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If i.e., a picking note has been generated and the Serial (1)/Batch Numbers (2) that have 

been allocated require changing this can be done on the order if required. 

 

Customer – Order – Find Order (3) and either search for the Order number (4) or Double 

click on the required order (5) 
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Once the order has opened Press F3 on the keyboard to open the Batches windows or 

highlight an item on the order (6) and select the Batches button (7) 

 

There are three sections two the batches window. The top section will show two tabs Items 

& Kits (8) and the bottom section (9) will show the Batches/Serial numbers. The tick box 

which says Has Batch/Serial is ticked in this example. This is because both items have the 

Batch/Serial numbers fully allocated. 
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In this first example the item is a Stock item with Serial Number so appears in the Item Tab.  

To change the Serial numbers for the Monitor, select the required item MONITOR40LC (10) 

This will then display the Serial numbers that are allocated & that were printing on the 

picking note. In this example we will remove Serial No 000015644 (11) and will swap it to 

000015647 

 

Right Click on the Serial number to be removed (12) and select ‘Delete Selected’ 
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Select ‘yes’ when prompted. 

 

Against the Monitor now there is only 1 Serial number currently allocated and the Has 

Batch/Serial for this item is unticked. This should highlight that another Serial number needs 

allocating. 

 

  



 
 

Amending Batch or Serial Numbers on Sales Orders 

© Copyright Interprise Solutions LLP                                            Page 5 of 9 
 

 

To allocate the new Serial number make sure the correct item is highlighted (13) and then 

in the bottom section, select the empty Batch/Serial No. field (14) and either click on the 

drop down or scan/type the serial number in. If selecting from a drop down, double clicking 

the Serial No. will add it in (15). The Free Qty of the Serial number can be seen here too, 

this does not update until the Batch/Serial window has been closed & reopened (F3) 

 

Once the new Serial number has been selected, the Has Batch/Serial should be ticked if 

everything is allocated. NB. Serial numbers can only ever have 1 so the Qty Sold this time 

will default to 1. 
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In the second example the item is a Stock item with Batch Number so appears in the Item 

Tab.  

To change the Batch numbers, select the required item CHEM (16) This will then display the 

Batch numbers that are allocated & that were printing on the picking note. In this example 

we need 5 from Batch 001-003-005 and 5 from Batch 002-004-006 

As it is a batch number there can be more than 1 qty against the batch. Against the relevant 

batch reduce the Qty Sold This Time (17) from Qty 10 down to 5 

 

This will show that the Batch is not fully allocated again and more is required. NB. As in the 

previous example if the full batch is not required it can be deleted in the same way. 
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To allocate the new Batch number make sure the correct items is highlighted (18) and then 

in the bottom section, select the empty Batch/Serial No. field (19) and either click on the 

drop down or scan/type the batch number in. If selecting from a drop down, double clicking 

the Batch No. will add it in (20). The Free Qty of the Batch number can be seen here too, 

this does not update until the Batch/Serial window has been closed & reopened (F3) 

 

Once the new Batch number has been selected, the Has Batch/Serial should be ticked if 

everything is allocated. 5 were outstanding, as the new Batch is added it will automatically 

allocate 5. This can be amended as required and more batches added if needed. 
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Once all items have all the Batch/Serial numbers allocated, either press F3 to close the 

window or select OK (21) 

 

If Batch or Serial numbers have been missed then the following message will show on 

closing of the batches window. They will need reviewing in the batch window again. 
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If the Item is a kit, this works in exactly the same way, the Kit Tab shows the components 

 


