Creating Customer Orders/Invoices in Small Business Manager
· Choose Orders off the Customers’ icon menu
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· Accept the default order number, but go to the Customer ID field and click the Magnifying glass to choose the correct customer.

· If the ship-to address is incorrect, you can change it or add a new ship-to address for that customer by pressing the Document Details button at the bottom left.

· To add detail line items press the magnifying glass next to the Item Number blue link. See where the ISBN number “0071354530” is entered? You would choose the ISBN to pick the book to sell. 
· Enter the quantity and unit price.

· You will then be asked to choose a Lot for this item. We use Lots to specify Locations, where the item can be found in the warehouse. 

· The Lot screen will now appear, but don’t choose the lot right now. Let the Warehouse people choose it when they are ready to find the books and fill the order. Click the “OK” button and then the “Continue” button so as not to choose the lot right now. See picture below.
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Choose OK without picking the Lot/Location. Then the Continue button.

· Tab through the extended price field to the next line, ready for the next item.

· Complete the Order and click the Save button at the top.
Once the order was filled by the warehouse, they should press the Create (Invoice) button to convert the order to an invoice. That is how you will know what they shipped.

· You can then look in the “Invoices” section off the Customers menu to find all open Invoices (shipped orders). 

· Put in the correct pricing and freight or other miscellaneous charges.

· Print the invoice and inspect it for correctness.

· When correct then click the Post button to confirm the amount in the accounting system.
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