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@ eagle360°

This document, authored by Eagle360 Consulting, covers the process of sales backorder process in
Business Central. It guides the user through the steps to be followed when creating the backorders for

orders which are not fulfilled at the time.
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@ cagle360

Once the user clicks on Business Central application link, it will redirect to the to the web browser

and it will open the Business Central application. So, then it will request to enter the Office 365
logging credentials.

Enter the username and then the password as shown in below Figure 3.1 and 3.2.

B® Microsoft
Sign in

Email or phone

Can't access your account?

Next

Figure 2.1 Logging page (Username)

B Microsoft

Wla3an o tir
calic 20U UL i

Enter password

LIty

Figure 2.2 Logging page (Password)
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@ eagle360°

A back order describes inventory that's absent from a company's reserves but still is available for
customers to purchase. After the product arrives, retailers typically contact customers to complete
the transaction. Selling this type of stock allows a business to continue selling popular products while
retailers wait to replenish their supply. A company's backorders provide insight into its inventory
management.

The Eagle360 Back Order Process is applicable for the orders which are not fulfilled yet and the
warehouse shipments are not yet created.

Let’s dive into the pros and cons of backordering.

eMaintaining customer loyalty
*Minimising losing potential sales

Adva nta ges Of *Avoid Overstocking
baCk OrderS eMaximising product's overall value

eAvoid rushing production to meet immediate demand
eReducing Storage Cost

ePotential order cancellations

Disa dva nta 865 *Payment processing challenges
Of baCk OrderS eComplex warehousing logistics

eInventory accuracy challenges

Figure 3.1: Advantages and Disadvantages of Back Orders

To effectively manage back orders, businesses need to balance their benefits with these potential
problems. Careful planning, efficient inventory management, and effective communication are key
to reducing the difficulties of backorders and enhancing their benefits.
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@ c2ge360°

e Once the Back Order app is installed, Back Order Setup can be found by Searching in the Tell Me
function. Type Back Order Setup in the Tell Me and click on the related link.
e Click on Enable Back Order Function.

< Iifjl & — (]  Saved oo 7

Back Order Setup

General
Enable Back Order Fu... m Auto Release Orders @ )
BO Release Nos | BACKORDER Auto Post WhseShip.. (@ )

Figure 4.1: Back Order Setup

e Select the relevant No. Series created for Back Orders, into the BO Release Nos. Field.

ww 1 Edit List X

Select - No. Series

-]

SoocoocOoCcOooOpenom

SRR IR -

Figure 4.2:Back Order No.

N -
< & 4 Tl  Save ]l o
|\{/| : Saved [] &

Back Order Setup

General
Enable Back Order Fu... m Auto Release Orders @ )
BO Release Nos | BACKORDER Auto Post WhseShip... (@ )

Figure 4.3: BO Release Nos.
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After this there are some additional toggles that can be enabled.

@ eagle360°

e Auto Release orders: Enabling this allows the system to tick on Release column automatically in

the Back Order Release page based on the Quantity in Stock availability.

e Auto Post Whse. Shipment: Once a Back Order line has been released, the system will generate
a Warehouse Shipment for the line as well as a Warehouse Pick for the shipment. If this toggle is
enabled, then the system will automatically Register the pick and post the shipment without any
input from the user. This can be beneficial for streamlining the releasing process however, for
companies where Item Tracking is utilised, they may prefer for the users to oversee registering
of picks and shipping the order to ensure the correct Lot/Serial No. is provided to the customer.

e Back Order Not Allowed Toggle specifies if the customer allows Back Orders.

