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Click on the Parts Button

Click on the Parts button to access the sub-menu options.
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Select Order
To access the Order area, click on the Order button.
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Click Add

Click the Add button to add a new order.
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Add a PO Number

Add the purchase order number if it is applicable.
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Select Vendor

Select the Vendor associated with the order.
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Select Site

Select a Site associated with the order.
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Select the Part

Select the part associated with the order.
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