Sales Order Allocation

Overview

Sales Order Allocation is used when you get orders in advance and need to reserve the stock
without a Ship Doc. This gives you complete control of reserving stock and allows you to also
complete partial allocations & partial shipments.

Setting up who can Allocate Sales Orders
The first step to using Sales Order Allocation is setting which Roles can access the feature.

Head to Settings >> Roles >> Edit the Roles you want to access this feature:

Admin » Roles » Role

» Role-Sales Rep Role =3

Name.
Sales Rep Role [5]

General  Sales  Purchasing  Production  Warehouse IP Restrictions Time Of Day Restrictions
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Add Exception

Click the check box to activate the feature for this Role and click Save.

Adding 2 New Columns to the Sales Order List



Sales » Sales Orders

. SelesOrders E

Batch Action - No. v Search Sales Order Q 5 © New Sales Order

@

=]

[ mo. - customer DATE PROMISEDATE  CUSTOMERPO  TOTALAMOUNT  STATUS FILLSTATUS  ORDERSOURCE SALESORDERTYPE  SHIPGYDATE  ALLOCATIONSTATUS  ALLOCATION PERCENT AcTions
0 160 70E Solutions Inc List Options Sx /2021 None zom
O 1ess 68 Proteus Caret 9/2021 Partial 500 % zom
0O es7 68 Proteus Carer 912021 Fartial 66.666700 % zom

Filters Other
0 16 68 Proteus Caret /2021 All 100% zom
[0 1634 1111 Nelson Brothers Available columns Selected columns 8/2021 None 0% zom
O 1ss2 1111 Nelson Brothers. Ac # - No. - Top 8/2021 None 0% z omn
[ 1682 1111 Nelson Brothers Additianal Fee Customer = 812021 Nore 0% zom
0O es 1111 Nelson Brothers Addtional Fee : 22021 None 0% zom
O 1es0 1111 Nelson Brothers Additional Fee Rate 8/2021 None 0% zom
0O e 1111 Nelson Brothers Aggrtion| Fee Sales Tax 712021 None 0% zom

Allow Ship Partia

Assigned To

Bill Address Care of

Next click on the View Full List Dropdown, open up the Sales Order List. Click on the cog in the top
right and go to the Columns Tab.

Add these two columns: Allocation Status & Allocation Percent
Allocation Status - Shows None, Partial, All

Allocation Percent - The actual percentage of items on the Sales Order that have been Allocated

Adding 2 New Columns to the Sales Order itself

OrderTime & AllOrdersDemo Sandbox  tepeur €
Sales » Sales Orders » Sale Order = focifea s

Create New Filters other
« Sales Order - 1684 [ rui0d Status

Open Full List Available columns

General op Summary eviio
Recent Records
#1684 ©
& 1000698 =
0
& 16%
Down
2]
Bozom
Filled =
d uom
ltems  Details  Memo&instruel  kemType Price

s UNENO.  mEM REFNO  FABRICSIYLE  ALLOCATED  UNALLOGATED ACTIONS

1 . B - 000 100 z o

3 HardDrive  HARD DRIVE WITH 256 GIGAS SATA| and MORE. 4400 100 100 EA 100000 1,000.00 000 100 z o

ﬂ 2 m Spare Parts - Sencorpio-ing 162.00 100 100 EA 2000 2000 000 100 z o

Click on an individual Sales Order, then click on the cog right above the line items. Go to the
Columns tab.

Add these two columns: Allocated & Unallocated
Allocated - The amount of that line Item that has been allocated to reserve the stock.

Unallocated - The amount of that line Item that is not Allocated.



