
How to process an e-commerce order? 

Processing an e-com order can be very diƯicult at first but with this study guide hopefully 
we can give you the information that will help you succeed in the e-commerce aspect of 
the bronco bookstore.  

 

For a little bit more of context the morning shift whoever is scheduled at e-com should 
“open up the orders” meaning they are printing out and noting down how may orders for the 
day will be. How many orders one would get ranges it’s never the same, some days it may 
be 60 others it may be 18 you never know. So, in other words, always expect the most.  

 

Nonetheless, once the morning shift does that you will have order slips that would look like 
this:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If you notice on the top right it has an order number starting with “WO-0…” As well as if you 
look down the power you will see the customers name, email and if the order is going to be 
“Store Pick Up,” or “Ground Shipping.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Above is an order and on the top left in 
the highlight is the Order Number: “WO-

024497” 

Below is the same order “WO-024497” 
but to the right of the page is highlighted 

the customers name, email and if the 
order is store pick up or ground  



Now we can move on and start pulling the items based on the order slip once pulled we can 
begin processing the order in 153 which is found in the Red tab or Mail order in Win Prism.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the Red Tab and in the 
blue highlight is the tab Mail 
order this is where E-Com is 
mostly done as well as 151 
which is used to add products to 
the website.  

In the blue highlight is Ship Mail 
Order (153) where you will 
charge out orders that are 
already pulled.  

This is how the 153 tab will look like when opened.  



Step 1: Now that the order is pulled and ready to be processed please go to 153 under the 
Red tab in Win Prism.  

 

Step 2: Once you have opened 153, please have the order number ready at hand. Then 
usually the “Search bar” which is highlighted below in yellow  

 

You want to type an “%” then the order number like “%244997,” you don’t have to add the 
“WO-0” to find the order that is ready to be processed or even when you are looking it up as 
well.  

 

 

 

 



Step 3: After you clicked enter on your computer after typed the order number with the % 
your screen should now look like this:  

 

Step 4: While on this page like the image above you should see a “Salesperson:” section. 
Before touching/editing the items ALWAYS ADD YOUR ACCOUNT NAME. On how to do so 
simply click on that white empty box and let your cruiser sit there for a little then click 
inside the order comment area, where you should then see your Win Prism username pop 
up.  

 

 

 

Step 5: After you have added your name we can now start Ship, Cancel, or BO (Back Order) 
items based oƯ what has been pulled from the order.  

Our recommendation is we can never trust the person who pulled the order that you are 
about to process. We MUST always check if all the items are correct for what the 
customer ordered. Using the paper (order slip) check oƯ the items that you have so for 
example: If the customer ordered a 5’1 – 5’3 bachelor’s gown, check the gown that it is 1 if 
it’s a 5’1 – 5’3 and 2 that it’s a Bach’s gown. This goes for all products from general 
merchandise to tech products like calculators. After you have done this you are now ready 
to start the “Ship, Cancel, or BO (Back Order)” of the items  



Step 6: After finishing Step 5 you can now do the “Ship, Cancel, or BO (Back Order). 

  

What ship means is that you have the product in hand and you can “Ship” it out or in other 
words you have the product.  

Canc or cancel means that you do not have the product AT ALL and you are cancelling that 
item.  

BO or Back-order means that the product the customer wants needs to be back ordered. If 
you are confused whether an order of an item should be backed order always ask Keith or a 
Shift lead.  

Whether you are back ordering an order or cancelling YOU MUST ALWAYS use the order 
comment section to say so. The only time you do not have to add a comment is if 
everything is here. Though if you find that an item is out of stock or anything like that YOU 
MUST type that within the order comment section NO BUTS OR ANYTHING IS NEEDS TO BE 
DONE. Same goes with backorder, if you asked Keith or a lead and they said just back order 
it simply type the items sku or a small description of the item and that needs to be backed 
ordered.  

 

 

 

 

 

 

 



Moving on you want to individually right click on the items of the order and click just like in 
the image in the blue highlight click “Edit Item Information”  

 

 

 

 

 

 

 

 

 

 

Once you do click “Edit Item Information” you will be given this prompt 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 7: Once you have the prompt from clicking “Edit Item Information” you will now begin 
checking oƯ with either “1” or “0” if we have the item. Below is a picture of the highlighted 
sections of that prompt that e-com ONLY USES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is pretty straightforward “Shipping Qty: 1” means we have the item, so we are going to 
charge the customer. “Cancel Qty: 0” means we do not have the item, so we are NOT going 
to charge the customer. “Backorder Qty: 0” means we both don’t have the item and aren’t 
going to charge the customer out.  

You will have to do the “Edit Item Information” FOR ALL ITEMS WITHIN THE ORDER 
NUMBER. Sadly you can not skip or highlight or anything like that to make it go faster 
you must right click every item and manually do the 100, or the 010, or the 001 for 
EACH ITEM.  

 

 

 



Step 8: After manually righting clicking and finished up with step 7 we can now “tender” out 
the customer if you look on the bottom left corner of the screen you should see two tabs 
“Detail” and “Tender”  

 

 

 

 

When you are doing the “Edit Item Information” that is always in the “Detail” tab. The 
“Tender” tab looks like this:  

 

Below in the yellow highlighted are the two things we look for. We always what the total to 
match the amount.  

 

 

 

 

 

 

 

 



As you can see within the pictures the total amount is $365.35 and but the Amount shown 
to tender is $58.10 so we must click on the $58.10 and change the price to $365.35  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Total amount that must be 
charged out 

The amount that needs to be 
changed  

Image above is before changing the price. 

Image below is after changing the price to the total amount needed to be 
charged out 



Step 9: After you make sure that the “Amount” matches the “Total” you can click the 
hammer above. It’s the same hammer that one would use if they were posting a 201 from 
the blue tab. Below is an example of the hammer  

 

Once you click the hammer you will be given these options below in the image you must 
click “Close Shipment/Reservation,” to close out the order.  

 

 

 

 

 

 

 

Once you click that you will be given the prompt to print something, please follow those 
prompts and staple the papers together with the Order Slip on top.  

 

Sometimes if you were to backorder or cancel an item a prompt of “Would you like to send 
a cancellation email?” Depending on the situation of the order you can send an email. So, 
like if you back ordered an email a cancellation email isn’t really needed but if you 
completely canceled the item then yes you must say yes to sending a cancellation email.  

 

 

 

 

 



Small Cheat Cheat!  

1. Open 153 → Search %order# 
2. Add your name 
3. Check ALL items manually 
4. Edit each item:  

a. Ship = 1 (have item) 
b. Cancel = 1 (no item) 
c. BO = 1 (backorder) 

5. Go to Tender → match total 
6. Click hammer → Close Shipment 


