Printing Orders and Documents from Top Shelf
Quilts
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2  Click "eCommerce"
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3  Click"Orders"
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strideretail Website Site eCommerce Reporting

Orders
Orders

Unpaid Orders

Abandoned Carts

Customers
Products
Products
Pricelists
eCommerce Category Groups
eCommerce Categories
Attributes
Ratings

Product Rules

Always First

l Be the first to find out all the lates

Printing documents for a class purchase
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4 Find the order you are looking for. In this example, I am selecting the last order
that came in so it is at the top of the list. In this example, there is nothing to ship
since the person is just signing up for a class. But you can print the order so it is
easier to write in the book.

Site  eCommerce  Reporting

s & @f

Shop/5905 -

Website

Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts

Top Shelf Quilts

Customer

Melody Desautels
Dorothy | yieiody Desautels
Public user

Public user

Alisa Bonnema

Barbara Holdiman

Diane Marquardt

Pam Offerman

Dianne Shorter

Confirmed * | From Website =

Search...

T Filters

Salesperson

o Top Shelf Quilts
o Top Shelf Quilts
o op Shelf Quilts
a Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts

a Top Shelf Quilts

£ Group By

W Favarites

Activities

O
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5 We are now looking at the online order and to print a copy of the order, Click

" R "
Print
strideretail Website Site eCommerce  Reporting & ®' @% shop/sogs-machine Repair Check-in W W
Orders / S00496 BPrint | &Download & Action -
SEND BY EMAIL  CANCEL QUOTATION QUOTATION §
p 1 1 Customer
Payment Trz
B Invoices Attendees Preview (8] Payment T
Customer Melody Desautels Order Date 11/06/2024 15:25:58
2
02) Bryanst Pricelist Public Pricelist (USD)
_ AA 46307
United States Payment Terms  immediate Payment
Invoice Address Melody Desautels Fiscal Position”  Makena IL
Delivery Address Melody Desautels
ORDER NOTES
Quotation Template
Order Lines Other Info Customer Geolocation
Product Description Quantity Delivered Invoiced UoM Packaging Quantity Packaging Unit Price Taxes Disc.% Subtota
Full Table Ticket PAPER PIECING SEWS - 11/20/2024 1.00 0.00 1.00 Units 5.00 0.00 §5.00
PAPER PIECING SEWS
Add a product  Add a section  Add a note
COUPON CODE  PROMOTIONS
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6 then Click "Quotation / Order"

= !41 GS Shop/5905 - Machine Repair Check-in - » W

T Top Shelf Quilts

BPrint & Download & Action Z 1780 €
Quotation / Order  yotaTion  QUOTATION SENT “

s 1 1 Customer
C" Invoices Attendees g Preview PpmarRaEE s
Order Date’ 11/06/2024 15:25:58
Pricelist ° Public Pricelist {USD)

Payment Terms  |mmediate Payment

Fiscal Position’  Mokena IL

ORDER NOTES

7 You should then see a box in the upper right corner showing you that it is printing

the document to the "Shop - Front Printer" which is the laser printer at the
register.

= ®' (@F shop/5905 - Machine Repair Check-in-+ Wl

T Top Shelf Quilts

&Print & Downlo Document "Order - S00496.pdf* was sent to

printer Shop - Front Printer

> 1 1 Customer
i : Payment Trans...
C" Invoices Attendees Preview Y
Order Date 11/06/2024 15:25:58
Pricelist ’ Public Pricelist (USD)

Payment Terms  |mmediate Payment

Fiscal Position’  pokena IL

ORDER NOTES
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Printing documents for an order to ship products

8

5/2024
5/2024
4/2024
3/2024
2/2024
2/2024
/2024
/2024
/2024
3/2024
/2024
3/2024
/2024

32024
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Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts
Top Shelf Quilts

Top Shelf Quilts

Karen Connaor
Torria Jenkins
Sharon Thomsen
CT Folding
Frances Kerr
Joyce Valone
Marilyn Jupp
Peg Deaton
Linda Michaels
Dana Burke
Sandra Tedford
Sandra Tedford