Allocating from a Sales Order

Sales » Sales Orders » Sale Order

« Sales Order - 1684 Creste pOF
General
No. 1684
Customer 1111 Nelson Brothers Crange
Date 0/22/2021
Promise Date 9/22/2021
Customer PO
Contact
Items Details Memo & Instructions Custom
s
1maGE UNENO.  mEM DESCRIPTION

1 m

E Hard Drive

(o g

Spare Parts - Sencorpio-ring

Spare Parts - Sencorpio-ring

HARD DRIVE WITH 256 GIGAS SATA-I| and MORE,

Export Print Label

Bill Address

1111 NELSON BROTHERS
2580 WYATT STREET FLOOR/SUITE

1117 NELSON BROTHERS.
SHIP 2550 WYATT STREET SHIP FLOOR/SUITE

BILL CARE OF SHIP CARE OF
WEST FALM BEACH, FL 33404 WEST FALM BEACH, FL 33404
usa
Total Margin 526.60
Total Margin 44631
Percentage
Payments  ShipDocs  Dependency  Attachments  Open Activities  Activity
AVAILABLE  QUANTITY  OPEN  UOM  PRICE ExT, CLEARED  REFNO
160.00 1.00 100 EA 9000 9000
169.00 1.00 100 EA 9000 9000
4400 1.00 100 EA 100000 100000

Created By Harold 9/22/2021 1139 AM  Modified By Harold 572272021 11:39 AM

Status | Approved v
Summary Revision 1
Subcotal 118000
Ship Amount
Discount
Additional Fee
FL-Palm Beach (7.00 %)
Total Amount 125000
Paid Amount -1,25000
Balance 000
FABRICSTYLE  ALLOCATED  UNALLOCATED ACTIONS
000 1.00 o
000 100 z o
000 100 Z o

To Allocate the entire Sales Order, click on the orange Allocate button in the top-left.

Sales » Sales Orders » Sale Order

Sales Order - 1684 Create PDF

General

No. 1684
Customer 1111 Nelson Brathers Cnange
Date /2212021
Promise Date 9/22/2021
Customer PO

Contact
Items Details Memo & Instructions Custom
o
IMAGE LUNENO. ITEM DESCRIPTION

1 m

3 Hard Drive

(o o

Spare Parts - Sencorpio-ring

Spare Parts - Sencorpio-ring

HARD DRIVE WITH 256 GIGAS SATA-Il and MORE.

Export Print Label
Bill Address

1117 NELSON EROTHERS.
2580 WYATT STREET FLOOR/SUITE

Ship Address

7111 NELSON BROTHERS.
SHIP 2550 WYATT STREET SHIP FLOOR/SUITE

BILL CARE OF SHIP CARE OF
WEST PALM BEACH, FL 33404 WEST PALW BEACH, FL 33402
usa
Total Margin 52650
Total Margin 446300 %
Percentage
Payments  ShipDocs  Dependency  Attachments  Open Activities  Activity History
AVAILABLE  QUANTITY  OPEN  UOM  PRICE xt. CLEARED  REFNO
167.00 1.00 100 EA 0.0 90.00
167.00 1.00 100 EA 20.00
43.00 1.00 100 EA 100000 1,000,

Created By Harold 8722/2021 1139 AM  Maified By Harold 9/22/2021 11:39 AM

Status | Approved v
SUMMAry Revision - 1

Subrotal 1,180.00
Ship Amount 000
Discount -0.00
Additions| Fee 000
FL-P2Im Beach (7.00 %) 7000
Total Amount 1,25000
Paid Amount -1,25000
Balance 000

FABRIC STYLE awocaten | unatocatep ACTIONS

1.00 000 z o

1.00 000 z o

1.00 [ca-)

This will set every line item to Allocated which you can see in that column. It also spawns the
Deallocate button which can reverse what you've just done and release the stock back to

Unallocated.



