Look Up An Order

Chapter Seven

LOOK UP AN ORDER

1Module Overview

The order lookup is a quick way to review a customer order without going into option
#3. Enter/Edit Orders, CR Memos.

Partial searches on customer name, customer account ID, and order number are
supported.

7.
2The Order Header Display

Look up an Order

1. Trx Type IN 13. Slsperson 1
*2. Trx No. 052029 GMP STATUS: PRT 14. P.O. # 9102345
3. Date 01/11/2001 15. Reqg Date
*4. Customer 00294 16. Auth 2
Howe Marking Systems 17. Auth 3
5. SHIP TO Howe Marking Systems 18. Pmt Terms 30
6. Address 8665 Tyler Blvd 19. Ship Via up
7. Address 20. Coll/Ppd 1
8. City Mentor 21. Tax Base C
9. State OH 22. Discount 0
10. Zzip 44060 23. Job # 000000
11. Country USA 24. Print Now? Y
12. Bal Mth O 25. Price Lev 1

26. Comments

Right Order? Y
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Order Entry Reference Manual
The Order Header Display shows the complete shipping information. See Chapter 4,
"Enter/Edit Orders, CR Memos" for a complete description of each information field on the
display.

When you first arrive at this screen, the cursor will be on the Customer Name field.
You may look up an order either by Customer Name or by Transaction Number (field #2).
Partial searches (typing only a few letters of the name) are supported at the Customer
Name field.

Once you have chosen an order by answering Y (es) to the Right order? prompt, you
are taken to the line items display for that order. For large orders needing more than
one screen to display the line items, press [ENTER] to see the next part of the list. If
the order has no line items, you get the prompt: No line items for this order. CR TO
CONTINUE.

When you finish viewing one order or fail to find one you seek, the cursor returns
to the Customer Name field for a new look up.

7.
3The Order Line Item Display

Ord 052029 Cust 00294 Howe Marking Systems Total: 760.99

Tax: 3.99 Misc: Frght: 55.00 Paid: 350.00 Sale 1IN

Oty Ship Units Item/Descr Price DS STS Extended TX
1 EA PDB-00065-01 595.00 O PRT 595.00 N

AM-65A TERMINAL (AMBER)
Serial #: 65-001-890A
1 EA CL11007 107.00 0 PRT 107.00 N
.6 AMP POWER CONDITIONER (CRT)
Serial #: K-9087-67890

[RETURN] to continue, [ESC] to exit, [Q] to quit

The Order Item display is a bit different than the display when you are changing
order information. The top two lines of the screen show the order totals: tax,
miscellaneous, freight, and payment.

The line items are displayed in multiple lines. The quantity shown on the left is
the QUANTITY SHIPPED. Backorders are displayed on a separate line beneath the item
number. Serial numbers, MSDS sheets, and cancelled quantities also display on separate
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lines under the item ID number.

The right-most column indicates tax status: N means the
item is not taxed.

In addition to the options displayed on the WHAT NEXT line,

the following cursor
keys are active:

[HOME] returns you to the first page on the display.
[PREV SCREEN] pages backward one screen.
[NEXT SCREEN] pages forward one screen.
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