Dana Keller

Mary Keehnl pana Keller

From the orders screen, find the order you want to pick for shipping

o Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
a Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
e Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts
o Top Shelf Quilts

o Top Shelf Quilts
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You will first print the sales order as a receipt for the customers package. Click
"Print"

a2 W' @f% shop/5905- Machine Repair Check-in - W

T Top Shelf Quilts

S Print & Download % Action Z 22780 £ » MNew

QUOTATION QUOTATION SENT SALES ORDER |

1 1 Customer
: : : Payment Trans...
g Delivery @ Invoices Fraview Y
Order Date’ 10/20/2024 11:32:39
Pricelist ’ Public Pricelist (USD)

Payment Terms  Immediate Payment

Fiscal Position”  Mokena IL

ORDER NOTES

10 Click "Quotation / Order"

Shop/5905 - Machine Repair Check-In M

T Top Shelf Quilts

B Print  &Download & Action o 22780 €
Quotation / Order  y,gATION QUOTATION SENT "

1 1 Customer
L Delivery & Invoices Praview PR
Order Date’ 10/20/2024 11:32:39
Pricelist ’ Public Pricelist {USD)

Payment Terms  |mmediate Payment

Fiscal Position’  Mokena IL

ORDER NOTES
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11 You should then see a box in the upper right corner showing you that it is printing
the document to the "Shop - Front Printer" which is the laser printer at the
register.

Shop/5905 - Machine Repair Check-n - b T Top Shelf Quilts

& Print & Downloall Document “Order - S02103.pdf*was sentto  x
printer Shop - Front Printer

1 1 Customer
: : : P t Trans...
m Delivery @ Invaoices g Preview @ Y nenEIEns
Order Date ° 10/20/2024 11:32:39
Pricelist ’ Public Pricelist (USD)

Payment Terms  |mmediate Payment

Fiscal Position’  Mokena IL

ORDER NOTES

12 Now you will print the sheet for you to pick the products from inventory. Click
"Delivery"

Shop/5905 - Machine Repair Check-In W

&Print & Download £ Action

QUOTATION
1 1 Customer
g Delivery E’I Invoices Preview
Order Date ’ 1042072024 11:32:39
Pricelist ’ Public Pricelist (USD)

Payment Terms  |mmediate Payment

Fiscal Position”  Maokena IL

ORDER NOTES
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13 Click "Print"

Shop/5905 - Machine Repair Check-in - » W T Top Shelf Quilts

>

DRAFT WAITING READY

&Print & Download £ Action = 1/

$ Valuation $ Sale Order

Scheduled Date 10/20/2024 11:32:39
Effective Date 10/21,2024 15:50:37
Source Document ’ 502103

Invoice Payment Status  Paid

Operation Type My Company: Delivery Orders

ORDER NOTES

14  Click "Picking Operations"

=S _ (O E Shop/5905 - Machine Repair Check-in - » W T Top Shelf Quilts
& Print & Download #¥ Action 2 1M

Picking Operations DRAFT  WAITING READY m"
Delivery Slip
Packages $ Sale Order
will Call Slip

Scheduled Date 10/20/2024 11:32:39

Effective Date 10/21,/2024 15:50:37

Source Document ’ 502103

Invoice Payment Status  Paid

Operation Type My Company: Delivery Orders

ORDER NOTES
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15 You should then see a box in the upper right corner showing you that it is printing
the document to the "Shop - Front Printer" which is the laser printer at the
register.

Shop/5905 - Machine Repair Check-n - b T Top Shelf Quilts

& Print & Downl@ Document "Picking Operations - Dana Keller =
- WH/OUT/01014.pdf" was sent'to printer
Shop - Front Printer

$ Waluation $ Sale Order

Scheduled Date 10/20/2024 11:32:39
Effective Date 10/21/2024 15:50:37
Source Document ’ 502103

Invoice Payment Status  Paid

Operation Type My Company: Delivery Orders

ORDER NOTES
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