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Select Parts
Select the Parts button to access the sub-menu options.

Select Order
Select the Order button to access the manage Order screen.



Select Order Number or Edit Button
Click on the Order Number or the Edit button (far right) to edit an existing order in the system.

View the Order Details
You can view the order details here including the Quantity on Hand, Minimum Quantity, and the
Quantity Ordered.



View the Quantity Ordered
View the quantity associated with the order in this area.

Click Mark Order as Placed
An order will remain in Draft status until you mark the order placed by clicking on this button.



Update Quantity Received
Use this area to update a partial number received by typing in that number.

Select All Button
Use this button to select the entire order as received.



Click Save.
Click Save to update the information.


