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Overview

Stock Orders, Supplier Orders, Forward Orders. Whatever terminology you use, the
Rapidstock Ordering system facilitates the most common of these methods.

Common Order Processing methods
The common supplier order methods are as follows:

1 Head Office > Supplier > Head Office > Shop
HO raise the supplier order. HO receives the goods into stock. Stock is then
transferred out to the branches. This method is mostly used when operating from a
warehouse or stock room.

1 Head Office > Supplier > Shop
HO raise the supplier order. The supplier dispatches the stock directly to the shop.
The shop book the stock into the system.

1 Shop > Supplier > Shop
The shop raises the supplier order. The supplier dispatches the stock directly to the
shop. The shop books the stock into the system. This method is mostly used when
multiple branches use the same system but control their own stock.

The example used in this guide uses the Head Office > Supplier > Shop method for
supplier orders. If you need any more information on the other methods of ordering then
please consult a Touchretail representative.
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Creating an Order

Whether you are creating an Order at the Warehouse, at a Shop or remotely, the same
method is used for creating Orders. Login to Rapidstock from your location and follow these
steps.

Item Selection
Fashion Matrix
Entering Detail
Header Detail

Documentation

arwdOE

Tickets can be produced as the Orders are created, after the Orders have been created or
when the orders are received.
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Step 11 Creating an Order T Item selection
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Highlight the items to include in your order.
B J Right click and select
Stock > Create Direct Branch Orders

CTRL & SHIFT buttons allow you to highlight
multiple items
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Select the items for your order. I f you donot
them first.

You can create an order for multiple items by highlighting a selection. The standard windows
keys for selecting multiple items are:

1 CTRL
Whilst holding in the control key you can select additional items without losing the
current selection

1 SHIFT
Holding shift and clicking any item will select all items between and including the
currently selected item and your mouse pointer

Usually items in the same department listing are from the same supplier. It is good
practice to select all department items that you want in one go. This avoids having
thousands of individual supplier orders each with individual items.

Once you have highlighted your items, right click and select Stock > Create Direct Branch
Orders

Retail Accounting Solutions Limited t/a Touchretail
Unit 22 Trentham Lakes Technology Park : Bellringer Road : Trentham : Staffs ST4 8LJ
Tel 0845 466 0323 : Fax 01782 646847 : info@touchretail.co.uk : www.touchretail.co.uk

h a



touch

retail management and e-commerce solutions

Step 21 Creating an Order i The Fashion Matrix

The Fashion Matrix is a scrollable list of all the items you previously selected, listed by
Colour, Size and Branch.

If you are repeating the same quantities between Branches or Items then you can toggle the
Branch Copy and Item Copy buttons to repeat your entered quantities.

You will also find a Tickets checkbox and a Docs check box. Toggle these to suit your
requirements.
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