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This guide explains how to manage, edit, and track orders, helping users maintain
accurate records and streamline workflow for better efficiency.

1 Select "Parts" to access the sub-menu options.
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2  Select "Order" to access the manage Order screen.
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Select an Order Number or the "Edit" button to edit an existing order in the
system.
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You can view the order details here including the quantity on hand and the
quantity ordered.
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Vendor Information:
Name: Staples.

Contact: John Smith
Phone: (814) 5544444
Address:

200 East Main Street
Spartansburg, SC, 29632

Quantity

5  View the quantity ordered with the order in this area.
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An order will remain in "Draft" status until you select "Mark Order as Placed"
button.
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Use the QTY Received area to update a partial number received by typing in that
number.

N

I' ard Home > Orders > Edit HoAl 2 101QA1 @
® Edit Order - Status: Placed
L as: P Oder Number ORD-552 Vendor Information:

Name: Staples.

PO Number

- s = sl Contact: John Smith
. Phone: (814) 554-4444
Vendor
alf ot Address:
= sile QAHS 200 East Main Street
1l Locations Spartansburg, SC, 20632
50 v
Help Desk
Quantity QTY received
49 Parts v
BB Manage

@ Order




8 Select "All" to mark the entire order as received.
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9  Select "Save" to update the information.
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