special order invoice.

Special Order

Order Number
Description 1
Description 2

Supplier
Cost

Sale Price
Qty to Order

Desired Date on Hand

124
HAMMER

2 - MY SUPPLIER

10.00
2299

1l

20.Dec 18

Find

=

Invoice / Quote Checkout

Rewards 1234567891 Customer 3160 - JOHN SMITH
Credit 10.000.00 Address 1 100 Pleasant Ave
Tax Def Net
M O O SO00005 HAMMER
0 1234 2299

I

Desired Date Hand: 20 Dec 2018

Ciny
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Storing a Special Order Invoice and Collecting a Deposit

Click Store Transaction or press F6.

Select Special Order. Aname is automatically
created from the customer name, date and
supplier.

Optional: Enter a Memo.

Special Order Total $632.80

E Click Store or press F12 to save the SO invoice

O None  $0.00

g"\ ' O st l- and create the purchase order.

® 50% $316.40

O 1o sa5280 The special order invoice will be printed.
Name O other  $0.00 . .
B (712 Checha e Optional: Collect a SO deposit.
‘ Nookup | Addtoto | Lmerom | hom | beyment mi&n\mmm Checkout Select a-payment type and Comp|ete the
transaction.

A receipt for the deposit will be printed.
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Processing the SO Purchase Order

Purchase Order
Open the PO module. Days #4 | Supplier | © Addess2 Phone|

EDI H Address 1 City/State/Zip Fax

_ 4 ® POs O AutoSave
I %% Show for all suppliers

Name Memo Date * Emp#

Fé6
Click Recall PO, and then S/
select the purchase order Recall
that contains the "
special order item.

~

Supplier
Id

09-Jun-21 09:55

SO-ACE-MASON OWEN-09-Jun-... SPECIAL ORDER FOR MASON

Click Confirm PO — F8 |
or preSS F8 Days 14 3| Supplier [10 - ACE v] Address 2 Phone :\S

EDI H Address 1 City/State/Zip . . Fax {4.‘\_

Part Number ‘ Description ‘ SOH/ORD ‘ Quantity Cost ‘ Extension Confirm

Click Buy or press F1. ol -

[0 Special Order - Customer 2: MASON OWEN

O S000002 PAINT BRSH MH RND 1-3/4 EACH -25 25 $ 8.680 $ 217.00 { é %
Need: 0, OrdQty: 1.00, Min: =
1000000 0.00, Max: 0.00, Ord%: 100% 0 \%

O Desired Date on Hand: 09 Jun 2021

Buy
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Recelving a PO for a Special Order

Open the PO module.

Click Find PO and open the purchase order that
o P s contains the special order items.

eceive PO G
PO# Supplier |96 - T&L NURSERY - Address 2 Phone | |

PoTota  §  98.00 Verify that the received item quantities and costs

on the purchase order are correct.

On the Receive PO tab, click Process or press

F8.
F % PR SR .’ ; In the Confirm Receive tab, click Process or
V4 SO A9
eeeeee Reggm Relz:ir\lf‘ing R;c:iv LEnle 98.00 p reSS F 1 ’




& UNIVERSITY

Applying Freight Costs to a Special Order

Apply Freight Cost

Apply a freight cost to received items

In the PO Freight Cost window, enter
the Freight Cost, and then click OK or press F8.

Special Order

Special Order Freight In the Special Order window:
Iy /
ltems to be received were generated from a special order. C“Ck Yes to apply the freig ht cost to yOUI’ SpeCial
D Apply freight cost to the special order? order_. This ad_ds the freight costas a line item on the
Itq special order invoice and is paid by the customer.

Click No, if the store will be incurring the freight
charge. This will add the cost to the purchase order.

........................................
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Completing a Special Order

Special Order Deposit for $15.46

—

Open the Invoice/Quote module.

Checkout |
Rewarde| MR 2024 . JOHN SMITH ode 2 P | Select the Customer.
- Address R - Click Recall Transaction or press
Payment Type ‘ Amount F6
Cusiomer Messages AMOUNT DUE $ 61.85 In the Recall Transaction window
e select Special Order.
\5 Charge 15.46

Highlight the special order, and then
click F12 Recall to open the special
order invoice.

(The deposit amount will
automatically be credited on the

- S ': ol g b s p— 5760 iInvoice and processed as a charge)
@’" &g === A | N - Toxs i Optional: Edit, add, or delete items
Cosn | Charge | CresCard | Check | Cowpon _ Trassacton | Pt Oucte T Joini g1ae l in the invoice.

Complete the checkout process.
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Allowing Changes to Special Orders

On the File menu, click Setup.
Click the Company tab.

In the Special Orders pane, select the Allow
Special Orders to Be Edited checkbox.

Click Save, and then click Close.

Important: Before editing a special order, be aware:

Modified special orders, will no longer match the
customer’s original copy and the associated
purchase order will not be updated.

