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Sales roadmap 

Overview 

 

During the Sales process, you will be receiving commitments from 
customers, ensuring delivery of those orders and verifying you 
are billing those customers correctly. Orchestrated helps you 
manage the entire sales cycle, mimicking what’s happening in 
real-life scenarios. From a customer sales order to customer 
invoice, utilizing the sales functionality integrates item master 
data, business partners and your finished product to ensure 
billing accuracy. This process is vital to the continuous cycle, 

and aids with planning production, creating and fulfilling 
purchase orders for raw materials and scheduling resources. 

 

 

 

 

  

 

 

 

 

 

Inventory 
on 

"committed" 
status

RECEIVE 
ORDER

In-stock 
inventory 

decremented

SEND 
DELIVERY

Price/value 
of Inventory

BILL 
CUSTOMER

Why input sales 
through 

Orchestrated? 

Gives your business 
visibility into the 
demand for your 

finished product and 
when to expect it to 

leave your warehouse 

 

Why send the delivery 
through Orchestrated? 

Tracks and updates “in-
stock” in real-time, 

subtracting inventory 
immediately after delivery 
of product.  It is removed 

from availability 

Why input 
price/value of 

Inventory through 
Orchestrated? 

Tracks the price of 
finished goods 

inventory that gets 
shipped to 

customers.  Provides 
transparency into 
sales activities, 

trends, customers 
and their 

preferences 

Batch tracking 

Any consumable item must have an associated batch/lot number.  
A batch number aids with tracking finished goods inventory from 
inception to delivery, and can be audited.  The batch number is 
entered at time of delivery by the individuals handling shipping.  
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Process flow 

  

Sales quotation (optional) 
Request a sales order 
(quote) 

 

A/R credit memo 
Used for goods return from 
or credit to customer. Brings 
inventory back into stock 

Sales order (SO) 

Receive order from a 
customer 

Marks inventory as 
“committed” 

Can print/email/save 

 

Delivery 

Removes inventory from stock 

Typically happens before A/R 
Invoice is sent to customer 

Inventory Batch # is captured 

Can print/email/save 

 

A/R invoice (mandatory) 

Books the payable/financial 
side of sale 

Incoming payment will 
eventually be applied 

Can print/email/save 
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Core sales functions 

Sales orders (SO) 

  

Sales 
order

What is it? "In pencil" draft 

What does 
it do?

Does not impact inventory or 
financials

Retains selling price of items 
based upon price list

Stays open until order 100% 
delivered

Why use 
it?

Eliminates SOs in other forms 
(email, phone, paper, etc.)

Provides visibility for business 
of what's 'committed'

Customer code & 
name of whom 

you’re receiving an 
order from  

Status: Open 
or Closed 

Planned ship 
date: When 
are items 

scheduled to 
be shipped 

out 

Sale item 
details 

Tip! 

If there is a column you cannot see, or want to 
hide, remember to utilize your form settings 

button. 
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Adding a sales order 

 

 

 

 

 

 

 

 

 

 

 

 

  

M o d u l e s  >  S a l e s  –  A / R  >  S a l e s  o r d e r  

SELL 

1. Open a sales order function (stay in ADD mode) 

2. Search for the customer who placed an order (e.g. Pacific 

Distributing Inc.)  

3. Search by customer code, name and/or wildcard  

4. Select the customer and click <Choose> 

 

In the following scenario, we 
will be inputting an order of 20 
cases of Portlandia Bourbon 
from our customer, Pacific 

Distributing Inc. 
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1.    Enter ‘Planned Ship Date’ when the item is scheduled for shipment (gives an estimated time to crew 

on the floor when inventory will be decremented) 

2.    Search for ‘Item No.’ (e.g. * will bring up a list of all your items) 

− To add multiple items, hold ctrl button and click to select 

3.    Click <Choose> 
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4.    Specify the quantity of each committed item 

5.    Specify the price of each item 

− Unit price should pre-populate based on 

price list 

6.    Click <Add & New> to enter the sales order 
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7.    Preview, print and/or email the SO directly from the Orchestrated Toolbar!  

 

8.    You can also select 

an alternate layout (bill of 

lading, pick and/or pack 

list etc.) 

− File > Preview 

Layout > 

Choose 

specific layout 
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Real life practice scenarios 

 

 

  Sal handles sales. He received an order of 50 12 x750ml cases 
each of American Whiskey, Portlandia Bourbon, and Huckleberry 
Vodka from his customer, City Beverage Co.  The cases are already 
linked to an entered price list.  Can you help him enter a SO?  Use 
today’s date as the posting date and planned ship date.    

1. Open a SO function 

2. Search for and select 

customer 

3. Enter posting date & 

planned ship date of SO 

4. Search for and select 

item(s) that need to be 

ordered 

5. Specify quantity of 

item(s) 

6. Specify unit price of 

item(s) 

7. Add SO 
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Delivery 

  

Delivery

What is it? Receipt of delivery

What does it 
do?

Decrements in-stock 
inventory

Captures batch no.

Why use it?

