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Sales and Service 
 
 

 
 
The Sales and Service Module is Operated from the Sales and Service button and the 
order in which the steps are preformed go from the top button to the bottom button. The 
bottom button transfers the work to the end of day process for Posting to accounts. 
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Enter/Modify Service Orders 
 
 

 
 

Enter in Account Number and select Service order on Order Type, enter in order 
number and click on Continue 
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Customer Inquiry: 
 
 

 
 

An alternate way is to enter a Service Order by clicking on Customer Inquiry at the 
bottom of the screen. This is the recommended and simple way to Create Service 
Orders. 

 
 
 

Note: Service Orders can be created and entered in through Customer 
Inquiry by clicking on the service order button within the 
customer’s account, but they can ONLY be closed and 
transferred in the S&S Options Menu. 
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Creating the Service Order: 
 
 

 

Note: Click on the Cash/Charge drop down menu and choose #2- 
Charge. 

 
****DO NOT CHOOSE #1- CASH**** 
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Fill in the Fields required: 
 
 

 
 
 

Service Order: Work to be performed 

PCode: Product Code of Work to be performed 

Description 1. Top line describes the PCode 
 

2. Bottom line describes the work to be done 

Price Price of service Order 
 
 
 

Note: 1. Click on Save to save the Service Order 
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List Sales and Service Orders: 
 
 

 
Purpose: Clicking on List Sales & Service Orders will give you an option 

list All, Open, Printed, Orders ETC. 
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Example of Report: 
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Print Sales and Service Orders: 
 
 

 
 
 

Purpose: Allows the operator to print a list of orders based on entered 
information. 
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Mark Completed Orders Shipped: 
 
 

 
 
 

Purpose: Gives orders a shipped date to get ready for posting. 
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Print Completed Sales & Service Orders: 
 
 

 
 
 

Purpose: Allows the operator to print a list of all shipped orders to show 
what will be posted. 
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Invoice Completed Service Orders: 
 
 

 
 
 

Purpose: Allows the operator to invoice and print completed service 
orders. 
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Transfer Completed Orders to Posting: 
 
 

 
 
 

Purpose: Moves processed orders into posting file. 
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