How to Duplicate Sales Order

1. Open the Sales Order record to be duplicated. If you have not created the order yet, refer to How to Create Standard Sales Order.
2. Click the Duplicate button. If the sales order is not yet saved, it will be saved automatically.

Sales Order - ABC Reseller

New Save Search Delete Undo Print Pick Ticket PickList Ship Invoice = Duplicate

Details Instructions Payments (0) Attachments (0) Audit Log (1) Comments {0) Approval (0)

The new Sales Order will be shown automatically. Note that on the new Sales Order, the Date will default to the system date and the Comments'

value will be appended with DUP: <original Order No>.
Sales Order - ABC Reseller

New Save Search Delete Undo Print Pick Ticket PickList Ship Invoice Duplicate

Details | Instructions = Payments(0) | Atachments(0) Auditlog(4) ~Comments(0) —Approval (0)

Type: Standard ~ |Recurring:[_| Bill To: ABC Reseller v | PONumber:  pO#05 Order No:  |50-169
Customer | ABC Reseller ~ | Ship Te: ABC Reseller ~ | BOL No: BOL#05 Split: ~
Date: 6/30/2016 Ordered By:  irelyadmin | Status: Open ~ | Salesperson: |jared Smith -

[E]

Ship Via: ups

<
<

Due Date:  7/30/2016 Freight Term:  Pickup Currency: uUsD v

Location: | 0001 - Fort Wayne ~ | Terms: 5% 5, Net 30 ~ Comments: | Standard SO DUP: 50-168 -

1. Open the Sales Order record to be duplicated. If you have not created the order yet, refer to How to Create Standard Sales Order.
2. Click the Duplicate button. If the sales order is not yet saved, it will be saved automatically.

Sales Order - ABC Reseller

Mew Sawe 5Search Delete Undo Print  Pick Ticket Ship  Inwoice | Duplicate Customer Close

Details Instructions Payments (0] Attachments (0} Audit Log (1) Comments (0}

The new Sales Order will be shown automatically. Note that on the new Sales Order, the Date will default to the system date and the Comments'
value will be appended with DUP: <original Order No>.
Sales Order - ABC Reseller

New Save Search Delete Undo Print PickTicket Ship Invoice Duplicate Customer Close

Details | Instructions | Payments(0) | Attachments(0) | AuditLog(0) ~Comments (0)

Type: Standard w |Recurring: | Bill Ta: | ABC Reseller | Ordered By:  irelyadmin v | OrderNo:  |SO-76

Customer: ABC Reseller ~ | Ship To:  ABC Reseller ~ | PO Number: | PO#05 Salesperson: | Jared Smitl v | Status: |Open ~
Date: 04/19/2016 || Due: |05/19/201€ | Ship Via: |UPS | BOL Ne: BOL#05 Splic: v | Currency: USD | v
Location: 0001 - Fort Wayne v | Terms: |5%5, Net30 v | Freight Term: | Deliver « Comments: | Sample Sales Order, DUP: SO-75 | v

+ Insert @ Open X Remove [E}AddRecipe [[] GetPrevious Details 88 Layout Q | Filter

Item No Contract Nq Contract Se Description UOM | Shipped | Ordered | Discount Tax Frice Total | Tax Group

1. Open the Sales Order record to be duplicated. If you have not created the order yet, refer to How to Create Standard Sales Order.
. Click the Duplicate button. If the sales order is not yet saved, it will be saved automatically.

Sales Order - ABC Reseller

Mew 5Save 5earch Delete Undo Print Ship Invoice | Duplicate Customer Close

Details Payments (0) = Attachments (0) | Audit Log (0) Comments (0]

The new Sales Order will be shown automatically. Note that on the new Sales Order, the Date will default to the system date and the Comments'
value will be appended with DUP: <original Order No>.

Sales Order - ABC Reseller O x

New Save Search Delete Undo Print Ship Invoice Duplicate Customer Close

Details | Payments(0) Attachments(0) AuditLog(0) Comments (0)

Type: Standard ~ |Recurring:[ | Bill To: | ABCReseller v | Ordered By: | irelyadmin | OrderNe:  |s0-48

Customer:  ABC Reseller ~ | ShipTe: |ABC Reseller ~ | PO Number: Salesperson: | Mike Morie| v | Status: | Open ~
Date: 01/21/2016 |@ Due: 01/26/201€ @ Ship Via: | Truck ~ | BOL No: Split: ~ | Currency: |USD |~
Location: | 0001 - Fort Wayne v|Terms: 5% 5 Net30 ~ | Freight Term: v | Comments: | Sample Quote. DUP: S0-47 v

+ Insert O, Open X Remove [EjAddRecpe [[E GetPrevious Details 83 Layout QU | Filter

