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Document Overview
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MyPromoOffice — Sales order to job order
confirmation process

Step 1.0 — Creating a sales order

GunWebSystems

Once a client has accepted a quote, you are able to initiate a sales order by following the

process in the following steps.

Logged in as gunweb

View Quotes

Create Copy | Update Quotation

Header Details CRM  Quotation Details = File Attachments All

Sign Off Terms

Create Sales Order

LOGOUT

Web Store

Cancel

Manage Quotation|

Quotation Details

EE Product Short Name Product Description

Displaying 1-1 of 1 result(s)

. Selling Price
Excluding GST RIS

827539-030-BLK_STE . TEST
Steel Blue Work Boot - TORGUAY - BLACK RUB TORQUAY - 030 BLACK RUB EH DECORATION 10 7.00 70.00
EH
é ) Sub Total : 70.00
GST: 7.00
Total : 77.00
sales order
Cr jht © 2010 Gun Web Syste: . All Rights Re d.
opyright un ystems ights Reserve: S GunWebatstems‘;
Targeted Web Sotutions 2
—
Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store
Sales order (SO-19-000112-1) i successfully created. The
following
SO Header Details Quotation Header Details Sales Order Details CRM File Attachments Sign Off Ten

headers will

appear

Sales Order Details

Item quantities not matched with the size breaking quantities ®
| I W DO - e =
Gst
827539-030-BLK_STE
Steel Blue Work Boot - 1 Screen Print to Garment. 3 Colour. 1 Position
£d Price
1 TORQUAY - BLACK RUB EH 2 TEST DECORATION 10 7 70 ®
o # Edit Decorations Delete
View long descripbon
Sub Total: 70.00
GST: 7.00
Total: 77.00
Add New Details
Product Decoration ay Selling Price Excluding  otal xcluding 6T
Select Product | New Product +
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 2.0 — Deleting unwanted products
If there are any unwanted products, select delete on delete product to remove the product
from the sales order.

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Confirm Order Manage Sales Orders

Sales order ($0-19-000112-2) is successfully created.

50 Header Details CQuotation Header Details Sales Order Details CRM File Attachments Sign Off Terms All

Sales Order Details

Item quantities not matched with the size breaking quantities @
827539-030-BLK_STE
Steel Blue Work Boot - —
1 TORQUAY - BLACK RUB EH 1 TEST DECORATION Edit Price:
(] “ Edit Decorations 0

Save Changes

Add New Details

Selling Price Excluding e s o mew
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 3.0 — Adding a product
To add an additional product, press select product and proceed to search for the desired
product by using the products ID number, product code, description or supplier name.

Sales Order Detalls

tem QuARSSes ot matched with the size breaking quantities

Add New Detalls

Product Ducoeption Qny !""‘p':;:“"'"’ Toeal [nchuding GST

Toadd a

product press
select product

Custiemisation Distads L ey

To add a product you
can search for it in many
ways including: ID,
product code, product
descriptions or the
suppliers name.

TORQUAY - 030 BLACK RUB EH

TORQUAY - 030 BLACK RUB
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MyPromoOffice — Sales order to job order

confirmation process

Add New Details

Product

Select Product  Hew Product +

Add Custor Product Hers

Add product description here

TORQUAY - 030 BLACK RUB

ustomization BEtail

The product
selected
should be
seen here

Toadd a
product
select the
box

TORQUAY - 030 BLACK RUB

TINDAL - 060 BLACK TPU

Decoration

Select Decoration  Hew Decaration +

To add any
embroidery

or printing
on the
product click
select
decoration

ur

1-20 of 545 result(s

Press add to
add the
selected
products

Selling Price Excluding Total Excluding GST

Edit Price.

Imagery

| Show Prica Details in PDF @ Show Notes in POF @ Show Customisation Details in POF & Show Product Details in POF
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 4.0 — Adding a decoration

To add a decoration, follow the outlined process below.

