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This guide explains how to efficiently build orders using templates. It is intended for
general users.

Creating a template can help you build complicated or standard orders more quickly.

Navigate from Main Menu > Order Management > Orders.

Click New and select one of the three options: Sales, Production, or Service.

On the new order detail view, click Actions > Build Order from Template.

In the left column of the Templates Selector, click the desired template(s) to move them
to the right column, then click Save:

>N

Template Rec Type  Name Abbr Transaction Title Transaction Type  Transaction Source  Status

ORDER ACTIVE
Templates Selected Templates

ORDER [Dry Erase Marker Subscription SUB-DRY ACTIVE Literature Package (Test 01)

ORDER Fresstanding Whiteboard Installation FSWEL ACTIVE

ORDER I Learn French: 5 Classroom Order FREMCHS ACTIVE

ORDER Mounted Whiteboard Installation MWEL ACTIVE

ORDER New Customer Inguiry LEAD ACTIVE

Order Test Order Template for Task Groups 60013 ACTIVE

5. Edit the order as needed, removing or adding line items.
6. Click Save and Open.

aACE copies the prepared information in the selected template(s) to the new order record,
as shown in these comparison screenshots.
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r. & Templates B
Mewdp Eci* Delete Fint@  Actions A
Template: Literature Package (Test 01) (60012) ACTIVE @
Order Template Details Notices Tasks [ Emails B Docs &

Transaction Info Items

L Code Cescnpion o

Literature Package = TE-LITI0D The Twa Gentlemen of Verena + 0

Typa - TB-LIT102 The Complete Works of Shakespaare + 0

Salles Advertisement 0.00 - TB-LIT120 Complete Poems of Gerard Manbey Hopkins o [
+ TB-LIT130 Baowulf - A New Transiation and > i

Shipping - TB-LITE 6 Famous Classics + i

Carrler Carrier Senice - LitPack2022 Literature Package (Test 02) * 1

UPS

Ship Tenms

FOB

Carrier Account & i Shipping Charge

Description

Test

Addi | Info

Test

Orddr: 61422 Literature ge 09/12/22 PENDING ()
Saled Order Matices Tasks 5 Erruals i Docs i
Bill To * ShipTo | End Customer . Activities & Comments.
B a9 B 9 supType  Ship Date
Complete  09/13/22
Description Additional Into
Test . Test .‘
Order [tems
Resg i v 3 ® Price i Margin A
TE-LIT101 Thet Tiwo Genthemen of -3 + E 4 0 x 21.99 0.00 [ X 0% A
TE-LIT102 Thee: Complete Works of 8 + = o 95.99 0.00 (1] 0%
= TB-LIT120 Complete Poems of o + E 4 1] T4 0.00 (1] 0% A
TEB-LIT130 Beowulf - A Mew -14 + E # 0 0 x 49,99 0.00 0.00 0% A
TE-LITE 6 Famous Classics 20 + E # 0 x 0.00 0.00 0.00 % A
LitPack2022 Literature Package (Test + E # 1 5,475.60 0.00 5, 475.60 -54%
Subtotal 5,475.60 [3-54%
Adjustrent 0.00
Sal Billi Fulfillment  Shi To Dl e
=1 men
. T . Shpping 0.00 000 @
nder Ty ’ ate Tax our 000 A
Sales Grand Total 5ATSE0 -5
# Do A nsgn By EH Aagn To MH aciirg Sarss Quote Cancel m
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