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Working with Special Orders
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This guide explains how to handle special orders. It is intended for general users.

Special order (SO) items are line item codes (LICs) that you do not regularly keep in stock.
These items are typically only purchased as needed for a specific order. You might also
make a special purchase to take advantage of certain reduced costs or shipping, or there
may be value-added services that you provide on the product before shipping it to the
customer. Items that you assemble at your facilities are rarely marked as SO items.
Therefore, screen layouts for Assembly Items and Inventoried Assembly Items do not
usually include the SO flag.

For an example of how this feature can help your team, read our feature highlight

Outcomes of Configuring Special Order Items

When you configure an LIC record as a special order item, it affects multiple aACE
processes:

e The LIC is removed from the automatic inventory replenishment processes

(https://aace6 knowledgeowl.com/help/configuring-inventory-replenishment-for-purchased-items) — aACE does not manage
inventory levels for special order items, so the replenishment fields become inactive for
the item.

e The LIC cannot be flagged as a drop ship (https//aaces knowledgeowl.com/help/understanding-drop-shipping) (DS)

item — The SO and DS options are mutually exclusive. If the SO flag for an LIC is already
marked when you mark the DS flag, the SO flag will be cleared automatically, and vice
versa.

In addition, when you include an SO item on an order, it affects order functionality
(depending on your system preferences):

e The SO flag for the item on the sales order screen is flagged automatically.

¢ When you open the order, aACE automatically generates a purchase order
(https://aaces knowledgeowl.com/help/order-procurement-automation) (PQ) for procuring the item.

¢ aACE cannot auto-generate an outgoing shipment that includes the SO item until after
the item is received in an incoming shipment.

¢ Whenthe SO item is received, aACE generates a notice (nttps://aaces knowledgeowl.com/help/working-
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with-notices) fOr the associated team members to inspect the product and also generates the
necessary shipping and invoicing records.

For additional flexibility, you can specify that regular LICs on a sales order should be
handled as special order items. This can be useful when temporary business factors make
the item's quantity larger than normal or the cost of the goods/shipping lower than usual.
Marking the SO flag for a product links that specific inventory to that order. This enables
aACE to automatically generate a purchase order to the SO item vendor when the sales

order is opened.

Configuring a Line Item Code as Special Order

1. Navigate from Main Menu > Inventory > Line Item Codes.

2. Use the Quick Search (nttps;//aaces knowledgeowl.com/help/using-the-quick-search-bar) bar to find the desired
LIC.

3. At the detail view, click the Setup tab, then click Edit.

4. Inthe Preferences section, mark the flag for Special order by default.

g

r. [ ] Line ltem Codes
4 ¥
Code: TECH-A Electronic Whiteboard Connection Panel acrive @
Setup | Hotices | Tasks B Emais il Docs
Accounting Setup Commissions and Rate Setup Sl from Commssons Unit Info
Revenie Account > Cost Afcount > Rate Type R sl 5 Proc Case Oy LIOM LUPC HTS
4002 | Product Sales L 5001 | Uncategorized 1 Markup % 0% V 54.95
Tnwseritry: ACCount = Departmant = Commission Type Comm Valug VOS5 Commission Sale Case Oty LOM GTIN ECCN
1305 | Finished Goods L aACME, Inc. (Al) 1 Mot Applicable [
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Enforce rate card billing Bi) purchasing ackhvity within the kst number of days:
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' Special order by defaul,
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a = by job.
Send Hotics Whn an rder oF PO i apened.
Send notice if sold with mangin less than: 0
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# crd (RN

Flagging an LIC on a Sales Order as Special Order

1. Navigate from Main Menu > Order Management > Orders.
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2. Use the QUiCk Search (https/aaces knowledgeowl.com/help/using-the-quick-search-bar) Dar to find the desired

sales order.
3. At thesales order's Order Items section, mark the flag for SO.
r. d Orders a'
Order: 60002 Full STEAM Charter School 08/01/23 = penoing O
Sales Order | | | Notices Tasks B Emals i Docs @
Bill To o+ Ship Ta End Customer * _ Comments & Next Steps
Bl To > B 9 custome PO # Ship To > Bind | B 9 ShpType o Date
Full STEAM Charter School [Full STEAM Charter School Complete 080323 |
Tina J Rivera - . Tina J Rivera .
804 Rene Rd. Rate Card > Disc 9 804 Rene Rd. Irvvantory Bin
Kingston, CA 90310 L Kingston, CA 90310
Bifling Terms Shipping Terms
Met 30
Description Additional Info Next Step Next Step Date
" s =
Order Items
Code Description Inviry As Upgs Opts Cames  Cuantity B0 05 50 ik Price Unit Auj Tk Margin A
- TECH-B \ Blectronic Whiteboard 50 + = 1] 249 0,00 134,54 ExLBE
- TECH-A . Blectronic Whiteboard 43 + = 4 1 [} @ 54,95 0,00 329.70 % A
* TECH-C . Blectronic Whiteboard 47 + E# [} 499,99 0,00 2,999.94 W% A
Subtotal 3,464,586 [E 19%
Adjustment 0.00
- - Total 346458 19%
Sales Billing Fulfillment Shipping
g : Shipping 5994 [T
Qrdier Type Paryment Acoount Rocurring Transaction > Currercy Exchange Rate T“ m Dlw i
Sales s i Grand Total 346458 18%
o Degt A 1| Asgn By AH 1 Asgn To MH 1 Tracking Stabus Cancal m

After you flag an item as special order, you can also use additional functionality at the
Management tab's Procurement tab. The section-level and line-level Actions there provide
options for creating the needed POs.
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