10000 - Adatum Corporation

Request Approval  New Document  Prices & Discounts  Customer  Report

B9 Caleulate Aging ~ BBContact [ Apply Templste 43 Merge With..  E3 Send Ema:

General 1>

Registration >

‘Address & Contact >

Invoicing

Payments >

Shipping

AFTA

Shipment Method

Statistics >

Aging >

Aging >

Figure 4.4: Back Order Not Allowed Toggle
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@ c2ge360°

e Navigate to Back Order Release Page by typing on the Tell Me.

ell me what you want to do SOX

back ord |

Go to Pages and Tasks

» Back Order Setup Administration

%  Back Order Releass Lists []
Go to Reports and Analysis Show all (4)
| BackOrdersByCustomer Reports and Analysis

| Inventory - Sales Back Orders Reports and Analysis

| Order Confirmation - Back Order Reports and Analysis

Search for 'back ord'

) Search company data

Search Help

Didn't find what you were looking for? Try exploring pages or explonng reports

Figure 5.1:Navigate to Back Order Release Page

e Page columns are further explained in Appendix A. Currently the page has two copies of the
same table showing with the bottom table titled Backorder Release Sub Form which shows all
items related to particular customer selected on the Backorder Release Header Form.

Back Order Release Sub Form [ Release Orders

Figure 5.2 Back Order Release Page
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@ c2ge360°

e Lines will be populated once the user clicks on the Get Orders function. All outstanding Sales
order lines that fit between the filters used will be populated on the page regardless of item
availability. Users can then view which lines have available Quantity to fulfil the order lines.

Back Ordar Release Sub Form

Figure 5.3 Click on Get Orders

e Next, brings up a filter page and is how the users populate the page. From here user can filter by
Order No, Item No etc. Can add the Sell-to Customer No. filter to allow filtering by customer.

Get Outstanding Orders s X

Filter: Sales Header

— Filter...

Filter totals by:

— Filter...

Filter: Sales Line

Type

Shipment Date | |

Posting Date | |

Back Order Status
I:‘ Released

— Filter...

Figure 5.4 Get Outstanding Orders
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@ eagle360°

Figure 5.5 Release Qty

e Click on Release Orders function to group by Released. Orders with the same Ship-to Address
will be combined into one shipment.

a

Figure 5.6 Release Orders

(]

oo

Figure 5.7: Click on Yes
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@ cagle360

e A Picking List Report will be automatically printed based on the user settings.

Picking List Picking Instructions: 8 July 2024
CRONUS AU 6:19:35 AM
Page 1
RAVEESHA

Warehouse Activity Header: Tvoe: Pick. No.: WP000001
Shipping Address

Location Code MAIN Adatum Corporation
No. WP000001 Station Road, 21
42000 SA 5000
Assigned User ID Anthony Lording
Sorting Method None
Sell-to Customer No. 10000
Sell-to Customer Name Adatum Corporation
s D
o € Destination  Action Variant  Zone Qy. Qu.to aty.
u Source No. st No. " Bar Code ltem No.  Description Code  Code  BinCode (Base) Handle Bulk Bin Handled
§ 101005 € 10000 Take 19005 PARIS Guest Chair, black 5 5
§ 101005 G 10000 Take 1968-5  MEXIGO Swivel Chair, black 10 10

Figure 5.8: Picking List

7

+* Note: Once the order is fully released, the line will be removed from the list.
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@ eagle360°

e The Backorder Fast Tab of the Sales Order page has three designated fields to display the

progress of the order.

= Back Order Status is updated from ‘Blank’ to ‘Released’ once there has been a release of any
guantity from the Backorder Release Page.

o Back Order status will be changed to Release in both sales line and header.

= Back Order In-Progress Boolean is ticked to = TRUE once the lines have been populated in
the Backorder Release Page and ticket again to = FALSE once those quantities have been
released.