To add a decoration, you
can search for a particular
decoration by using the
white boxes

festdecomain TEST_DEC TEST DECORATION
testdecomain Asdsa 1 Col pad print
testdecomain 50223E-1 TEST NEW

Screen Print to Garment:

SCRG SCRecipCR 3 Colour, 1 Position

Headwear Decoration up

HEADDEC HEADDEC-CP
to 10cms
PRINTINC pnfin Print Included

Embroidery to Bag up to

EMBB EMBB-CP
10cms
EMEB BAGND No Decoration Reguired

Pad Print: 3 Colour, 1
FPAD-3C1PS-CP Position Small 33mm

To select a
decoration click the
box next to the
decoration/s you
want on the
product

Select add to add the
selected decorations to
the sales order

Page 7 of 20



GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 5.0 — Adding sizes and colours
To add the required sizes and colours to a product, select the product and click on “add product
details”. Follow the process outlined in the images below:

ps200_mie
Mens Elite Polo )
1 1 Screen Printto Garment-3 Colour. 1 Position Edit Price @

100 4545 4545
=] y Edit Decorations

e

These boxes allow for
adding custom details and

Click view
size/colours

notes for the product
Steel Blue Work Boot - -
2 TORQUAY - BLACK RUB 1 ‘Screen Print to Garment: 3 Colour. 1 Position Edif Price @
10 27197 2197
(=] 2 Edit Decorations. .
T R mamSmSmSmSmSS——SSS—_——rmm—————————
(5]

Click view
sizes/colours

ou can also add custom
details and notes required
for an individual product

Add Product Details

Steel Blue Work Boot - TORQUA
3 BLACK RUB

Edit Price ®

1 15 15

ou can also add custom
details and notes required
for that product

Click view
sizes/colours

Sales Order Details

Item quantities not with the size ing iti ®
GsT
P3200_BIZ
Mens Elite Polo
1 1 Sereen Print o Gament: 3 Colour. 1 Pesition Exdit Price @
100 4545 4545
@ 4 Edit Decorations Detsts

Add Product Details

627539-030-BLK_STE

Steel Blue Work Boot -
2 TORQUAY - BLACK RUB L ScwenPrint Fefres ®
10 2197 2797
o £ Delete
‘Add Product Details
627539-030-BLK_STE
Steel Blue Work Boot - TORQUAY -
3 BLACK RUB Edit Price @
1 15 15
5] 4 Delete
‘Add Product Details
Sub Total: 4,826.20
GsT: 48262
Total: 5,308.82

To add sizes and colour,
click on add product

details. Save Changes

Add New Details
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MyPromoOffice — Sales order to job order
confirmation process

Step 6.0 — Adding rows for additional specifications

In order to add information for additional rows, you will need to add a change of spec for size,

colour needed for the client.

GITRISOM BLK_STE
Steel Blue Work Boot -
TORQUAY - BLACK RUB 1 Seraan Prind bo Cament 3 Colour, 1 Posiion Edit Price:
10 arer
m} A Edit Decoraions

GunWebSystems

Fi

E2TEI6-030-BLK_STE
Sae=l Blue Wark Boot -
TORQUAY - BLACK RUB

=) .

Eit Decorations 1 15

N—— T EERRRRRZ==n
=

Sales Order Details
Item ities not with the size ing

. Selling Price Excluding
Decoration o Total Excluding G ST

P3200_BIZ
Mens Elite Polo )
1 1 Screen Printto Garment: 3 Galour, 1 Position Edit Price
100 4545
(m] 4 Edit Decorations
Add Product Details
627539-030-BLK_STE
Steel Blue Work Boot - B
2 TORQUAY - BLACK RUB 1 EatPrice
10 27.97
g 4
‘Add Product Details
627539-030-5LK_STE
Steel Blue Work Boot - TORQUAY - .
3 BLACK RUB Edit Prce
1 15
=] y
Add Product Details
Sub Total:
GST:
Total:

To add sizes and colour,
click on add product
details.

Add New Details
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 7.0 — Ensuring information is correct
You will need to go through each of the tabs to ensure this information is correct.

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users. Settings Web Store

Confirm Order | Manage Sales Orders

50 Header Details Quotation Heager Details Sales Order Details CRM File Attachments. Sign Off Terms All

Sales Order Detal

®
You now need to go

through each of the
tabs, which we will do

H i o ma!(e S'ure the e “-
information is correct.