Item No. Contrac.. | Contrac.. | Description uom Shipped | Ordered Discou... Tax Price Total | TaxGro.
+ 871G 87 Unleaded Gasoline Gallon 0.00 100.00 0.00% 1480 1.850000 185.00 INSST
+ ‘sample misc item 0.00 1.00 0.00% 0.00 10500000 1050
+ 0.00 0.00 0.00% 000 0.000000 0.00

1. Open the Sales Order record to be duplicated. If you have not created the order yet, refer to How to Create Standard Sales Order.


https://help.irelyserver.com/display/DOC/How+to+Create+Standard+Sales+Order
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2. Click the Duplicate toolbar button. If the sales order is not yet saved, it will be saved automatically.
5y Sales Order - ABC Reseller
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Mew Save Search Delete Undo Process | Duplicate | Customer Close
Details | Attachments || Audit Log

The new Sales Order will be shown automatically. Note that on the new Sales Order, the Date will default to the system date and the Comments'
value will be appended with DUP: <original Order No>.
% Sales Order - ABC Reseller

BB
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New Save Search Delete Undo  Print  Process Duplicate Customer Close
Details | Attachments | Audit Log
Type: Standard ~ |Recurring: [7] Bill To: | ABC Reseller ~ | Ordered By: | irelyadmin ~ | Order No:
Customer: | 0001005066 ~ | Ship To:  ABC Reseller ~ | PO Number: POZ04 Salesperson: 0001005049 | Status: Open v
Date: 01/21/2016 & Due: |01/21/20: /| ship via: Truck ¥ BOL No: BOL=04 Split: ¥ Currency: USD ¥
Location: | 0001 - Fort Wayne ¥ |Terms: | Due on Receipt > | Freight Term: | Truck ¥ Comments:  Sample sales order. DUP: 504 4
@ Insert O View (E) Remove |[|*] Get Previous Details = Layout~ 7

[ ttemHo Contract.. Contract.. Description uoM Shipped Ordered  Discoun Tax Price Total  TaxGroup

+ [|s87 87 Unleaded Gasoline Gallon 0.00 100.00 0.00 1295 1.850000 18500 INSST
=@ sample misc item 0.00 5.00 0.00 0.00  4.160000 20.80
+ | B 0.00 0.00 0.00 0.00  0.000000 0.00

1. Open the Sales Order record to be duplicated. If you have not created the order yet, refer to How to Create Standard Sales Order.
2. Click the Duplicate toolbar button. If the sales order is not yet saved, it will be saved automatically.

{5} Sales Order - Home Dealers
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Maw Save Search Delete  Undo  Process | Duplicate | Customer  Closs
Details | Attachments

The new Sales Order will be shown automatically. Note that on the new Sales Order, the Date will default to the system date and the Comments'
value will be appended with DUP: <original Order No>.
£ Sales Order - Home Dealers
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Mew Save Search Delete Undo Process Duplicate Customer Close
Details | Attachments
Customer: Location: Date: Currency: BOL No: Order Status: Order No:
HOMEDEALER ¥ | 1000-Location A ¥ | |06/30/2015 | usD ¥ Open 2| |50-2
Bill To: US | Ship To: |US w
5 5 Salesperson:  JAS ¥ | PO Number: PO32156
Ship Via: UPS Ground v | Terms: Due 28th of the Month | v
Ordered By: AGADMIN | Due Date: 06/28/2015 =
Comments: | This is a sample Sales Order. DUP: SO-1 Freight Terms: ¥ | Split: ¥
@ Insert O view © Remove | = Layout - T
[ ItemNo Description uoM Ordered Shipped  Discoun. Tax Price Total
[[] Other Charge other charge Hour 2,00 0.00 2,00 0.00 2155 42.24
B sample miscellanecus item 3.00 0.00 0.00 0.00 15.00 45.00

1. Open the Sales Order record to be duplicated. If you have not created the order yet, refer to How to Create Standard Sales Order.
2. Click the Duplicate toolbar button. If the sales order is not yet saved, it will be saved automatically.

{il Sales Order
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Mew Save Search Delete Undo Process |Duplicate | Customer  Close
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The new Sales Order will be shown automatically. Note that on the new Invoice, the Date will default to the system date and the Comments' value
will be appended with DUP: <original Order No>.

|l Sales Order
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New Save Search Delete Undo Process Duplicate Customer Close

Details | Payments | History | ItemHistory | Attachments

Order Type: Customer: Location: Date: Currency: Order Status: Order Mo:

Order | 1000000001 24| |01 v | 02/25/2015 [ USD v Pending | |50-2

Bil To: Ship To:

us PH Sales Rep: WIH ~ PO Number:  PO11

Attn: Carla Brown Attn: Amaya Castro

18 Central 5t. Paseo de Roxas St. Ship Via: UPS Ground ~  Ordered By: >

Edison, OH, 43320 Makati, NCR, 1227

Terms: 5% 5 MET 30 v | BOL No:
Comments: | This is test sales order. DUP: SO-1 Due Date: 03/27/2015 [A splt: >



	How to Duplicate Sales Order