= Back Order Not Allowed is a lookup field that takes to the customer card. There should be a
field on the customer card that signals if the specific customer allows Backorders. The value
—Yes or No populates here.

o _
Sales Order (&) > + I
\ZJ -
.\ L
101005 - Adatum Corporation
Home Prepare Print/Send  Request Approval  Order More options
i Post Batch [ Post... [2 Release [%, Create Warehouse Shipment [ Create Inventory Put-away/Pick.. T Archive Document
General
Customer Name Adatum Corporation - Order Date 1/04/2021 m Back Order Status Released
Contact Anthony Lording - Due Date 31/05/2021 2] Back Order In-Progress
Document Date 11/04/2021 ] Requested Delivery Date ] Web Order
Posting Date 11/04/2021 ] External Document No. Do Not Combine Order
GST Date 11/04/2021 m Status Open Pre - Order
Posting Mo. . Shipping No,
Back Order
Back Order Status Released Back Order In-Progress Back Order Not Allowed No
Lines @ Manage Line  Order
“Newline %% DeleteLine & Selectitems..  * Suggest sales lines 58
tem Reference Back Order Q.10 o Unit Line Amount
Type Stans Location Code Quantiy essure Code Line Discount % Excl. GST
= ltem i 1900-5 PARIS Guest Chair, black Released MAIN 20 20 BCS 7.300.00
Item 1072-5 MUNICH Swivel Chair, yellow MAIN 30 _ B 10,200.00
Item 1968-5 MEXICO Swivel Chair, black Released | MAIN 10 _ | pC 3,600.00
»
21,70000 nvoice Discount % 0 Total GST (AUD) 325500
000 Tatal Excl. GST (AUD) AT Total Incl, GST (AUD) 2485500

Figure 5.9: Back Order Fast Tab

e Once the order is released, the Warehouse Shipment and Warehouse Pick will be created. The
user must be able to post the documents.

01005 &) i, bach 5 0 P 1 1m0 1 1 WS000001 10000
01005 3000 MEXICO Swivel Chasr, biack o o pes 1 Vo402 110472021 WS000001 20000

Figure 5.10 Warehouse Shipment Lines
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gle360°
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<« shouse Pick Lines o S
Warehouse Activity Lines & O ¥ Show Document Maore options AT —
Source
Source Mo, Source Line Document

M. Lime: No. T Mo T T Location Code Shelf Mo tem Mo. 1
WPOOOD01 10000 101005 10000  Sales Order MAIN 1900-5 PCS
WP000001 20000 101005 10000 Sales Order  MAIN 1900-5 PC.
WP000001 30000 101005 30000 SalesOrder  MAIN 1968-5 Cs
WPRO0000 40000 101005 30000  Sales Order  MAIN 1968-5 Cs

Figure 5.11: Warehouse Pick Lines

Warehouse Pick - Pick - WP000001

General

WPO0000 Shipping

Scanner Details

Figure 5.12 Warehouse Pick
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@ eagle360°

0.
L4

Back Order Release Report — This report was created from the lines on the Back Order Release
page.

e Navigate to Back Order Release Page.

e Click on Reports Menu and select Print.

o

o s Caspaestion 4R hem o MEXCO St Crae, b T i ] 0 e st [ 180000

Figure 5.13: Reports
e Enter Filters.

Back Order Release & X
Printer (Handled by the browser)
Report Layout JReports/Layouts/Rep76951.BackOrderRe... | ---

Filter: Back Order Release

Bill-to Customer Mo, 10000
Yes
No. 1968-5
— Filter..
Advanced >
| Send to... ‘ | Print ‘ | Preview & Close | ‘ Cancel |

Figure 5.14: Back Order Release Report Filters

e Back Order Release Report Preview

Back Order Release 8 July 2024
CRONUS AU Page 1
RAVEESHA

No.: 1968-5, Release: Yes, Bill-to Customer No.: 10000

External Document Original Quantity In Outstanding
OrderNo.  No. Order Date Type No. Description Order Qty. Balance Qty Release Qty. Stock  Location  Unit Price Amount
10000 10000 Adatum Corporation
101005 01/04/2021 Item 1968-5 MEXICO Swivel Chair, black 10 10 10 40 MAIN 360.00 3,600.00
Total for 3,600.00
Grand Total 3,600.00

Figure 5.15: Back Order Release Report Preview
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@ eagle360°

®.
*

Back Orders by Customer Report — This report specifies the available Back Order quantities per
customer.

e Type Back Orders by Customer in the Tell Me and click on the related link.
e Enter filters.

