
Amending a Sales Order
Part 1 – adding a new item



Items should only be added to orders if picking hasn’t already commenced

Check with the person doing release sales order picking to confirm it is OK to add new items



Click Add line



Enter new item number
and then tab across to
quantity and enter 
required amount



The system will populate the
ship date with the date from
the header or if it is out of stock
with a longer leadtime it will
display that date



This order is set to part ship, the first item
and header have a requested ship date of the
19/06 and a solar cover 22/06. Adding a liner
to the order shows that will ship on the 25/06



Once you have finished adding the new items you need to recalculate the delivery charge

1. Click on the Delivery Charge line 
2. Then click Update line

3. Click Delivery 
Charge



After any changes you must take additional payment if they are a Pro Forma account and always re-confirm the sales order

Press the Sales order confirmation button, 
align dates if its a full ship order or remove full ship flag 



Amending a Sales Order
Part 2 - Amending Ship Date to a future date on Full Ship Orders



This order has a ship date of the 20/06

Click on line details to expand the details area



1. Click on the Delivery tab 

You will note that when an 
order has aligned dates even 
ATP items will now have 
requested and confirmed dates
populated

2.  To amend dates you use the simulate dates button



On this order you will move shipping from the 20/06 to the 25/06

1. Select the new shipping 
date line from the list 

2. Click Update requested ship date



If you get a pop up about Overwriting prices and discounts

1. Untick the Multiline discount box 

2. Click OK



You may then get another pop up about Overwriting prices and discounts

1. Untick the Total discount % box 

2. Click OK



If the item has delivery date control ATP only the requested dates will be updated



If the item had delivery date control of CTP it would be updated like this



Now we re-confirm the order and the Align dates system will adjust the other lines and header



The system will ask you to realign all the dates to the 25/06

Click OK and the re-confirm the sales order



Amending a Sales Order
Part 3 - Amending Ship Date to an earlier date on Full Ship Orders



If you want to change the ship date to an earlier date, you should change the dates in the header.
Before doing so you should make sure all items will be available on the new shipping date

Click Header view



Go to the Delivery Section on the Header View

Click the simulates date button



The current ship date

1. Select an 
earlier ship 
date line 

2. Click Update requested ship date



Click the simulates date button again



1. Select the 
earlier ship 
date line 

2. Click Update confirmed ship date



Click on Line view



All dates now match the header



Click Sales order confirmation to re-confirm the order



Amending a Sales Order
Part 4 - Changing the ship date for an item on Part Ship



On Part Ship orders items will be released on the lines ship date

On this order the first line has the date of 26/06 and
second line 22/06

1. To amend the date click on simulate dates button 



1. Select a new ship 
date line 

2. Click Update requested ship date



1. If the confirmed dates are also populated 

2. Click on the simulates date button again, amend the date 
and click on Update confirmed ship date



Repeat the steps on each line you need to change the ship date for

Then click on Sales order confirmation and re-confirm the sales order



Amending a Sales Order
Part 5 - Changing the Mode of Delivery



Click Header view

To amend the Mode of Delivery



Click on simulate dates



2. Select the ship date line

3. Click Update requested ship date

1. Update Mode of 
delivery 



Click on simulate dates again



1. Select the ship date line 

2. Click Update confirmed ship date



Click on Line view



Check all dates and mode of delivery have been updated



You now need to recalculate the delivery charge and if the customer is Pro Forma take any additional payment including VAT

1. Click on the Delivery Charge line 
2. Then click Update line

3. Click Delivery 
Charge



Click Sales order confirmation to re-confirm the order



Amending a Sales Order
Part 6 – Changing mode of delivery on an order that has already been part shipped



Before amending the Mode of Delivery on back ordered lines you should check that an output order hasn’t
already been created for that line. If it has you must delete it, otherwise any changes you make will not be
shown to the picker.



All these items shipped on the 13/06

This line was due to ship on the 27/06
by MoD 01, but is now available and
the customer needs their back order
on an Express service

1. Click on Header view 



The original shipment
went via Tuffnells on a P1
service

1. To amend the MoD we will use the simulate date button 



1. Change the Mode 
of delivery 

2. Select the 
required Ship date

3. Update requested ship date



Press the simulate date button again



1. Select the 
required Ship 
date 

2. Update confirmed ship date



You will see it has updated
all lines even if they have 
already been shipped

2. You must then re-confirm the sales order

1. If an additional delivery charge is required add a new line, you will need to work out the additional
amount manually. If the customer is also pro forma you must take the additional payment including VAT



Under Sales order confirmation Journals

You will find two versions on the
sales order



The first journal shows the first part of the order was to ship on 13/06 via MoD 02



The second journal only contains the remaining unshipped item with the new MoD and ship date



Amending a Sales Order
Part 7 – Changing the delivery address



In Header View of the Sales Order go to the Address section 

Click on the add address button



Enter your new delivery address

1. Tick One-time 

2. Click OK



3. Click on Line view

1. Update name field if contact as changed 

2. Update any contact details as necessary 



Click Yes to all



Click Sales order confirmation to re-confirm the order
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