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Last Modified on 10/12/2022 12:12 pm EDT

This guide explains how to apply an existing template of shipping charges to an order. It
is intended for general users.

Your system administrator (and other Team Members with the required privileges

(httos://aaceé‘knowledgeowl‘com/heID/ControlIing-access—to-aace—moduIes—with—user-groups)) can build temglates

(https://aace6 knowledgeowl.com/help/building-a-template) tO Store standard shipping charge setups. Those
shipping charges can then be added to the order. When you enter an order, simply select the
correct shipping template to pull in the standard shipping charges:

1. Navigate from Main Menu > Order Management > Orders.
2. Atthe Orders module, locate the desired order using the Quick Search
https://aaceé.knowledgeowl.com/help/using-the-quick-search-bar bar.

3. At the detail view, click Edit.

4. Inthe Totals section (bottom-right corner), click the shipping-level Actions ( A ) >
Select Shipping Template.
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5. Select the desired shipping template and click Save.
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6. aACE imports any template info for shipping pricing, descriptions, additional info, LICs,
etc.
Note: If text fields on the order (e.g. Description) already include information, that
content will remain. The template text will not replace text you have specifically entered
for that order.

7. Finish editing the order and click Save.
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