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2. Click on the Party Orders & Datings button to view all of the orders
associated with the party.

Chapter 5: Making Changes
Because it will often be necessary for you to edit, modify, and/or add
information within the Web Order Entry system, this chapter presents
detailed information on how to go about making changes.

You can only make changes to your orders while the party
has a status  of "Not Submitted" and the orders have a
"Pending" Status.

Adding Items to an Order
You may add items to any "Pending" customer order by implementing the
following steps:

1. In the Party History section of the Welcome page, select the desired party
by clicking on the corresponding party number in the Ref # column.
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3. Click on the desired order number in the Order # column.

4. Click the Next button once.
5. On the next available item line, choose an item type from the Item Type

drop-down list.
6. Click in the first blank Item # field and enter the item # of the product

you wish to add to the customer’s order. Hit the Tab key and enter a
quantity in the Qty field.

7. Continue entering additional items. When you’ve finished, click on the
Verify button to confirm the availability of the item(s).

8. Follow the process for entering the order as outlined in Chapter 4:
Entering Your Party Orders and Payments.
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Deleting Items from an Order

You may delete items from any "Pending" customer order by implementing
the following steps:

1. In the Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #
column.

2. Click on the Party Orders & Datings  button to view all of the orders
associated with the party.

3. Click on the desired order number in the Order # column.
4.  Click the Next button once.
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5. Click the Del check box to the left of the item you wish to remove from
the order. You can click in multiple check boxes — this allows you to
delete multiple items at one time.

Adding Customer Orders
After you've already established a party in the system, you can add
additional customer orders as desired as long as the party has a "Not
Submitted" status.

1. In the Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #
column.

6. Click the Verify button to verify the deletions and to stay on the Item
Entry page. Or, click the Next button to delete the items and move on
to the Order Summary and Customer Payment page.
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2. Click on the Party Orders & Datings button to view all of the orders
associated with the party.

3. Click on the New Order button and enter the customer’s order as
outlined in Chapter 4: Entering Your Party Orders and Payments.
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Deleting Customer Orders
Follow these steps to delete customer orders you’ve already established
in the system on parties that are not yet submitted:

1. In the Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #
column.

2. Click on the Party Orders button to view all of the orders associated
with the party.
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3. Click on the desired order number in the Order # column.

4. Click on the Delete button.

5. Click on the OK button when the following dialog appears:

The customer’s order, along with all of its associated information, will
then be deleted from the party. The system will then return you to the
Party Orders page.
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Deleting a Party
There may be times when you need to delete a party. Follow these steps
after you've deleted all of the "Pending" orders associated with the party.:

1. In the Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #
column.

2. Click on the Delete Party button.

Important! You must delete all orders associated with a Party
before you can delete the Party.
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3. Click on the OK button when the following dialog appears:

The party will then be deleted from the system.

Remember, all parties with a "Not Shipped" status will
automatically be deleted by the system after 14 days.