P3200_BIZ

Mens Elite Polo
1 1 Scacen Prmtio Gament 3 Colou, 1 Psiion ot Prcs ®

=] Edil Decorafions 2 29022 580 44 e

1 L 1 Biack e |
2 x 1 Res it | Dl
Add Product Details
627539-030-BLK_STE
Steel Blue Work Boot -
2 TORQUAY - BLACK RUB 1 Screen Print to Garment: 3 Golour, 1 Posifion Edit Price @

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports. Users Settings Web Store

Confirm Order | Manage Sales Orders

50 Header Details Quotation Header Details Sales Order Details CRM File Attachments Sign Off Terms. All

Sales Order - HeadegiDetails

70 Office Address  Shipping Address
50-19-000108-5
‘Customer Name Gun Web Systems
test sales person v
[[okepike 0243020158
jacqui v
checked that the CHHER add1
information is
Address 2
correct you need 07201 add2
to click on
quotation header 28-06-2019 Address 3 add3
details.
stomer Followed By Email v Town Town1
B State1
Postal Code 123
. =i sally@gunwebsystems_com au
Fill out all of the boxes vas v
W|t_h the regulred Fax
information.

@ Show Price Details in PDF @ Show Notes in PDF @ Show Customisation Details in PDF & Show Product Details in PDF

Send Sales Order |  Print PDF
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MyPromoOffice — Sales order to job order

confirmation process

GunWebSystems

Step 8.0 — Client CRM Settings

You will need to update the date the client needs to be followed up on and add any further

relevant information

Logged in as gunweb

GOUT

Dashboard

View Quotes Purchase Reports Users. Settings Web Store

Confirm Order

Manage Sales Orders

S0 Header Details Quotation Header Details Sales Order Details CRM File Attachments Sign Off Terms All
Quotation - Header Details
D 108 .
e ey 9000108 Now click on CRM.
Quote Name test steel blue Check that a"
D Couten details are
Comments correct and any
required
comments.
A
Processed By gunweb
Date 14-06-2019

Back to Top

Copyright © 2019 Gun Web Systems

Al Rights Reserved.

Show Price Details in PDF @ Show Notes in PDF & Show Customisation Details in PDF @ Show Product Details in PDF

Send Sales Order |  Print PDF

Powsed oy GUNWEbSYstems ‘;
Targeted Web Solutions ¥~
Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Confirm Order

Manage Sales Orders

S0 Header Details

Quotation Header Details

Sales Order Details

CRM File Attachments Sign Off Terms. All

Date

2077 04-07-2019

New sales details ({Steel Blue Work Boot - TORQUAY - BLACK RUB (627539-030-BLK_STE)} x 1in
Order (S0-19-000108-5)

Add Sales Contact or Activity

Flelds with * are required.

Internal Use
(=]

Comments *

Follow up Date

10-07-2019

Upload File

Choose File | No file chosej

Select Follow-Up Status v

Select the date
that the client will
be followed up on
and the type of
follow up.

Copyright @ 2018 Gun Web Sysizms . All Rights Reserved.

Follow-Up Status

®

Displaying 1-1 of 1 result(s)

llowup | Added
Date By

04-07-2119

Follow-Up
Status

added to Sales
gunweb

Then click on file
attachements.

Here you can click internal use, enter any
comments that only your colleagues will
see (internal notes).

Show Price Details in PDF (¢ Show Notes in PDF (@ Show Customisation Details in PDF ¢ Show Product Details in PDF

Send Sales Order | Print PDF

Seuered v GUN WebSvstems <20
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 9.0 — Attaching a file

To attach a file, select the large white box in the bottom of the screen to bring up the select a
file menu. Follow the steps in the image below.

@ Open w B gunweb LOGOUT

4 @ 5 ITSupport > OneDrive - Gun Web Systems «| @/ [ search OneDrive - Gun WebS.. 0
Organize = New folder m @
"~ Name Status Date modified Web Store
# Quick access
Blad tation.d 7/3/2019 1:21 PM
B Desktop * ] Bladon Quetation doc © mmOrder | Manage Sales Orders
21 Direct Group Quotation [} 7/3/2019 2:01 PM
SO Hoal ¥ Downloads * 3 How To Do A Quote Using MyPromoOffi.. @ 7/3/2019 12:25 PM
eader]
Documents * 5] How To Do A Quate Using MyPromaOffi.. @ 7/2/2019 12:01 PM
=] Pictures #* 19 MarketLink Quotation [} 7/3/2019 1:11 PM
Al 5] MarketLink Quotation @ 7/3/2019 1:10 PM
Attach WS 5] Promo Office- How To Upload A Data File @ 7/2/2019 3:24 PM

[ I I —
= Quote Procedure =
| @ Creative Cloud Files 3

@ OneDrive v

File name: [| L Y | [AnFies ~

Add Do|

Drop files

To attach a file double

’ click on the file to attach
it.

