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In this lesson you will learn about using the Accredo system. 

After completing this lesson you will be able to: 

 Create a Backorder 

 

 

 

 

 



Quote

• Provide a quote to customer

Sales Order

• Quote accepted - Sales Order 
created from quote

Order Shipped

• Order shiped with packing slip 
if in stock or backordered if 
insufficient quantities

Invoice Raised

• Invoice raised from sales 
order or direct through 
invoicing system

Receipt Payment

• Payment received from 
customer

Allocate Payment

• Payment allocated against 
invoice

Goods Returned to 
supplier due to damage or 

other reasons

Allocate Credit to 
Invoice if no payment 

received or Issue a 
payment refund

Issue Credit Note

• Credit Note required to adjust 
customer account & stock 
correctly
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Process flow 
 

 

 

 

 

  



Backorders 
 

 Note: for a Back order to be created it must be generated from a Sales Order. Back 

Orders will not generated directly from an Invoice.  

 To enable products to be placed on Backorder for a customer ensure that the 

Backorder button is ticked in the customer maintenance screen 

 

 Create the Sales Order Tasks/Order Entry/Enter Sales Orders 

 

 

 



 If there is insufficient stock available to fill a sales order for a customer a query will 

pop up when the quantity required is entered for a line.  

 

 The query asks how you would like the order to be completed for the unavailable 

stock items. Choose the action required and click OK.  

  

 Back Order – Back Order the entire quantity ordered. 

 Supply – Supply the entire quantity ordered, that is, go into negative stock available. 

 Available – Supply the available quantity and disregard the balance of the ordered 

quantity. 

 Partial Supply – Supply the available quantity and Back-order that balance of the 

ordered quantity. 

 

 

 

 



 The sales order will complete the UOM (Unit of Measure) Ordered, UOM Supplied 

and UOM Backordered fields accordingly. 

 

 The Reprice Sales Orders function is available to update prices click 

and chose from the selections which sales orders/products you 

would like to reprice. 

 When stock levels have been replenished via shipments received Back Orders can be 

fulfilled. You can use the selections to run for all sales orders or select by Customer 

or Product.  

 

 The Fulfill Back Orders Query will appear and you can Press Update to fulfil the 

order. 



 
 

 
 

 A list of fulfilled back orders appears 

 You can then print Packing slips 

 
 

 

 
 



 
 

 Invoices can be generated once the sales order has been filled. 
 

 



 

 

 

 

 

 

 

 

 

 

 



Contact 
For further information or for assistance with Accredo please do get in touch with us. 

Offices 

 

New Zealand (+64) 

Tauranga ................................................  07 544 4488 

Wellington………………………………….……..   04 282 1534 

Email ........................... Helpdesk@ZealSystems.co.nz 

 

Australia (+61) 

Melbourne…………………………………………. 03 9016 3410 

 Sydney………………………………………………..  02 9098 0996 

 Brisbane……………………………………………… 07 3088 4989 

Email ........................ Helpdesk@ZealSystems.com.au 
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