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Submit a requestMy activities

Sales Orders

This guide is for when products are sold online, you need to make sure the sales

order is processed and has been invoiced correctly.

 

1. Double click on the ‘Sales Order’ icon.

 

2. Double click on ‘Sales Order Entry’.

 

3. The window should open automatically on the ‘Order Reference’ tab. Next to

‘Order No.’ click on the Ellipsis (…).

RECENTLY VIEWED ARTICLES

Adding Donations Online

Adopt an Animal Online

Exporting and Importing a Menu

WSP: Wide Site Polling

New Users PDF

MERLIN SUPPORT >  Merlin Back Office >  Online Sales and Products

Sign in

Search 🔍

Follow

https://merlinsoft.zendesk.com/hc/en-us/requests/new
https://merlinsoft.zendesk.com/hc/en-us/requests
https://merlinsoft.zendesk.com/hc/en-us
https://merlinsoft.zendesk.com/hc/en-us/articles/115002664743-Adding-Donations-Online
https://merlinsoft.zendesk.com/hc/en-us/articles/115002667783-Adopt-an-Animal-Online
https://merlinsoft.zendesk.com/hc/en-us/articles/115001160686-Exporting-and-Importing-a-Menu
https://merlinsoft.zendesk.com/hc/en-us/articles/214886346-WSP-Wide-Site-Polling
https://merlinsoft.zendesk.com/hc/en-us/articles/115000592592-New-Users-PDF
https://merlinsoft.zendesk.com/hc/en-us
https://merlinsoft.zendesk.com/hc/en-us/categories/201849986-Merlin-Back-Office
https://merlinsoft.zendesk.com/hc/en-us/sections/203322243-Online-Sales-and-Products
https://merlinsoft.zendesk.com/hc/en-us/signin?return_to=https%3A%2F%2Fmerlinsoft.zendesk.com%2Fhc%2Fen-us%2Farticles%2F217222746-Sales-Orders&locale=1
https://merlinsoft.zendesk.com/hc/en-us/articles/217222746-Sales-Orders/subscription


7/10/2017 Sales Orders – MERLIN SUPPORT

https://merlinsoft.zendesk.com/hc/en-us/articles/217222746-Sales-Orders 2/5

 

4. You can now see all the orders that have been made online. The ‘Status’

column will either show ‘C’ for completed or ‘N’ for new. Double click on the

order that is New.

 

5. All the details about the order will be filled in. Click on the ‘Order Details’ tab.

Here you can see what the customer has ordered and the quantities etc.
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6. On the right hand side of the window you will see a ‘Delivery’ button. You

must click on this first; print the delivery note.

 

7. Then underneath this click on the ‘Invoice’ button. It will ask if you would like

to email the invoice, click ‘Yes’ if it’s set-up. If not then click ‘No’ but make sure

you save/print a copy for your records. Once you have done this you cannot go

back and retrieve the invoice.
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8. Once you have done this, click on the Ellipsis (…) to double check the order

has been completed. The status should now show ‘C’.
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Have more questions? Submit a request
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