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Description Enter a general description for the entire order

Year:Will default to NONE or Current Year if Routes are defined.

Status: Will default to NW for New Order.

Primary Warehouse:Select the warehouse to order from. It is possibldééaultthisvalue.

Sec Cd: Will default to User’s default Security Code.

Requested By: Will default user's name.

Requested DateWill default to current date.

Customer ID Enter PE ID for school or departmeiithis can be set to default based on user login.

X X X X X X X X

Pess Enter to save the recovghen all the required fields are populated.
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Click on the Itentab and enterquantity and Product ID for théems to be ordered.

¥% The system will populate the Unit of Measure, Quantity Available, Unit Price and Total
Price for the item once the user tabs out of the Product ID field.

Required Fields:

X Quantity Ordered: Enter the quantity for the item being ordered.

X Product ID: Enter the Product ID for the item being ordered. Click the Lookup icon to access the
Prod ID Lookup screen if the number is not known.
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X Account Enter the account to be expensed for the item
0 Use theellipsesbutton to access a Lookupthe account isiot known.

0o TheAdd Accountbutton can be used to get another line if it is necessary ta g
expense between two or more GL accounts.
% Splits can only be done by Percent.

Whenall required fields are enteredyress enter to save the record. Make sure you get the
Record Acceptehessage.

Warehouse Approvals

2. Approvascan be done from th&&IOEUBcreen or theTaskList. The Ordemustbe fully approved

beforethe warehouse staff can fill the order.

Sreenapproval- Clickthe Pending Taskisticonon the sidebar to open the Approvagianel Click
the greenApprovebutton.
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Reports
1244—Order Entry Information —enter an order # and it will pull up that warehouse order.

1249—Open S| StatuReport will show you who the next approver is on an order for your
location.

1245—Alphabetic Stock Cataleg
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