The special order process is divided into three parts:

· Placing the Special Order

· Ordering the Special Order

· Receiving the Special Order

PLACING THE SPECIAL ORDER

When a customer requests a special order, the employee should go to Booklog and do the following:

- Click on the Spcl Orders button, which is the second icon from the left on the menu bar.  (it looks like a blue, a green, a red, and a yellow crayon).  This will bring up the Special Order Pick List.

- Press Insert on the keyboard to add a new special order.  This will bring up the Special Order window.

- In the Special Order window, enter the CustomerID of the customer placing the special order.

- In the Special Order window, enter the item to be ordered.  If you need to, you can use the Inventory Pick List to select the item.  Click Inventory on the menu bar, then click Inventory Pick List from the drop-down menu.  Press F10 on the keyboard to search for an item, putting the title of the item in the “Value to Search For” field, and clicking Search to start the search.

- In the Special Order window, click the Process button to add the special order to the special order list.

If you’re having difficulty finding the item the customer wants, it’s very possible that the item has yet to be entered into the Booklog inventory.  Perhaps we’ve never carried the item, or perhaps it’s a new or upcoming release, or perhaps it’s a reissue of a previous item with a new price and new features.  It’s also possible that the item lies outside your field of expertise – I personally have a lot of knowledge about the games Pandemonium carries, but I’m not so knowledgeable about the books we carry.  We do have the power of the internet to help us out here, including some distributor accounts with searchable databases.  Before you start looking, be sure to ask the customer for as much information as they have about the item.

www.alliance-games.com (pandemonium books & games, 063180000)

(insert book-finding website here)

(insert more game distributor sites + account info here)

Once you’ve found the item, you’ll need to add it to the Booklog inventory:

- Click Inventory in the Booklog menu bar, then click Inventory Pick List from the drop-down menu.

- Press the Insert Button on the keyboard to add an item to the inventory.  The Item Properties window will come up.  Enter in the following information:

ISBN: put stock number of item here (ISBN will be added when product arrives)

Stock #: put stock number of item here

Title: put title of item here

Author: put author(s) of item here.  If no author, put stock number of item here

Pub Dt: put publication date if item here if known, otherwise put in current month

List Price: put the price of the item here

MSRP: put the price of the item here

Cost: this automagically gets generated, don’t put anything here
Discount: put discount of item here if known, otherwise put 45

Category: select category of item from drop-down menu

Department: this automagically gets generated when you select item Category

Publisher: select publisher of item from drop-down menu. Use “? Small Press Books and Games” if you can’t find the Publisher

Vendor(s): select the distributors of the item, if known

· BAKER and INGRA if book

· ALLIA, BHD, and CENT if game

Reorder Point: change to 1

- When you’re done entering this information, click Save to save the item.

- After you’ve saved the item, add the item to special order list (see above).
ORDERING THE SPECIAL ORDER

The special order list needs to be checked weekly.  If we only look at the special order list when we place an order with a specific distributor, then we run the risk of missing special orders if we happen to not place orders with a given distributor for a while.  To check the special order list:

- Click the Spcl Order button on the Booklog menu bar.  (again, the second icon from the left of the menu bar, looks like blue, green, yellow, and red crayons.)   The Special Order Pick List will come up.

- Double-click an item to read or update comments about the item.

When creating a purchase order for a given distributor, be sure to add special orders to that order!  When the order is called it, it’s possible that the special order item will be out of stock or out of print.  Be sure to get information from the distributor about when the item will be back in stock/back in print – the customer is going to ask you this question anyway, so we should have an answer ready.  Even if the answer is “there is no known date for the item being back in stock”, that’s helpful information.
If an item can’t be ordered,  call customer to inform them that the item can’t be ordered, and when the item will be back in stock/back in print, and ask if an alternate, equivalent item can be ordered.
RECEIVING THE SPECIAL ORDER

When a shipment arrives, open up the box and find the invoice.  Usually the invoice in in the box, but sometimes it’s in a little plastic pouch on the outside of the box.  Once you find the invoice, stamp it with the invoice stamp.

Confirm that the contents of the box match the items on the invoice.  Email any discrepancies to Tyler (tyler@pandemoniumbooks.com) and mark them clearly on the invoice.  Once you’ve done all of this, write the date in the Unpacking line of the

Invoice stamp.

Now go to Booklog.  - Click Inventory in the Booklog menu bar, then click Receiving from the drop-down menu, then Invoice & Packing List Quick Scan.  The Invoice & Packing List Receiving Wizard will come up.  Check Invoice For Name and the Invoice radio buttons then click Next.

In Step 2 of the Wizard, you’ll need to enter information in the following fields:


Vendor – select the vendor from the drop-down menu


Invoice Date – enter the invoice date listed on the invoice itself


Invoice Terms – enter “Net 30”


Freight – you can ignore this

Note that in the Vendor drop-down menu, you can find the vendor more quickly by typing the first letter of the name of the vendor.

In Step 3 of the Wizard, scan the bar code of every title that pops up in the Wizard.  When you’re done, click Finish.
It sometimes happens that you’ll get this message: “Some item(s) could not be found on a P.O.  Receive these items in any way?”  What probably happened here was that there were items ordered while on the phone with the distributor, so you’ll need to do an extra step:

Click Yes to answer that question.  When it asks to create an invoice, click Ok. The Invoice Detail window will come up.  Edit the quantities received in the Rcv field.  Confirm that the entries in Price, Disc (discount), and Category are correct..  If a purchase order was created, enter Over Shipped in Code.  (NOTE: FIX THIS).  Close the window, and click Yes to save changes.  It’ll ask if you want to close this invoice, so click Yes.  The Destination For Overshipped Items window appears.  Click to “Move to New PO”.

Now it’s time to pull the special orders.  The “CO#” and “O” columns will indicate the special orders. The “O” column will simply have an “S” listed to indicate a special order.  The “CO#” column will have a number indicating the special order number.  Pull those items from the main order and set them aside.  In Booklog, click on Inventory in the menu bar, then select Allocate Stock to Orders from the drop-down menu.  It’ll ask “Begin allocation process to unfilled orders?”, so click Yes.  Once that’s done, look up the special order items in the special orders list (Spcl Orders button the menu bar).  Double click on an item to view it, then print it out.  Once you’ve printed out the special orders, rubber band them to the corresponding items and put them on the special order shelves.
Now that you’re done, put the invoice in the bottom filing unit on the counter, and put the regular stock from the shipment onto the shelves.

It may happen that you’ll have difficulty with scanning in the items when receiving an order.  This is sometimes the case with game shipments.  In this case, you’ll need to do the following Booklog process to receive an order:

Click on Inventory from the menu bar, then select Receiving in the drop-down menu, then By P.O.  The Receiving Pick List window will come up.  Double-click the appropriate purchase order from the list (make sure it’s indicated as “Final”).  The purchase order window will come up.  In the “Rcv” (# received) field, enter in the quantity of each item in the shipment.  If the invoice happens to match the shipment contents 100%, you can speed this up by clicking the “Recv All” button of the menu bar (the plus-sign button 6th from the right).  Confirm that the discounts are correct, the Cat-1 entries (product categories) are correct, and that the ISBN numbers are not stock numbers.  Close the window and click Yes to save changes.  Then allocate stock to orders and continue on with pulling the special orders as above.