Click this white
box to br!ng up @l Show Price Details in PDF [# Show Notes in PDF [# Show Customisation Details in PDF (@ Show Product Details in PDF
the files if you Send Sales Order | Print PDF
need to attach
any required
files.

Back to Top

Copyright ® 2018 Gun Web Systems . All Rights R

Powerea by Gunymegﬁsremsci

Salutions

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users. Settings Web Store

Confirm Order Manage Sales Orders

50 Header Details Quotation Header Details Sales Order Details CRM File Attachments Sign Off Terms Al

Attached Documents

Add Documents

0.3 MB

I hat the file should look like

when attached.

Now click sign
off terms.

Remove file

(¢l Show Price Details in PDF (¢ Show Notes in PDF @ Show Customisation Details in PDF [ Show Product Details in PDF

Back to Top Send Sales Order | Print PDF

Copyright @ 2018 Gun Wab Systems . All Rights Reserved

Powered by Gun“l‘ymeg.fz.stems (i

Solutions
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 10.0 — Sign off terms

Enter any required sign off terms, select save. After selecting save proceed to the “All” tab.

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Confirm Order Manage Sales Orders

S0 Header Details Quotation Header Details Sales Order Details CRM File Attachments Sign Off Terms All

Sign Off Terms

“ Sign Off Code Sign Off Term Created By Created Date

No results found.

Add Sign Off Term
Fields with = are required.

Sign Off Code Sign Off Term Select all

Select Term v Test

off terms

reqylred‘ then
click save.

Show Price Details in PDF (¢ Show Notes in PDF ¢ Show Customisation Details in PDF ¢ Show Product Details in PDF

Back to Top Send Sales Order | Print PDF

Copyright € 2018 Gun Web Systems . All Rights Reserved

Pawered by Gunm%tems‘i

Solutions.
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 11.0 — Check information

Go through all information that you have entered in order to ensure that the information is correct.

Cmis iusi Dmians i 4es mwasimie g o mis e
Sales Order - Header Details
D 70 Office Address ~ Shipping Address
Sales Order Number $0-19-000108-5 Er -
MERLE LU Gun Web Systems
Sales Person ID test sales person v
jLeteniione 024302 0158
Production Coordinator Jocqui v
Address
Customer PO# addi
Address 2
Created Date 04-07-2019 add2
Due Dat
ue Date 28-06-2019 Address 3 add3
FEIDIpEts Customer Followed By Email v Town Townd
State Statel
Postal Code 123
E-mail sally@gunwebsystems. com au
Fax

Quotation - Header Details

What it should look like.

D 108
Quotation Number 19-000108
Quote Name test steel blue
Reference ID sally@gunwebsystems.com.au
Comments
A
Processed By gunweb
Date 14062019

Sales Order Details

®

What it should look like.

Pa200_BIZ
Mens Elite Polo
! 1 Sereen Prntto Gamment 3 Colour, 1 Posifion Edit Price
2 29022 58044
5] 4 ot Decarstons e
R R R R R
A
el

| i — L]

— e e
1 L 1 Sk .
2 x 1 Res Bt Dok
/Add Product Details
627539-030.5LK_STE
Steel Blue Work Boot - .
2 TORQUAY - BLACK RUB 1 Sereen Printto Gament 3 Colour, 1 Postion Edit Price
2 126.97 25394
o 4 Edit Decorations .
—
=
4 4
O eSaales
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MyPromoOffice — Sales order to job order
confirmation process

1 i 1 Black

2 n 1

Add Product Details
627539-030-BLK_STE
Steel Blue Work Boot -
3 TORQUAY - BLACK RUB
Edit Decorations 1
(=] 4

[ E—

Black

Edit Price

GunWebSystems

Edic| Delete

Esit| Delete

. . Sub Total: 835.88
What it should look like. o e
GST: 5359
Total: 919.47
Save Changes
Add New Details
Product Decoration aty ST P':;“;TE“'“d"'“ Total Excluding GST
Add New Details
Product Decoration ay &1 F':;;TB‘C'“""'Q Total Excluding GST
Select Product New Product +
Add Custom Frodust Here
P
A4 prosuct description here
Edit Price:
. 1 00
ion HNew Decoration 0.0

Notes Imagery
ez
i ¥
Y. /
What it should look like. Save Changes
Sales Contacts & Activities ®

Displaying 1-1 of 1 result(s).

