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Document Overview 
This document outlines and explains the process of converting a sales order into a job order 

confirmation: 
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Step 1.0 – Creating a sales order 
Once a client has accepted a quote, you are able to initiate a sales order by following the 

process in the following steps.  
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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. 
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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. 
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Step 4.0 – Adding a decoration 
To add a decoration, follow the outlined process below. 
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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: 
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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. 
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Step 7.0 – Ensuring information is correct 
You will need to go through each of the tabs to ensure this information is correct. 
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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. 
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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. 
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Step 10.0 – Sign off terms 
Enter any required sign off terms, select save. After selecting save proceed to the “All” tab. 
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Step 11.0 – Check information 
Go through all information that you have entered in order to ensure that the information is correct. 
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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. 
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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. 
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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. 
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