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Ordering is important for the store to ensure there is always enough stock to use . Macromatix has an 

inbuilt ordering system that takes the customers through the ordering process. The system allows you to 

create, place and receive an order. 

Ordering  
 

Placing an order  
 

There are options to have your orders placed manually and sheduled. 

• Placing order  

• Scheduling order  

• Receive order 

• Order  

To place and order select Ordering tab. A drop-down page with options will appear 

                                               

 

 

 

 

Select Place Order, the following screen will appear: 

 

Place an order – this is to add an order type 

• Select   to add an order 
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Select a Supplier from the list. 

         

Select the calendar icon   to add delivery date and cover until date then confirm. 

On the Order Detail screen, the forecasted order quantity will pop out in the Quantity field. This is based 

on the Days to Cover amount entered in the previous pop up and the forecasted usage for these dates. 
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• Edit the Quantities for each item by entering the new amounts in the quantity field or If no 

changes need to be made, select Actions to proceed with the order. 

As the order is confirmed, select Actions and the drop down will appear giving you different options 

such as Reset Order QTY, Submit, Save or Delete.  

                                                    

The layout of the options: 

1.    Reset order Qty 

 

 

The Reset Order Qty option/button indicates that the order has not been processed or submitted – 

When Reset is selected the warning screen will appear: 

 

 

 

 

 

Select the Process button to continue with the order, the following screen will pop out stating that the 

order reset was successful. 
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2. Submit 

       

 

The Submit option submits the processed order. 

• Enter the Invoice Number. 

• Select the Receive Date for the order delivery.  

• Confirm the order. 

Example:  

 

                                            

 

 

 

 

 

 

 

The following screen will appear: 

Select the “Auto - receive order” and confirm. 

Note: You MUST tick the Auto Receive Order box so that the items amount will automatically be 

received into your inventory. 

 

 

 

 

 

 

The stock levels will be updated with the ordered amounts. 
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3. Save 

                                                          

The Save option will save the order and show as In progress or placed under status field,  

Example: 

                                

 

 

 

 

 

 

 

 

                                                        

Then select on View  to open the order saved or placed. 

• An In Progress order may be edited. 

• A Placed order cannot be edited.  
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4. Delete                                 

 

 

             

Delete removes the order permanently and will not have access to the order.  

Example: 

 

 

 

 

 

A message will appear wen the order is deleted: 
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Scheduled orders  
 

 

 

 

 

 

• If there is an order Scheduled to be placed today, it will appear here.  

• Use the date selector to review the dates that have a Scheduled Order to process as there may 

not be an order scheduled to process every day. 

                        

 

When a date has been selected, the following screen will pop up with orders scheduled for the selected 

dates. 

These are the Scheduled orders with a status indicating the condition of the order whether is placed or 

In Progress (still processing). 

• Select View to either add item(s) or see how the order has been processed if the Status is Placed 

order. The user can only edit the order if it is under in progress. 
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View a Placed Order 

Select the View button on a Placed order: 

Select the Add item(s) button to add items on the placed order. 

 

 

The Add new items window will appear. 
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Enter in the item name and select Search 

• In this example – chicken – item is entered and a list chicken items will appear.  

• Select the chicken item – in this example CHICKEN – NUGGETS are selected. 

• Select Add items button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Enter in a quantity. 

 

On the Item Details list the Extended price will change depending on the quantity entered.  

Example: 
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View an In Progress order 

Select the View button on an In Progress order  

The following screen will appear: 
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Enter in the quantity on preferred items.  

Example: 

 

When the changes have been made select Actions drop down button to Save or Delete the order.   
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Example of a Submit order 

• Tick the Auto-Receive Order and Confirm. 

 

 

 

 

 

 

After selecting Confirm, the following details are required to be filled in. 

• Enter Invoice Number and Receive Date and time to finalize the submission of an order. 

 

 

 

 

 

 

 

 

 

 

 

• After the changes have been made or confirmed the user won’t be able to edit the quantities 

but only add an item to a processed order. The status on the order will then change to Placed. 
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Receive Order 
 

Receive order – Order receiving is the function of checking items delivered to the business, either 

coming in as new stock or supplies. 

                                       

 

 

 

 

 

The screen gives the user the option to search an order. If there is an order scheduled to be placed on 

the day, it will appear here.  

