How to find a special order?

Using FileMaker Pro, instead of logging into the Receiving Log (where tasks like backstock
and receiving boxes are normally done), you need to log into the Order Database. Follow the
prompts and type in your credentials.

(Below in the red box is the Order Database icon)
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Step 1: Once you log into Order Database you will be given this screen, in the yellow
highlighted near the top let is a quick search bar.
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The next step depends on the receiving document. Below are examples of different types of
special orders you may encounter. To determine whether an order is a special order, you should
always check the receiving log before reviewing the paper documents. This process is important
to understand.

Below is an example of how a special order will appear when you are checking it in.

yout: | Iracking_s v | viewAs ) = | 6B Preview
Main NEWRECEVING il FIND RECEVING [l SWITCH USER Todayis: 1/20/2026 AMELIA S

Receive Date | 1/12/2026 [EESVIEE  Received Today | Received By Range
Receive Time | 2:30:23 PM
vendor | AMAZON

1ipping Company | FEDEX GROUND Date/Time Tracking Carrier Shipper # Notes Pk Damaged Pic  Pallet
PO # 5
SMOCoe 1/12/202 [BEEIEN 9622001900000863483700397588 FEDEX 220019 34 > "No* ~
1/12/202 [BEEIEY 9622001560000863483700397588  FEDEX 220015 34 ~ "No* ~

Ctns

Expected 2

Ctns
Received

2

Shipment
Notes

Log# [51041 NOTES ARE REQUIRED WHEN NO PO IS ENTERED! OPEN BOX AND DESCRIBE SHIPMENT AND/OR ENTER PO #.

Please keep in mind that not all special orders will appear exactly like the example shown
above. Some special orders will not display this way and will instead require you to use the
receiving document. In these cases, you will notice that the “Comment” section is highlighted,
along with a code such as “CSQ5544...”. The CSQ number is how we categorize orders in our
order database system.

PLEASE ALWAYS LOOK IN THE COMMENT SECTION

Receiving Document - Separate Locations
Location: BRONCO BOOKSTORE

PO Number:  GMO38549 Received Wha Invoice Bill of
W u m I "Hl"l Enclosed Lading
oy 1 . |ed=s
T /24 |BH /14 poot
PO Date: 087252025
Date Printed:  8/29/25 11:52 am
Vendor: D & HDISTRIBUTING CO{B36742)
Comment: CS02637% - AIDEN RAMIREZ
General Merchandise
Out | Qty |Catalog Number I’l}'pf. SKU Size Cost Retail
Qty Phe Typ | Unt| Description Term Color
{\ 1 1 21Q6e0027US 12918485 Nong $1,72941 _ $1,800,00
EA 1 LENOVO THINKPAD X9-15 Non-Term

I




Receiving Document - Separate Locations

Location: BRONCO BOOKSTORE

PO Number: GMO38626 Received Wha Invaice Billaf
Mm 1 Mn“ Enclosed Lading
| ‘ /5 |ME/ [NIN e dex
PO Date: 09/03/2025
Date Printed:  9/5/25 2:25 pm TW
Vendor: D & H DISTRIBUTING CO(B36742)
Comment: TECH STOCK
General Merchandise
Out | Oty | Catalog Number |'[3-pe SKU Size Cost Retail
Oty Phe Typ | Unt| Deseription Term Color
% 5 5 MYQW3IAM/A 12897063 None $84.55 $89.00
e EA | (IST GEN) APPLE PENCIL  Non-Term
128917063
A2 10 10 MUWAIAM/A AFPLE PENCIL 12794188 USB-C $65.55 $69.00
EA I {(USB-C) APPLE PENCIL Non-Term WHITE
Receiving Document - Separate Locations
Location: BRONCO BOOKSTORE
PO Number: GMO38584 Received Wha Invoice Bill of
u I | NI ”mIml\ = =
. £«
% / 6 - Fed
Bil/ e =
PO Date: 08/28/2025
Date Printed:  8/2925 11:55 am
Vendor: D & H DISTRIBUTING CO(B36742)
Comment: CS026434 - JAMIE SNYDER
General Merchandise
Out | Oty |Catalog Number | Type SKU Size Cost Retail
Qty Pkg Typ | Uni| Deseription Term Color
jl' 1 1 MYJFILL/A 12018911 2m $1,799.00 £1,899.00
EA 1 INST APPLE STUDIO Mon-Term
DISPLAY 27" CLASS
WEBCAM 5K LCD

MONITOR. - 16:9

[

These examples primarily apply to technology special orders, but the same general process
is used for clothing special orders as well. Textbook orders follow a different process, so
please refer to the Textbooks Manual for detailed instructions.



Going back to “How to Find a Special Order” Step 1:
Using the CSQ number found in the Comment section, enter the number into Quick Search in
the order database. You do not need to include the “CSQ” letters, only enter the numbers.

For example, if the comment shows CSQ26434 — JAMIE SNYDER, simply type 26434 into
Quick Search, as shown in the picture below.
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i 26434
Acton Buttons | | T ...

Quotes
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Follow-Up

Name  JAMIE SNYDER | & | over | 2vewone | s : Follow-Up

L Assignedo Keitn G on 128/2025 10:40:25 AW Vaste
Number | 003979503 JCSNYDER@CPP.EDU o N
Ahecount Type | Grant (Starts with 00) KEITH G otalD ’ 0.00
Jecount £ 005275 ol MasleTol 500
o Nari | ACCOLNT Need E 2 i ToRes Ta $185.15
Summary | APPLE STUDIO DISPLAY NTERNAL Important Prepaid Recept | Aowlied Payment
Email Subject  APPLE STUDIO DISPLAY Order Message COMMIT $2,089.15
2 Y M 5100.00
1 MYIFILUA INST APPLE STUDIQ DISPLAY 27" CLASS WEBCAM 5K LCD MONITOR - 16:9 - $1,899.00 $1,893,00 316618 315 v Lnk FROMO = 8/30/2025 2:50:57 DM Amolia § w

12918911 .aw_-: w P B &R0 saw st w8 Follow-Up Email sent from
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