Pick items based on 
customer order to remove 

from floor

Provides visibility for 
business of what's 'out of 

stock'

Customer code 
& name of 

whom you’re 
delivering to  

Status: Open or 
Closed 

Delivery date: 
When were 

items 
delivered? 

Sale item details 
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Adding a delivery 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

  

1.  Open the sales order related to the goods being delivered  

− Find the SO via My Sales Orders Not Delivered, 

Enterprise Search, or using Find Mode on an SO 

 

In the following scenario, we will be 
shipping 20 cases of Portlandia Bourbon 

to our customer Pacific Distributing. 

DELIVER 

M o d u l e s  >  S a l e s  –  A / R  >  D e l i v e r y  

C o c k p i t  >  S a l e s  O r d e r s  N o t  D e l i v e r e d   
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3.   In the lower right 

corner, click <Copy To> 

and select ‘delivery’ 

 

2.    Select the sales order from the open items list 

− Drill in using the yellow arrow 

 



 
 

 

F OCloud Sales 14 

 

  
4.   Double check to ensure delivery date is correct 

5.    Verify the actual quantities are delivered to your customer (this will impact your 

inventory) 

6.   Click <Add & New> <Yes> 
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7.    Choose which batch(es) is/are being delivered 

− Can click <Auto-Select All> to automatically pull from the oldest batch first 

− If item delivered is consumable, a batch number will be required 

− If multiple items, highlight rows one by one, select the batch number and click <Update> after 

each one 

8.   Click <OK> 
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9.   Click <Add & New> <Yes> 

TIP: 

Print two copies.  
One for you and one 
for your customer!  

10.   Preview, print 

and/or email the 

delivery directly 

from the 

Orchestrated 

Toolbar! 
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Real life practice scenario 

  

Peter handles deliveries, and the order of 50 12 x750ml cases each 
of American Whiskey, Portlandia Bourbon, and Huckleberry Vodka 
has been delivered!  He has yet to send an invoice to City Beverage 
Co., but he does want to ensure his  finished goods inventory is up 
to date and decremented.  After double-checking the outgoing 
shipment, he notes he delivered everything as ordered on the SO. 
Can you help him enter the delivery into Orchestrated? 

1. Open list of open SOs 

2. Search for and select correct SO 

3. From the SO, <Copy To> ‘delivery’ 

4. Verify actual quantities delivered 

5. <Add & New><Yes> 

6. Enter Batch No. (for any consumable item) 

<Update><OK> 

7. <Add & New><Yes> 
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A/R invoice 

  

A/R 
invoice

What is it?

Invoice (bill) for sold goods

Documents the invoice sent to 
your customer

What does 
it do?

Impacts inventory & financials

Why Use it?

Is mandatory

Confirms price & quantity of 
goods leaving stock

Provides visibility for business 
of what's 'in stock' and 'cost of 

goods sold'

Customer code & 
name of who you 

are invoicing 

Posting date: When 
invoice was 

entered/received 

 

Due date: When is 
invoice due? 

Status: Open or 
Closed 

Invoiced item 
details 
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Adding and A/R invoice 

A  M o d u l e s  >  S a l e s  –  A / R  >  A / R  i n v o i c e  

C o c k p i t  >  E n t e r p r i s e  S e a r c h  f o r  B P  >  D e l i v e r i e s  

1.   Open the delivery related to the goods being invoiced  

− Do an Enterprise Search for a Business Partner and 

use filters to find open Deliveries 

− OR open a Delivery and use Find Mode 

 

In the following scenario, we will be 
invoicing Pacific Distributing Inc. for 
the BBLS of pale ale we delivered to 

them 
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2.   Select the delivery from the open items list 

− Click to open 

 

3.   In the lower right corner, click 

<Copy To> and select ‘A/R 

Invoice’ 
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4.   Verify the quantities being invoiced match with 

what you delivered  

− Make adjustments if necessary 

5.   Verify the unit price is correct 

− Make changes if necessary 

6.   Click <Add & New> <Yes> 

 
 

7.  Preview, print and/or email the A/R Invoice directly from the 

Orchestrated toolbar. 
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Relationship map 

 

 
To view how the core sales functions correlate, simply open a 

function (i.e. A/R Invoice), <right click>, and choose 
relationship map. 

Closed lock: Function is 
closed 

Open lock: Function is still 
open 

Red Bar: Money is due  

You can drill 
into any of the 
functions by 

double clicking 
on the specific 
function you 
wish to view 
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Real life practice scenario 

 

Penny handles accounting.  She just started reviewing her list of 
deliveries and notices she needs to invoice City Beverage Co. for 
the 50 cases of American Whiskey, Portlandia Bourbon & 
Huckleberry Vodka. Can you help her create an Orchestrated A/R 
Invoice? 

1. Enterprise Search for City Beverage Co. 

2. Search for and select correct delivery 

3. From the delivery, click <Copy To> ‘A/R Invoice’ 

4. Verify invoiced quantities 

a. Make changes if necessary 

5. Verify unit price 

a. Make changes if necessary 

6. <Add & New> <Yes> 

 

 


