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This guide offers clear steps to efficiently fulfill orders—partial or complete helping
users streamline management, save time, and reduce errors.

1 Select "Parts" to access the sub-menu options for parts.
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2  Select "Order" to access the Orders in the system.
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3 Select the order number that you wish to fulfill.

Home > Orders ®

Orders Showing all 1 records + Add Ny
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Order Number ~  Vendor . Created Date * Modified Date ¢ Orderstatus * Actions
Stapies 11012025, 507 PM 1102025, 5:09 PM Received [c4 e
Dell 1672025, 3:29 PM 11612025, 3:29 PM Partially Received LA )
Dell E/2025, 3728 P 10612025, 3:30 PI4 Received LA
BB Manage ORD-589 Staples 1212012024, 4:12 PM 12/20/2024, 413 PM Panially Received “ e
ORD-588 Amazon 1272002024, 411 PM 1272002024, 415 PM Received 4 [N
ORD-587 Amazon 121872024, 4.26 PM 1211872024, 427 PM Partizlly Received [c4 [
o e —" R P— % o
ORD-584 Staples 111412024, 3.08 PM 11152024, 3.03 PM Partially Received ® e
ORD-583 Amazon 111472024, 2.55 PM 11412024, 2.55 PM Received £ [
o ORD-582 Amazon 1111472024, 254 P 1111512024, 2:57 P Received 2] [




4  Enter the quantity received for either a partial or complete fulfillment.
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Vendor Information:

Name: Dell

B Contact: Jane Smith

= Phone: (789) 456-4567
Address:

e 5450 Great American Parkway
Santa Clara, CA, 95054

ORD-591

On Hand Quantity Price QTY received

B 3 $50.00 El ‘n
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5 Select "All" to fulfill all of the items ordered.
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6  Select "Save" to save your changes.
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