Using the date selector, review the dates that have a Scheduled Order to process as there may not be an 

order scheduled to process every day. 
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Order Return 
 

Stock return is the process of taking previously purchased stock back to the supplier/ retailer and in 

turn receiving a refund in the original form of payment, exchange for another item ( identical, 

different) or a store credit. 

          

 

 

 

 

This page displays the supplier, order number, order received date, number of items and total amount. 

• Select View order to process the return of stock.  

 

 

 

 

 

 

In the Return column enter the number of items to return. 
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Select Actions to finalise the Return order. 

The drop down will indicate to return the selected stock or return the entire order. 

                                                                  

 

 

 

 

 

In this example Return Selected has been chosen: 

 

 

 

 

Ordering process. 
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Print Order(s) 
 

The feature assists the user to track down orders made andrecords each ordering movement. 

                                       

 

 

 

 

• To find an order enter in the fields - all must be completed. 

 

• Search – Enter order number or invoice number to search order processed/saved   

                         

• Supplier – Select the supplier for the system to generate only orders for that selected                                        

supplier. It gives you the option to select ALL suppliers. 

                                        

• Status – Select the condition of the invoice order you want to view, for example; select open,                 

closed or hold using the drop-down arrow.  

 

Select the day of the invoice processed, example; required by today prior,                                             

prev 14 days or 3 to 6 months, etc using the drop-down arrow 

                

• Order – select essential order using the drop down. 
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An example of edited fields: 

• Generate Report, from the detailed selected orders 
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• Select HTML or PDF to view your Report. 

 

 

 

Example report of the purchase order generated a report using the HTML options. 

Report for selected items: 
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Report for all items 
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Order History 

 

To view order history. 

 

 

 

 

 

A list of previous orders will display. 

 

 

 

 

 

 

 

 

• To make changes to a single order, select View and the following screen will appear. 
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 Select on Actions it will show options to correct receive or change apply. 

                                                          

 

 

 

 

Correct Receive – Allows the user to edit and make changes to orders received. 

Example: 

 

As changes are made, click on actions and select save changes or cancel changes  

 

 

 

 

 

A confirmation message will appear  
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Change apply date – allows the user to change dates of the orders received. 

• Confirm when the new applied date changes have been made  

• Or Cancel to go back 
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Digistics Order  
 

Due to Digistics being integrated the following steps will need to be followed: 

• The order needs to be placed in the scheduled orders before the Friday 10am cut off times 

thereafter that scheduled order gets locked and will not be able to be edited. 

• Once the order has been submitted before the Friday 10am cut of time then it gets sent to 

Digistics who intern will send back the store three scheduled orders for the next week (IE A KFC 

restaurant has three deliveries per week) 

• When the order arrives at store level then the Digistics driver and the store manager confirm 

the order as per the invoice and then that gets checked against the EPOD delivery tablet that 

the Digistics driver has.  

• If there were any short deliveries or returns, then this gets marked on the tablet and once both 

are happy then only will the order be processed on the EPOD tablet. Within an hour the shipping 

confirmation then gets sent to MX were that order will be automatically received into the 

system and stock updated accordingly.  

• Should the order not be received from Digistics a support call will be logged by the store where 

the case is escalated to the Gaap MX administrator and team in the interim. Alternatively, 

Digistics can be contacted to resend the order. 

• This is the main process and this is what will cause the most support calls as sometimes there is 

a problem with the drivers delivery tablet and its then a manual process were Digistics 

warehouse has to process the invoice manually and then a shipping confirmation gets sent to 

the store.  

• The same support channels which now is implemented with the GAAP Digistics integration will 

need to get followed as with MX.   

• When it is known and confirmed that the shipping confirmation has not been imported into MX.   

The following contact can be emailed at Digistics DGITWeCare@Digistics.co.za 

• After sending an email to DGITWecare please contact the following number 082 288 2990 

between 17:00 and 08:00 and over weekends.  

• Should the call centre technician not receive a resolution from Digistics in an hour, the case 

should be escalated to the GAAP Internal MX team. 

• Another reason that a shipping confirmation might fail is when there is a stock code that was 

sent from Digistics that has not yet been added into MX. This will then need to be escalated to 

DB maintenance and the normal procedure of having the item active will need to be followed. 
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