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SALES ORDER ENTRY (NON-STOCK) 
Go-to: Sales Orders/Quotes > Sales Order Entry 

 

Step 1. Complete the Sales Order header information

 
 

Step 2. Adding the Non-Stock Items 
1. Click “Add Item” (Ctrl+A) to move to the Item Detail section. 
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2. Enter your Non-Stock Template Item and hit Tab

 
3. Populate your Non-Stock Template information and click Save. 
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Step 3. Entering the Quantity and Price 
1. Enter your quantity order and price if applicable. 

 
 
Step 4. Saving your Sales Order 

1.  Click one of the Save Icon (Ctrl+S) 
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Step 5. Creating the Purchase Order 
1. The Suggested PO window will appear with the PO information to the 

Default Supplier.  Click Create PO.

 
 