Increasing an item guantity, may require a separate
purchase order for the additional items.

Reducing item quantities may require you to cancel
the unneeded items.

Print Special Order Cancel B

Select Special Order to print...
r@ None

H @ Receipt Quote

L._Hf. (3) Full Sheet Quote

@ Yard Order
(8) Rain Check

Done

Tip: When you make changes to a
special order, email or print an updated
copy of the special order invoice for the
customer. You can do this from

the Print Special Order window that
appears when you save your changes.
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Deleting a Special Order

T mER

File Edit Maintain Tasks Reporis  Help

g = 1 2 3 N = 4 s 5 |5 7 B | sccuns 9 [BON 2021 |

NS Y S o - 2 g5

= » R | X NS &y | L2
i

nvoice/Quote | Customers Inventory PO Reports Backup Exit Trinity Ace Hardware Paladin Support 18-Jun-21
Invoice | Quote
Rewards (WSUMUDL,  Customer |2 - MASON OWEN v| Address2 Phone | |
Credit 0.00 Address 1 62345 PINE STREET City/State/Zip TACOMA, WA, 98409 Fax

Recall Transaction

O Suspended Sale O Quote — Order (O Kit @ Special Order

1 & [] Show for all customers

Name Memo

2 MASON OWEN-18-Jun-21 1:30... SPECIAL ORDER FOR MASON

O OnHold O Delivery

Date * Emp# Acct#

18-Jun-21 13:30 1

| F12 Recall |

: |

Open the Invoice/Quote module.

Click Recall Transaction or press
F6G.

Highlight the Special Order, and
then click Delete. All values for
Inventory on hold will be returnedto
their appropriate stock on hand
guantities.

If you created a purchase order for
this special order, delete that
purchase order.
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Special Order Reporting

Invoice / Quote 1. Openlnvoice/Quote module.
Rewards |:| Customer | ~ Address 2 Phone

e e R - 2. Click Recall Transaction or
press F6.

Recall Transaction

A ) Suspended Sale O Quote — Order () Kit (@ Special Order ) On Hold () Delivery

AL/ v tor st customen 3. Select Special Order option.

Name Memo Date * Emp# Acct #

4. Click View in Excel.

2 MASON OWEN-09-Jun-21 9:52... SPECIAL ORDER FOR MASON 09-Jun-21 09:55 1

| Wiew in Excel | | Delete | | | | | F12 Recall |
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Special Order Setup Options

Special Orders

1. Contact Paladin Support to enable
Special Orders.

[] Use Existing Inventory Departments for Special Order ltems
[ ] Disable Special Order Motes to Purchase Orders
Allow Special Orders to Create Customers 2
Force Special Orders to big form ¥
[] Allow Special Orders to be edited

Special Order Default Deposit

. On the File menu, click Setup.

3. Clickthe Company tab.

() None _

O 25 4. Scroll down to the Special Orders
@ 50% pane.

O 100%

O Other 5. Make your desired selections and

click Save.

Default Class for Special Order kems I:I
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| earn more

Paladin Help Portal (http://portal.paladinpos.com)

Options: Special Orders

Best Practices: Special Orders

How to create a special order

How to complete a special order

How to delete a stored special order

How to manually receive a purchase order for a special order

How to print all invoice, quotes and special orders for a specific customer on the
large form

How to set a special order deposit amount
How to allow changes to a special order



http://portal.paladinpos.com
https://portal.paladinpos.com/knowledge-base/how-to-set-up-the-special-orders-feature-2/
https://portal.paladinpos.com/knowledge-base/best-practices-special-orders/
https://portal.paladinpos.com/knowledge-base/how-to-create-a-special-order/
https://portal.paladinpos.com/knowledge-base/how-to-deliver-and-sell-special-order-items-2/
https://portal.paladinpos.com/knowledge-base/how-to-delete-a-stored-special-order/
https://portal.paladinpos.com/knowledge-base/how-to-receive-a-purchase-order-for-special-order-items-and-include-the-freight-cost/
https://portal.paladinpos.com/knowledge-base/how-to-print-all-invoice-quotes-and-special-orders-for-a-specific-customer-on-the-large-form/
https://portal.paladinpos.com/knowledge-base/how-to-set-a-default-special-order-deposit-amount/
https://portal.paladinpos.com/knowledge-base/how-to-allow-changes-to-a-special-order/
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Q+A



&> UNIVERSITY

Next Webinar:

July 13 @ 9am PT

Register: portal.paladinpos.com/webinars


https://portal.paladinpos.com/webinars/
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Check out our Paladin 2021-B Release Guide
on the Help Portal.

Expand your Paladin Knowledge:

Stay relevant in retail: Webinars available at:
paladinpointofsale.com/retailscience portal.paladinpos.com/webinars
Self help at: Follow us for Paladin news and updates:

portal.paladinpos.com ﬂ m u


https://portal.paladinpos.com/release-notes/new-features/release-2021-b/

