
Manually Placing an Order
1. Select the shipping tab and then select ‘Create Order’

2. Enter a Reference # in the REF# box and hit save. You can use any value you wish here.

3. Select the Edit button

4. You can select a pre-loaded address from the Quick Code Lookup drop down box if these have been entered. See
the FAQ for details on how to do this. Otherwise manually key the delivery address and any other relevant fields
at this point in time.

IMPORTANT: Address fields MUST NOT contain comma’s.



5. Select Save

6. Next Select “Line Items” from near the bottom of the page

7. Select “Quick Add”



8. In the text box that appears simply click on ‘Search’ to bring up the list of SKU’s, then click on the word
‘Available’ twice at the head of the 4th column to sort the column by SKU’s that are in stock or in the
warehouse.

9. Populate the Qty column with what you wish to order. Click Add & Close (bottom right) once done.

10. Line items where there is not enough stock is available appear highlighted red and need to be adjusted
before being completed. You do this by clicking on the small Pen and Paper icon in the Action Column.

11. Select ‘Complete’ to confirm and finish the order. This order will now be picked and despatched by Online
staff.

IMPORTANT: If you do not select COMPLETE your order will not be submitted to be despatched by our
Warehouse staff.



12. The order is now visible and available for our warehouse staff to pick and despatch. If desired notifications
can be set up to inform your customers once the order has been picked, despatched and confirmed.