BackOrdersByCustomer
Priner ardied by the beowse!

Raport Layout Fapor/Layouts/S0018_BackOrdarsByCu

Filter: Sales Header

Filter: Sales Line

Advanced

Send to. Prnt Preview & Close

Figure 5.16: Back Orders by Customer Report Filters

e Click on Print or Preview and Close.

CRONUS AU Back Orders by Customer 8/07/2024 8:09 AM
1

Filters: Sell-to Customer No.- 10000 RAVEESHA

Order No. Reference WHS Date Item No. Description Quantity Price Value ETA. Qty. Date

10000 Adatum Corporation

101001 2/0472021 1996-S ATLANTA Whiteboard, base 12 264300 31,716.00

101002 110572021 1928-S AMSTERDAM Lamp 7. 104.00 728.00

101002 1/05/2021 1968-S MEXICO Swivel Chair, black 10 360.00 3,600.00

101005 11/042021 1900-S PARIS Guest Chair, black 20 365.00 7,300.00

101005 11/042021 1968-S MEXICO Swivel Chair, black 10 360.00 3,600.00

101005 11/0472021 1972-S MUNICH Swive! Chair, yellow 30 360.00 10.800.00

Total 57,744.00

Grand Total 57,744.00

Figure 5.17: Back Orders by Customer Report
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@ eagle360°

®.
*

Inventory - Sales Back Orders Report — This report specifies the item wise Back Order quantities
per sales order.

e Type Inventory - Sales Back Orders in the Tell Me and click on the related link.
e Enter filters.

Inventory - Sales Back Orders 0o X

Printer

Report Layout

Filter: Item

Advanced >

‘ Send to. H Print H Preview & Close ‘
Figure 5.18: Inventory - Sales Back Orders Report Filters

e Click on Print or Preview and Close.

d Iy 2
Inventory - Sales Back Orders Hons Bl
CROMNUS AU RAVEESHA

tem: No.: 1968-5

Document Shipment Qutstanding  Other Back
Item No. No. Customer Phene No. Date Quantity Quantity Orders
1968-S MEXICO Swivel Chair, black

101005 Adatum Corporation 01,/04/21 10 10 True

MEXICO Swivel Chair, black 10

Figure 5.19: Inventory - Sales Back Orders Report
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@ c2ge360°

®.
*

Order Confirmation Back Order 2 Report — This report specifies the available Sales orders with
Back Order quantities per item.

e Type Order Confirmation Back Order 2 in the Tell Me and click on the related link.
e Enter filters.

Order Confirmation - Back Order 2 0« X
Printer [tHandted by the browsen |
Report Layout /Report/Layouts/50102_PickingListTaxl...
Options
No. of Copies [ 1
Show Intemnal Information [CHD)]
Archive Document [ o]
Log Interaction [ o]
Show Assembly Components @)
Filter: Sales Order
Mo [ |
Sell-to Customer No, [i0000 |
Mo, Printed [ |
—+ Filter...
Filter: Integer
-+ Filter..
Advanced > ~
[ sendton || bt || Preview || concel |

Figure 5.20:Order Confirmation Back Order 2 Report Filters

e Click on Print or Preview and Close (two copies will be printed automatically).

CRONUS AU SALES ORDER
ABN 53001003000
1 Epping Road NSW 2600
1 Epping Road NSW CANBERRA 2600 NSW Sales Order No. 101005
Telephone +61 (2) 9870 2200  Fascimile 61 (2) 9870 2200 —W
wea st 7
Adatum Corporation Adatum Corporation
Anthany Lording
Station Road, 21
42000 SA 5000
Australia
Customer No. 10000 Order No. Salesperson Code 1O Warehouse PSNo. 101005
Product CROSS REF NUMBER | DESCRIPTION UNIT | ORD. B/0 SUPP. LISTPRICE | DISC % MSRP SUB-TOTAL
1900-5 PARIS Guest Chair, black 20,00} 20.00} 365.00 7.300. !JD_
1972-5 MUNICH Swivel Chair, yellow 30,00 3000 360.00 10,800.00|
1968-5 MEXICO Swivel Chair, black Fisce 1000, 1000 360.00 3,600.00|
Delivery 30[SUB TOTAL 21.700.00
Instructions GsT 1,62000
All Payment to: 1 Epping Road NSW 2600 Total AUD 23,320.00