Created s Follow-Up Followup | Added
Date Status Date By

New sales details ({Steel Blue Work Boot - TORQUAY - BLACK RUB (627539-030-BLK_STE)} x 1 in aty) is added to Sales

2077 04-07-2019 04-07-2119
‘Order (S0-19-000108-5)

gqunwed
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Add Sales Contact or Activity
Fields with * are required.

Internal Use What it should look like.
(=]
Comments *
A
Follow up Date Follow-Up Status
10-07-2019 Select Follow-Up Status v
Upload File

Choose File | No file chosen

Sign Off Terms

o orew Son oo G T

No resuits found

Add Sign Off Term
Fields with * are required.

Sign Off Code Sign Off Term

Select Term E Test

p
Comments *
&
Follow up Date Follow-Up Status

10-07-2019 Select Follow-Up Status What it should look like.

Upload File

Choose File | No file chosen

Save

Sign Off Terms

o oo Sonon o

Created Date

Mo resuits found.

Add Sign Off Term
Fields with * are required.

Sign Off Code Sign Off Term

Select Term A Test

Show Price Details in PDF @ Show Notes in PDF @ Show Customisation Details in PDF @ Show Product Details in PDF

Send Sales Order | Print PDF

Cogyright © 2018 Gun Web Systems . All Rights Resarved

oo GinWehSusteme o2
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 12.0 — Confirm order
Once you are satisfied that all information you have entered are correct, you can click confirm order.
The second picture is what it should look like after you clicked confirm order. Then you need to click
view on the order you just confirmed.

Logged in as gunweb LoGoUT

Dashboard View Quotes Purchase Settings Web Store

Confirm Order | Manage Sales Orders

50 Header Details Quotation Header Details Sales Order Details CRM File Attachments Sign Off Terms All

Sales Order - Header Details

° 70 Office Address  Shipping Address

Sales Order Number S0-19-000108-5 Customer Name Gun Web Systems
Sales Person ID test sales person v
Production Coordinator Jacqui v ——

Customer PO# =
Created Date 04-07-2019 e 2
Due Date 28062019 Address 3 add3

Follow-up Status Customer Followad By Email v Town Town1

= Statet

Postal Code 123

Once you are happy that all the
details are correct, you then Email sally@gunwebsystems.com.au
click confirm order.

Quotation - Header Details

D 108

Logged in as gunweb LOGOUT

Once you have
clicked confirmed
the order. It'll
refresh to this  joara

page.

View Quotes Settings Web Store

Work order (67)(Quotation : 19-000112) successfully confirmed.

You may optionally enter a comparison operator (<, <=, », =, <> or =} at the

Advanced Search

ﬂ Created Date | Sales Order Number | Quotation Number

Master Customer

1 03-07-2019 $0-19-000112-1 19-000112 EWA System Administrator View | Confirm | Cancel
BWA | Print PDF
BWA View | Convert To Job

2 03072019 50-18-000112:2 19000112 System Administiator SO Confirmed IR
BWA Cancel | Print PDF

S0-19-000108-1 Gun Web Syt View | Cancel | Print

3 19052019 19-000108 S testsales person  Awaiting artwork =TI
Test User 2 PDF

4 24062019 $0-19-000108-2 19-000108 ERUDEEED ey T rTED View | Confirm | Cancel
Test User 2 | Print PDF
Gun Web Syst View| Confirm | Cancal

5 04072019 50-19-000108-3 19-000108 AR et fiew| Confirm | Cancel
Test User 2 | Print POF
Gun Web Syt View] Confirm | Cancel

6 04072019 S0-19-000108-4 19-000108 S Ve test sales person SV B e
Test User 2 | Print POF

7 |esor2u0 ETDOWEES R QUnWEDSISEMS jocqui testsales person SO Confimmed View | Convert To.Job |
Test User 2 Cancel | Print PDF
Anglican Communty )

8 05062019 % 19-000107 Fund Inc test sales person S0 Converted ta Job V"EMC:ECFE”P""(
Helen Kitching
Anglican Community

S0-19-000107-2 View | Cancel | Print

9 05062019 " Fund Inc testsalesperson SO Converted to Job flew  Cancel | Pri
Helen Kitching
Anglican Communty

10 27052019 % 19-000106 Fund Inc artwork Bladon User SO Converted to Job METIETENE
Helen Kitching
‘Anglican Community

11 01062019 O e 19000106 Fund Inc Bladon User SO Converted to Job MDD
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 13.0 — Check information

As seen in step 10, you need to go through each tab in the below images in order to ensure that the
information is correct.

