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Epicor Sales Order Processing User
Guide: A Comprehensive Overview

Streamlining your sales order process is crucial for any business, and Epicor's robust ERP
system offers a powerful solution. This Epicor sales order processing user guide provides a
comprehensive walkthrough of the system's functionalities, helping you optimize your order
management and boost efficiency. This guide covers key aspects like order entry, order
fulfillment, and reporting, offering practical tips and best practices along the way. We'll
explore features crucial for managing customer orders efficiently, from initial entry to final
shipment.

Understanding the Epicor Sales Order Process:
Benefits and Functionality

Epicor's sales order management system offers several key advantages over manual
processes or less sophisticated software. One major benefit is improved order accuracy.
The system minimizes human error by automating data entry and validation. This leads to
fewer discrepancies, reduced rework, and ultimately, happier customers. Furthermore,
Epicor streamlines the entire process, from initial customer inquiry to final invoicing. This
efficiency translates directly to cost savings and faster turnaround times. Another significant
advantage is enhanced visibility into the entire order lifecycle. Managers can track orders
in real-time, identify bottlenecks, and proactively address potential issues.

The core functionality of Epicor sales order processing includes:

e Order Entry: Creating new sales orders, including customer details, products,
quantities, pricing, and delivery information. This often involves integrating with other
systems for customer relationship management (CRM) and inventory management.

* Order Management: Tracking the progress of orders, managing changes and
modifications, and addressing any issues or delays. This includes features for
allocating inventory, scheduling production, and managing shipments.

e Order Fulfillment: Processing orders for shipment, generating picking lists and
packing slips, and updating inventory levels. Integration with warehouse management
systems (WMS) is often critical here.
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 Invoicing and Reporting: Generating invoices, tracking payments, and producing
various reports on sales performance, inventory levels, and other key metrics. This
provides critical data for business analysis and decision-making.

¢ Sales Order Integration: Seamless integration with other Epicor modules such as
accounting, inventory management, and manufacturing. This ensures data
consistency and minimizes manual data entry.

Navigating the Epicor Sales Order Interface: A Step-
by-Step Guide

The exact interface might vary slightly depending on your Epicor version, but the core
functionalities remain consistent. This section will focus on the common steps involved in
creating and managing sales orders within the Epicor system. Remember to consult your
company's internal documentation for specific instructions and customization details.

Creating a Sales Order:

1. Access the Sales Order Entry Screen: This usually involves navigating through the
main Epicor menu.

2. Enter Customer Information: Select the customer from the dropdown list or manually
enter their details if they are a new customer. Epicor’s customer master data plays a crucial
role here.

3. Add Order Lines: Specify the products, quantities, and unit prices for each item in the
order. The system will automatically pull pricing and inventory information.

4. Define Shipping and Billing Addresses: Specify the shipping and billing addresses for
the order.

5. Review and Submit: Carefully review the entire order before submitting it. This step
includes verifying pricing, quantities, and addresses. Once you submit, the order enters the
workflow.

Managing Existing Sales Orders:

1. Access the Sales Order Inquiry Screen: This allows you to search for and view
existing orders.

2. Track Order Status: Monitor the progress of the order through the various stages of the
fulfillment process.

3. Modify Orders: Make changes to the order if necessary, such as adjusting quantities or

delivery dates. Note that modification capabilities often depend on the order's current

Epicor Sales Order Processing User Guide
2



Epicor Sales Order Processing User Guide

status.

4. Generate Reports: Access various reports to track sales performance, inventory levels,
and other key metrics relevant to your sales orders. This is where robust reporting
capabilities prove invaluable for business insights.

Troubleshooting Common Epicor Sales Order Issues
and Best Practices

While Epicor's sales order processing is designed for efficiency, you might encounter
occasional issues. Here are some common problems and solutions:

e Inventory Discrepancies: Ensure your inventory data is accurate and up-to-date.
Regularly reconcile your physical inventory with your system inventory.

e Order Delays: Identify bottlenecks in the process and implement corrective
measures. This could involve streamlining workflows, improving communication, or
addressing issues with suppliers.

* Pricing Errors: Double-check pricing information before submitting orders. Regularly
review your price lists and ensure they are accurate.

Best Practices:

e Regular Data Backup: Always back up your Epicor data to prevent data loss.

e User Training: Provide adequate training to your staff on how to use the Epicor
system effectively.

* Process Optimization: Regularly review your sales order processing workflows to
identify areas for improvement.

Conclusion

Mastering Epicor sales order processing is key to optimizing your business operations. By
understanding its functionalities, troubleshooting common issues, and following best
practices, you can significantly improve order accuracy, reduce processing times, and gain
valuable insights into your sales performance. This Epicor sales order processing user guide
serves as a starting point; continued exploration and utilization of the system's features will
further enhance your proficiency and contribute to your overall business success.

Frequently Asked Questions (FAQ)

Q1: How do I integrate Epicor sales orders with my CRM system?

Al: Integration with CRM systems varies depending on the specific CRM and Epicor version.
Many integrations are achieved through APIs or middleware solutions. Your Epicor

Epicor Sales Order Processing User Guide
3



Epicor Sales Order Processing User Guide

consultant or IT department can guide you through the integration process, often requiring
custom configuration and mapping of data fields.

Q2: Can | customize the Epicor sales order interface?

A2: Yes, Epicor offers customization options. However, significant customization often
requires the expertise of an experienced Epicor consultant or developer. Minor adjustments
might be possible through user-level settings, but extensive modifications require more
advanced skills.

