
Sales Order Entry



1 Click the “Next” button 

to generate the next sales 

order number, which looks 

like this: 

2 Select the Order Type 

from the drop down 

menu

3Enter the customer 

Number (use the search 

button if you don’t know the 

customer’s  number.), PO (if 

your customer hasn’t given 

you a PO yet enter “TBD” in 

all caps), and Job Number. 

4 Select the correct ware-

house and enter Avatax 

in the tax schedule.

5 Enter the Ship Via (how 

the order will be deliv-

ered). If the company being 

used isn’t available contact 

schain@crosscountryis.com 

to have them add it.

6 Enter the confirm to and 

salesperson number. 

Modules > Sales Order > Main > Sales Order Entry



7 On the Address tab the 

Bill To will autopopulate 

from the customer’s info in 

the system.

8  Enter the Ship To Ad-

dress and verify it’s a 

good address by selecting the 

Avatax key which looks like 

this:          

*If you don’t have a good 

address please enter 

GENERAL DELIVERY on 

the first address line.

*If the customer has a new 

address they’re using 

frequently, create a new ship 

to by clicking the blue words 

“Ship To”. Click accept on 

the window to create a new 

ship to. Type in caps a 4 

letter description for the new 

location, the name, a good 

address, the warehouse for 

the location, salesperson, 

contact name and number, 

and make sure the tax sched-

ule says AVATAX. Then click 

accept to save.



9On the lines tab, enter the 

Item Code, Quantity Or-

dered, and Unit Price. The unit 

price should populate based off 

of tier pricing. The only times 

pricing should change is if the 

salesman made a special price 

with the customer for the items 

(which should be relayed by 

the salesperson), or if it’s one 

of the items at the end of this 

document.

10The extension should 

automatically popu-

late based off of the quantity 

ordered times the unit price.

11If there isn’t enough 

quantity in the ware-

house the sales order is being 

written out of, you’ll want to 

select “List Alternate Ware-

house Quantities” to pull from 

one of the available options. 

12From the Alternate 

Warehouse Selection 

screen, you will be able to se-

lect the warehouse you want to 

pull from. Sage will automati-

cally do the transfer, there’s no 

need to do a manual transfer in 

transaction entry.



*You MUST verify with the 

alternate warehouse that 

they can send the items need-

ed BEFORE just selecting that 

warehouse.

11.1If no ware-

houses can 

spare the items, a buy out will 

need to be done. Select “Accept 

quantity entered” and click Ok.

12.1Click the “DS” 

(drop ship) 

box. Continue on with the 

rest of the sales order. After all 

above steps are finished, a PO 

will need to be cut for the drop 

ship items, *If a drop ship PO 

needs cut, refer to the last four 

pages of this job aid*

Drop Ship Purchase Order Process:



13On the Totals tab 

print (or email) a 

copy of the pick ticket to get 

to the warehouse team to 

pull. 

14Before finalizing 

the order, go back 

through all the tabs to verify 

the information is all correct.

15Hit accept to finalize 

the Sales Order.

16After the product 

has been delivered, 

you have a signed copy from 

the customer, and a good PO 

go back into the sales order. 

On the bottom right of the 

header tab, in the Invoice 

Ready box type “YES”.  If the 

order isn’t ready to be in-

voiced (i.e. you’re waiting for 

freight), enter the reason in 

the Invoice Ready box. Once 

it’s ready, go back and change 

the reason to “YES”.

17Click accept on the 

bottom right to close 

the sales order.*As the person entering the sales order it’s your responsibility to get a good 

PO from the customer or salesperson having you write the order.



1Go to PO Entry and gen-

erate the next PO number.

2Change the Type to Drop 

Ship.

3After selecting Drop Ship 

there will be a box to the 

right, enter the sales order 

number the item(s) are being 

ordered for.

4Enter the Vendor Num-

ber. If you don’t know it, 

you can look it up with the 

magnifying glass.

5The Ship To, Ship Via, and 

Warehouse will populate 

from the sales order info that 

pulls over, verify that it is 

correct.

*If purchasing with a credit card, select Comdata as the vendor and 

make sure to enter the business the items were purchased at in the 

comment line and select “YES” that it was a credit card purchase. On the 

lines tab you will need to enter a comment line by typing /C in the item 

code spot under the items purchased. Enter the business name, address, 

phone number, and the contact name.



6On the Address tab the 

Purchase Address popu-

lates from the vendor’s info in 

A/P.

7The Ship To will populate 

from the info on the sales 

order, verify that it is correct.

8On the Lines tab the items 

that are being ordered 

from the vendor will populate 

from the sales order, verify the 

quantity ordered and price are 

correct.



9Go to the Totals tab.

10To print the purchase 

order, click Quick 

print on the bottom left of the 

window.

11Click Yes to save 

changes.

12Click print to print a 

hard copy of the pur-

chase order or click preview to 

save and email a digital copy.



13Click Accept to close 

the Purchase Order 

window.



Items that will need pricing changed manually:

PERCENTAGE OFF LIST PRICE RETAIL GUIDELINE

CROSBY ITEMS
Low Volume Customers - 15% Off Crosby List Price
Mid Volume Customers - 20% Off Crosby List Price
High Volume Cusomers - 25% Off Crosby List Price

SAWYER MFG ITEMS
Low Volume Customers - 5% Off Sawyer List Price
Mid/High Volume Customers - 10% Off Sawyer List Price

PIPELINE INSPECTION (SPY)
Low Volume Customers - 5% Off SPY List Price
Mid/High Volume Customers - 10% Off SPY List Price

MATHEY DEARMAN BEVELING ITEMS
Low Volume Customers - 15% Off Mathey List Price
Mid Volume Customers - 20% Off Mathey List Price
High Volume Cusomers - 25% Off Mathey List Price

GENERAL MFG CLAMPS
Low Volume Customers - 5% Off General MFG List Price
Mid/High Volume Customers - 10% Off General MFG List Price

KC MANUFACTURING - RATCHET CLAMP
Low Volume Customers - 5% Off KC List Price
Mid/High Volume Customers - 10% Off KC List Price


