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Order Entry

• Begin Order Entry by selecting the “Order Center”
link on UPGNET

• Select “Internet Sales” link
• Order Entry and Order Status are both accessed from 

this link and are no longer separate links from 
UPGNET menu
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Order Entry

• Select Customer ID (if needed)
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Order Entry

• Select a catalog
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Order Entry
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Order Entry
Navigation Tools
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Order Entry
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Order Entry

Create New Order-Create a new order

Create Template-Create a template for orders 
that may be placed repeatedly

Create Order from Template-create a new order 
from an already existing template

Users also have a “Transfer” button to copy an 
existing order to create a new order
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Order Entry
No order entry transaction in process:

Order is in process already:
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Order Entry

Once order header and items are entered, user 
can select UPDATE, CANCEL or ORDER 
buttons:

UPDATE: update line items on order without saving the order.  Returns 
the values for price and description fields on the line items

CANCEL:pops up a window to ask the user if they are sure, and then 
cancels an order NOT submitted yet

ORDER:submits the order to UPG
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Order Entry

To save an order, click on the ORDER 
button

A pop up box will ask you to confirm that you 
are sure you want to place the order
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Order Entry

User can now create an order template for repeat 
‘stocking’ orders and create an order from a 
template
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Order Entry
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Change Order

• Change the quantity of a line item 
• Change the deliver date of the order
• Change the Ship to address
• Add line items to the order
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