Q3: How does Epicor handle order cancellations?

A3: The process for canceling sales orders usually involves accessing the order and
initiating a cancellation request. The system often tracks cancellation reasons and may
update inventory accordingly. Restrictions might exist depending on the order's stage in the
fulfillment process.

Q4: What types of reports can | generate from Epicor sales order data?

A4: Epicor provides a wide range of reporting capabilities, allowing you to generate reports
on sales performance, inventory levels, order status, backorders, customer analysis, and
many other key metrics. The exact reports available depend on your system configuration
and access permissions.

Q5: How can | improve the accuracy of my sales order data?

A5: Data accuracy relies on meticulous data entry, regular data validation, and proper
integration with other systems. Implementing checks and balances, providing adequate
user training, and utilizing automated data entry features can significantly improve data
accuracy.

Q6: What happens if there's an inventory shortage during order fulfillment?

A6: If an inventory shortage occurs, Epicor will typically flag the order and prevent its
immediate fulfillment. You will need to address the shortage, either through resupply or
adjusting the order. Notification procedures (e.g., email alerts) are often configurable.

Q7: How can | track the location of my shipments?

A7: This usually involves integrating Epicor with a shipping carrier's tracking system. Once
the shipment is processed, you can access tracking numbers within Epicor and use those
numbers on the carrier's website for real-time updates.

Q8: Where can | find additional support for Epicor sales order processing?
A8: Epicor provides extensive online documentation, including user manuals, FAQs, and
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training materials. You can also contact Epicor support directly or seek assistance from
third-party Epicor consultants. Your internal IT department should also be a valuable
resource.

Mastering Epicor Sales Order Processing: A
Comprehensive User Guide

This manual serves as your essential resource for navigating Epicor sales order processing.
Whether you're a veteran user seeking to improve your effectiveness or a newbie simply
starting your journey with this sophisticated ERP software, this comprehensive exploration
will provide you with the expertise you need to effectively process sales orders. We'll
investigate into the diverse functions of the software, offering hands-on illustrations and tips
to maximize your workflow.

### Understanding the Epicor Sales Order Lifecycle

The Epicor sales order processing journey begins with order creation, where you record all
the necessary information about the deal. This encompasses everything from buyer
information and product attributes to costing and delivery schedules. Epicor's user-friendly
interface facilitates this procedure, allowing you to quickly and correctly enter orders. Think
of it like a well-oiled assembly line, where each step is carefully coordinated.

Once the order is input, it transitions through several stages, including sales order
verification, credit authorizations, inventory assignment, and order fulfillment. Each stage is
carefully monitored within the application, providing real-time visibility into the condition of
each order. This clarity is vital for efficient order management.

### Key Features and Functionality

Epicor's sales order processing module boasts a wealth of capabilities designed to
streamline the entire procedure. These include:

e Advanced Search and Filtering: Easily discover specific orders using a variety of
filters. Think of it like having a powerful search engine specifically designed for your
sales orders.

e Customizable Workflows: Adjust the order processing workflow to conform your
unigue business needs. This ensures the method is optimized for your specific
requirements.

¢ Integrated Inventory Management: Precisely track inventory quantities and
automatically assign inventory to orders. This eliminates stockouts and guarantees
timely order execution.

e Automated Notifications: Get immediate alerts about order condition changes,
ensuring you're always updated. This foresighted approach lessens potential
problems.
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e Reporting and Analytics: Generate comprehensive reports and analyses on sales
order efficiency. These insights allow you to spot areas for improvement.

##4# Best Practices and Tips for Optimization
To truly utilize the capability of Epicor sales order processing, consider these best methods:

e Regular Data Cleanse: Keep data integrity by regularly removing expired data. This
prevents errors and improves system efficiency.

e User Training: Allocate in comprehensive user training to guarantee all team
members are skilled in using the system. This will lessen errors and optimize
efficiency.

e Workflow Automation: Automate as many phases of the sales order process as
possible to reduce labor-intensive intervention and minimize the risk of human error.

##4# Conclusion

Epicor sales order processing provides a effective solution for handling all aspects of the
sales order lifecycle. By learning its key capabilities and implementing best approaches,
businesses can significantly improve their efficiency, reduce errors, and improve customer
happiness. This guide has equipped you with the understanding to successfully handle this
crucial aspect of your business operations.

### Frequently Asked Questions (FAQ)
Q1: How can | customize the sales order form in Epicor?

Al: Epicor allows for significant customization of forms. You can add custom fields, modify
existing fields, and change the layout to meet your particular needs. This usually involves
working with Epicor's customization tools or engaging with an Epicor consultant.

Q2: What are the reporting capabilities of Epicor's sales order processing?

A2: Epicor offers a broad array of reporting alternatives, enabling you to produce reports on
several aspects of your sales orders, such as sales performance, order condition, inventory
levels, and buyer behavior.

Q3: How does Epicor handle order cancellations and modifications?

A3: Epicor provides a straightforward process for handling order cancellations and
modifications. You can easily cancel or modify existing orders, and the system will instantly
update the relevant data. It also keeps a complete audit trail of any changes.

Q4: How can | integrate Epicor sales order processing with other systems?
A4: Epicor offers various integration choices to connect with other applications, such as
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client relationship management (CRM) and e-commerce platforms. These integrations can
streamline your workflow and boost data integrity.
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