CSD TENDERING SALES ORDER 
Sales Order Tendering allows you to apply payment (credit cards, check or cash) directly to a COD Sales Order.

Only a COD Order in a Picked Stage can be tendered.  If the OE is in a Shipped Stage, you can unship it using OEES.  If the OE is invoiced, use the Receive Payment on Account procedure.
Tendering a COD Credit Card, Cash or Check Sales Order
1.
Access OE-Entry- You can:

· Type OEET (upper or lower case) into the search field  [image: image1.png]


  located  top right(Blue line) and select oeet - Order Entry and press ENTER
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--OR--—
· From the Menu bar, click  SALES
· Then click the + sign next to Entry and then 

- Click Order
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The Order Entry Initiate window opens.

2.
Click the Maintain button. 
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3.
Enter the Order Number to be tendered. 

4.
Click NEXT button on the blue banner line to advance the screen.
5.
Click Collect Payment from the horizontal line under the Banner menu or Collect Payment button located at the bottom right side of screen..  The Tendering screen appears.
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Scroll down to the Process Payment section and select the payment type.
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6.
Totals By: should display the Ordered toggle button.  If the Shipped toggle button appears, click the button to change it to Ordered.
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7.
If needed, enter the amount collected into the Amount field.  
NOTE: If the Amount is greater than the Order amount, you can use the Receive On Account option (page 7) – OR -- for a small amount, you can enter the difference as a Special Charge Add On in the OEET Totals section and continue to tender.
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8.
Click inside the Payment Type entry and click the Dropdown arrow key to change the entry if needed.  
9.
Press TAB to advance to the Payment # entry and type the Order Number (use correct Suffix,   -00, -01, etc.). 
10.
Enter one of the following in the Check # entry: 

· Enter six 1’s for MC or Visa - 111111

· Enter six 3’s for Cash - 333333

· For Check, enter the check number. 

Please NOTE: ALL checks are to be sent to Corporate Office, Attention AR Administrator
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11.
Click Accept Payment and Finish.

The Journal box appears after tendering the first Order, not for the remaining CODs.  
· Click OK.
12.
Click Finish to exit the Order.
13. If you have additional COD cash and check Orders to tender, go back to step 2 and repeat the procedure.

Tendering Notes:

· Notes MUST be entered on all Cash, Credit Card and Check tendering types.  To access Notes, open the Context apps on the right side of your screen.  Select order NOTE and add the information requested.
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· For a credit card, the note must include the authorization number received when the credit card was run and the total amount approved. In addition, include today’s date, the amount.
· For Cash, include amount of the order, and the date the money was collected. 
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· For a check, the note must include the check number, the amount on the check and order number. 
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· Tender History can be viewed in the Header of OEIO.  Scroll to the Tender History section to view detailed tendering information.
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· Total Tendered amount for the Order can be viewed in the Tender History Details of OEIO.
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