Sales » Sales Orders

Sales Orders

3 items checked

Batch Action - No. v | Search Sales Order Ql |7
——
Change Staws  »  Allocate
JATE PROMISE DATE CUSTOMER PO TOTAL AMOUNT STATUS FILL STATUS ORDER SOURCE SALES ORDER TYPE SHIP BY DATE ALLOCATION STATUS
Allocation »  Deallocate
— Solutions Inc 10/5/2021 104572021 423423424 000 Processing  Mone Phone/Fax/Email 10/1/2021 Mone
reate »
p— | roteus Carer 0/23/2021 912312021 8370 Approved  MNone Phone/Fax/Email /1912021 Partial
Eontlabel » roteus Caret 9/23/2021 9/23/2021 983.70 Approved None Phone/Fax/Email 9/19/2021 Partial
. — roteus Caret °/23/2021 /232021 83.70 Approved  None Phone/Fax/Email /192021 Partial
[ 168 1111 Nelson Brothers  9/22/2021  0/22/2021 1,250.00 Approved  None Phone/Fax/Email /182021 Al
1693 1111 Nelson Brothers /222021 9/22/2021 1,250.00 Approved  MNone Phone/Fax/Email /1812021 None
1682 1111 Nelson Brothers. 9/22/2021 9/22/2021 1,250.00 Approved None Phone/Fax/Email 9/18/2021 None
1681 1111 Nelson Brothers ~ 9/22/2021  0/22/2021 1,250.00 Approved  None Phone/Fax/Email /182021 MNone
[ 1620 1111 Nelson Brothers  9/22/2021  9/22/2021 1,250.00 Approved  None Phone/Fax/Email /182021 Mone
D 1679 1111 Nelson Brothers 972142021 92172021 1,250.00 Approved None Phone/Fax/Email 9172021 None
Prev 1 v of69 Next

Total Records: 681

Batch Action can also be used to Allocate a bunch of Sales Orders at once from the Sales Orders

List.

- Select the Sales Orders you wish to Allocate

- Click on Batch Action
- Click on Allocation
- Click Allocate or Deallocate

- You will see the Allocation Status change to All

e To Allocate inventory you must have a Location set
e Once you Allocate you cannot change the Location
e Allocating reserves the stock and takes it out of Inventory making it Unavailable

Partial Allocation

Sales Order - 1686 (ENEES EEND cromeror - Expor |- | prmiabe s
General Bill Address Ship Address Summary Revison 1
No. 1686 68 PROTEUS CARET 68 PROTELS CARET Subrotal 870
Customer 68 Proteus Caret Chenge 2910 WILDROSE LANE 2910 WILDROSE LANE — e
Dace /2372001 SOUTHFIELD, M1 48075 SOUTHFIELD, MI 48075
us Discount -0.00
Promise Date 0/23/2021
Customer PO Total Margin 1575 Additional Fee 0.00
Contact Total Margin 13.8200 % FL-Miam:-Dade (600 %) 000
Percentage
Total Amount 83.70
Paid Amount -83.70
Balance 0.00
Items Details Memo & Instructions Custom Payments Ship Docs Dependency Attachments Open Activities Activity History
]
IMAGE LINENO. ITEM  DESCRIPTION AVAILABLE QuaNTITY OPEN  UOM  PRICE  EXT. cLEARED REFNO FABRIC STYLE ALLOCATED UNALLOCATED ACTIONS
n 1 11 Spare Parts - Sencorpio-ring 167.00 1.00 100 EA 8100 8100 100 000 °
@rderTime 2 112 VIRGIN RESIN 7.264.00 1.00 1.00 EA 270 270 1.00 0.00 E o

You can create a partial allocation very quickly, click on the edit button for each line item that you

want to remove from Allocation.



Sales » Sales Orders » Sales Order Line

Sales Order Line for Sales Order 1686

ftem 112
Open Quantity 1.00
Allocated 1.00
Unallocated 0.00

Line No. 2

General Custom Bins. Available Promise Dates

s 8 & © Add
BIN =~ QUANTITY ACTIONS

Floor 1.00

“[]

Total Records: 1

Click on the Bins tab and change the quantity Allocated or click on the X to remove that Bin and
its Quantity from Allocation.