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Back to : JOB-19-000108-64 Edit Sales Order Manage Sales Orders

Header Details Sales Order Details CRM

File Attachments Sign Off Terms

L Office Address Shipping Address

Sales Order Numbet

e Customer Gun Web Systems
Production Coordinato Test User 2
You now
Telephone 02 43020158 dt | k
Address  add1 nee 0 clic
Address 2 add2 on Send
EEE sales order.
Town Town1

Like before, go Sate  State
through all the Postal Code 123
tabs to make Email sally@gunwebsystems. com au
sure all the Fax
information is
correct.
@l Show Price Details in PDF @ Show Notes in PDF [¢] Show Customisation Details in PDF (¢ 3ffow Product Details in PDF

Back to Top Send E-mail for Approval | Send Sales Order | Print PDF

Copyright @ 2018 Gun Web Systems . All Rights Reserved.

Powered by Gunrl‘!le:g%rems ‘5

Solutions

X | @ Guniteb - Admin Workorderdet: X @ GunWeb - Create Emails X+

mpsv2. m.at dexphp?r= 4 =18icutmz_show=18&notes_show="18&prices show=1

Bi. Howmuchdeesth.. BB Elementhq|YArooms SE1 12 Reasons Why Yo..

iful Free Imag... @) Green Social Media.. @ GunWeb - Jobflow.

Logged in as gunweb LOGOUT

Dashboard View Quotes’ Purchase Settings Web Store

Manage Emails

Fields with * are required.

From o Once you have
marc@gunwebsystems. com.au itsuppori@gunwebsystems.com.au clicked send
e sales order, it'll

open up a new
tab. The new

page should
look like this.

marc@gunwebsystems.com.au

Bee

use comma(;) to add multiple addresses

Subject *

Sales Order : SO-19-000108-1

Body *

Attached File

1562285157UID28 pdf View PDF f Then select view
PDF to preview the

order information.

Copyright ® 2018 Gun Web Systems . All Righis Reserved

Poweredby Gun'lﬁlﬁg%tems‘i

Solutions
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 14.0 — Review and send quote

Review the PDF preview that is generated, and if happy. Follow the below steps to send the quotation.

GunWebSystems
ORDER CONFIRMATION
S0-19-000108-1
Due Date : 28-06-2019
Quotation Number : 19-000108 Date : 19-06-2019
Customer : Gun Web Systems
Address : addl, add2, add3, Town1, Statel, 123 Customer PO# :
E-mail : sally@gunwebsystems.com.au Production Coardinator :
Telephone : 02 4302 0158 Sales Person : Test Sales Person
No Product Decoration Qty Price Ex GST Total Ex GST
P3200 BIZ 1. Screen Print to Garment: 3 Colour, 1
1 Mens Elite Polo Position 100 43.45 4,545.00
Product Details
Mens Elite Polo.
£27539-030-BLK_STE .
2 Steel Blue Work Boot - P creen Print to Garment: 3 Colour, 1 10 27.97 279.70
TORQUAY - BLACK RUB
Product Details
E] TORQUAY - 030 BLACK RUB
3 Mens Elite Polo 5 24.75 12375
Product Details
Sub Total 4,948.45
GST 494.85
Total 5,443.30

S5IGN OFF TERMS

30 Day Account
Full payment is due 30 days from invoice date.
Please sign your approval to proceed if all details on the or

e correct and yolwould like to proceed

Approval .
Date What the order confirmation should
look like, double check the information
How to pay is correct.
VISA by credit card by mail
w To pa::-ia M::.eri:ard ar VISA. E Detach this section and mail your cheque to...

by Phone
Quote Ref: Invoice Number
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Manage Emails

he email address you are sending
the quote to, you can edit this.

Fields with * are required.

From * To*

marc@gunwebsystems.com.au itsupport@gunwebsystems.com.au

The email you are sending the quote
from, you can edit this.

Ce

marc@gunwebsystems.com.au

you want to send it to multiple people use
the CC function, they will be able to see
who else you've added to the email.

Bce

use comma(;) to add multiple addresses

If you want to send it to multiple people
without them seeing who was added, use
the BCC function.

Subject *

Sales Order : 30-19-000108-1

Body *
You can change the email subject.
This is where you can type your
message to the recipients.
A
Attached File
1562265157UID28.pdf View PDF nce you are happy with the above information,

you can click send.
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