Add an Order
A N\ ONE TO ONE
w?PLUS

This guide offers simple, clear steps to add new orders, helping users streamline
inventory and procurement with accurate records and efficient operations.

1 Select "Parts" to access the sub-menu options.
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2  Select "Order".
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3 Select "Add New" to add a new order.
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Order Number Vendor Created Date Order Status Actions

Select Select Select

stapies 1102025, 5:07 PM 1102025, 509 PM Received % e
Dell 11612025, 3:29 PM 11672025, 3:29 PM Partizlly Received @ [
Dell 162025, 3728 P 10612025, 3:30 PM. Received A
Stapies 121202024, 4112 FM 1272002024, 413 PM Partially Received [c4 e
Amazon 1202002024, 4:11 BM 1202002024, 4:15 PM Received ¥ ©®
Amazon 121812024, 426 PM 12118/2024, 4:27 PM Partially Received [CA
Amazon 111152024, 310 1 111572024, 3:10 1 Recewed 2] [
Amazon 11152024, 253 PM 111572024, 3:09 P Recewed % ©®
Staples 1111412024, 3.08 PM 1115/2024, 3.03 PM Partially Received ® e
Amazon 1111412024, 2.55 PM 11412024, 2.55 PM Received ®
Amazon 1111472024, 254 P 111572024, 257 P Received AR



4  Add the purchase order number.
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5 /hoaie Total Items 0
Balance Due 5000
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5 Select the "Vendor" associated with the order.
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6 Select a "Site" associated with the order.
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7 Select the "Part" associated with the order.
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