Figure 5.21:0Order Confirmation Back Order 2 Report (Original)
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@ eag

le360°
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CRONUS AU SALES ORDER
ABN 53001003000 Off. c
1 Epping Road NSW 2600 Ice Lopy
1 Epping Road NSW CANBERRA 2600 NSW Sales Order No. 101005
Telephone +61 (2) 9870 2200 Fascimile 61 (2) 9870 2200 P —
£l Order Date: 1/04/2021
Web Site Page No. 1
Adatum Corporation Adatum Corporation
Anthony Lording Anthony Lording
Sta ad, 21 Station Road, 21
A 5000 42000 SA 5000
Australia Australia
Customer No. 10000 Order No. Salesperson Code 1o Warehouse PSNo. 101005
Product CROSS REF NUMBER |DESCRIPTION ORD. B/O SUPP. LISTPRICE | DISC % MSRP SUB-TOTAL,
1900-5 PARIS Guest Chair, black 20.00 2000 36500 7,30000|
1972-5 MUNICH Swivel Chair, yellow 30,00 3000 360.00 10,800.00
1968-5 MEXICO Swivel Chair, black 10.00 10.00 360.00 3,600.00|
Delivery 30]5UB TOTAL 21,700.00
Instructions GST 1.620.00|
All Payment to: 1 Epping Road NSW 2600 Total AUD 23,320.00

Figure 5.22: Order Confirmation Back Order 2 Report (Office Copy)
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@ eagle360°

Table Column

Column Breakdown

Release

Once ticked, signals that the line will be actioned when the user runs the ‘Release
Orders’ function from the ‘Process’ tab. Can be ticked manually which will in turn
populate the Release Qty and Release Date columns. Can also be ticked in reverse
when the user populates the Release Qty column.

Bill-to Customer
No.

Bill to customer No. for the sales order line. Could be swapped for Sell to Customer
No. and should ideally be adjacent to a Ship-to Address or code

Order No.

Standard Sales Order No. field

External
Document No.

Standard External Document No. field

Customer No.

Standard Customer No. field for the Sales Order line

Sell-to Customer

Standard Sell to Customer Name. Questions about the consistency or requirement

Name for the different customer names and numbers.

Order Date Standard Sales Order Date

Type Standard Sales Line Type field — could be removed — only items will be placed on
Backorder

No. Standard item No. field

Description Standard item Description field

Quantity in Stock

Current available stock level

Location

Sales order location field

Unit of Measure
Code

Standard Item UOM field

Original order

Gives visibility to the original order quantity — outstanding quantity may not be entire

Quantity original quantity when previous shipments have been created.

Balance Qty Outstanding order quantity. Original order quantity minus Quantity Shipped.
Automatically updated depending on order progress

Release Qty Quantity to be released to Warehouse Shipment from this page when the ‘Release

Orders’ function is used from the ‘Process’ tab. Updated manually by the user
through the ‘Edit List’ function. Can also be auto populated by the user clicking the
‘Release’ Boolean in the first column. When populated automatically, only the
available gty will be added.

Release Date

Populated Automatically by either the Release Quantity or Release Boolean being
actioned by the user. Will show the date that the release was created — can also be
manually edited.

Unit Price

Standard Unit Price field

Line Discount

Standard order Line Discount field

Outstanding
Amount

Outstanding amount. Unit Price multiplied by Balance Quantity.

End of Document
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