Sales » Sales Orders » Sale Order

Sales Order - 1686 [EMTINE) EEMTEELE  CrestePor Export Print Label
General Bill Address
No. 1686 68 PROTEUS CARET
Customer 68 Prozeus Cares Cenge 2910 WILDROSE LANE
Date /232021 SOUTHFELD, W1 a8075
Promise Date 9/23/2021
Customer PO Total Margin 1575
Contact Total Margin 18.8200%
Percentage
Items Details  Memo &Instructions ~ Custom  Payments  ShipDocs ~ Dependency  Attachments
o
IMAGE LINE NO. Tem DESCRIPTION AVAILABLE QUANTITY OPEN uom
i 1 m Spare Parts - Sencorpio-ring 167.00 100 1.00 EA
@rtertime 2 112 VIRGIN RESIN 7,26500 100 1.00 2y

ship Address

53 PROTEUS CARET
2510 WILDROSE LANE
SOUTHFIELD, M1 48075
us

Open Activities

PRICE EXT.
81.00 81.00
270 270

Activity History

CLEARED REFNO

FABRIC STYLE

Created By Harold 5/23/2021 1:09 AM  Modified By lan Benaliel 10/5/2021 2:14 PM

Summary gevision: 1
Suboral

Fedx

Discount

Additional Fee
FL-Miami-Dade (6.00 %)
Total Amount

Paid Amount

Balance

Status | Approved v

8370
0.00Non
000
000
000
8270
2370

000

ALLOCATED

1.00

UNALLOCATED ACTIONS

0.00 o

When you go back to the Sales Order you can see that one line item is Allocated and the other is

Unallocated.

Sales » Sales Orders

Sales Orders

Batch Action v | No

[0 wo. »  customer

O 1689 70E Solutions Inc

[0 1ese 68 Proveus Caret

O e 68 Proteus Caret

O 1ess 68 Proteus Caret

O 168s 1111 Nelson Brothers
0 res: 1111 Nelson Brothers
O e 1111 Nelson Brothers
O st 1111 Nelson Brathers
O 1es0 1111 Nelson Brothers
O 1675 1171 Nelson Brothers

DATE

10/5/2021

92312021

02372021

072372021

92212021

92212021

02212021

0r22/2021

92212021

02112021

PROMISE DATE

10/5/2021

912372021

/2372021

012372021

912272021

912212021

012272021

012272021

912272021

012172021

CUSTOMER PO

423423424

TOTAL AMOUNT
0.00

8370

283.70

8370

1,250.00
1,250.00
1,250.00
1,250.00
1,250.00

1,250.00

Q

STATUS.
Processing
Approved
Appraved
Approved
Appraved
Approved
Appraved
Approved
Appraved

Approved

Prev

ks

FILLSTATUS
None
None
None
None
None
None
None
None
None

None

1 v ofe9

Total Records: 681

ORDER SOURCE
Phone/Fax/Email
Phene/Fax/Email
Phone/Fax/Email
Phone/Fax/Email
Phone/Fax/Email
Phene/Fax/Email
Phone/Fax/Email
Phone/Fax/Email
Phone/Fax/Email

Phone/Fax/Email

Next

SALES ORDER TYPE

SHIP BY DATE

101172021

91972021

9/19/2021

911972021

9/18/2021

911872021

0/18/2021

011872021

9/18/2021

91772021

ALLOCATION STATUS

None

Partial

Partial

None

None

None

None

None

o 8

© New Sales Order

B

ALLOCATION PERCENT ACTIONS

zow
50.0% zom
66.665700 % zom

zom

zowm
0% zowm
0% zom
0% zom
0% zom
0% zow

On the Sales Order list you can now see that the Sales Order has a Partial Allocation and the

exact percent of the items on the order that are Allocated.

e When the Ship Doc is created from the Sales Order, only the Allocated Inventory will

be filled.

e A Partial Allocation will just create a partial Ship Doc, another Ship Doc will need to
be created when the rest of the order is filled.



Turning off Sales Order Allocation

If you'd like to turn off the Sales Order Allocation feature, follow these instructions.

@rderTime

@ AlOrdersDemo oo @

Admin » Company Preferences

e ] e ]

+ Company Preferences

Head to Admin > Company Preferences > Sales
Click on the Advanced Tab

Uncheck the box that says Enable Allocation
Click Save

More about Order Management with Order Time




