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Moving an Item or Order Back to the Order Pad  
Once an order has been sent to order, it will display in the Goods In tab. If some items are marked as REJECTED, this means 

the order has not gone through or the supplier or wholesaler is unable to fulfil the order. In that case, you will need to 

send the item back to the Order Pad and re-send it to order to an alternative supplier or wholesaler. 

Once it has been booked in, ProScript Connect does not allow you to send an item or order back to the Order Pad. 

To learn how to manage an ACCEPTED item, please refer to the Accepting an Item or Order from Goods In article.  

Moving an Entire Order Back to the Order Pad  

1. From the Ordering Manager, click the Goods In tab.  

2. The Goods In tab contents display, with recently sent orders in the grid.  

 

3. Highlight the order you want to move back to the order pad. 

4. Press [F9 – Move Entire Order(s) to Orderpad]. 

5. The order is now marked as ACTIONED and each line will display a second status tag of ORDER PAD. This will be 

labelled with a RECALLED tag on the Order Pad. 
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Moving the Selected Items Back to the Order Pad  

1. From the Ordering Manager, click the Goods In tab.  

2. The Goods In tab contents display, with recently sent orders in the grid.  

3. Within the order, highlight the item(s) you want to move back to the Order Pad. Note you can select more than one 

item by using [CTRL]/[SHIFT]+left-click.  

4. Press [F8 – Move Selected Items To Orderpad]. This will be labelled with a RECALLED tag on the Order Pad. 
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For more information contact: 
Telephone: 0344 209 2601 
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