CETEC:** | How to Edit an Order
Cetec ERP

0 How do you edit a committed order in Cetec ERP? First, go to the order screen.

CETECEERP SALES Q

ES ¥ ORDERS v NVOICES ¥ CUSTOMERS ¥ | ¥ Tl v OF TS » RE TS ¥

order 666.1 Pending Approval: Cetec ERP Support vy

VIEW
EDIT 3. Pick Parts/Material Line1
DETAILS/SERIALS
INVOICE/SHIP
CLOSE LINE/ALL
MERGE o )

PDF (QUICK) Customer ?zu_:]tm Ll Location MN Ordered On 2022-04-15
PRO FORMA PDF

COMMISSION Buyer P.0. Number 283740918348 Assembly? Yes

RELEASE TO WH
WORKORDER VIEW + Ship Via UPS Ground Customer Email Carrier Account #

Build Process 1 2 3 4 5

Hide Warnings

Customer On Credit Hold! Hold Comments: AR aging is overdue

PREPAY

PROGRESS BILLING
PACKING SLIP [QUICK) Order Type Scheduled Ship Type Partial Status New (0)
PACKING LABEL
FULL ORDER PLATE
QUOTE 666
CREATE WO

Tax Group (0%) Terms NET30 FOB/Incoterms S - Shipment

More Options

+/- Columns
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0 Click Edit.

CETECERP SALES Q

ES Y ORDERS ¥ NVOICES ¥ rol v L L Tl v OF rsv RE Isv

0 rder 666. 1 Pending Approval: Cetec ERP Support

fat BuildProcess 1 2 3 4 5
3, Pick Parts/Material Line 1
DETAILS/SERIALS
INVOICE/SHIP

CLOSE LINE/ALL

MERGE
i Chi ,
PDF (QUICK) Customer LAl A TR Y Location MN Ordered On 2022-04-15

(27)
PRO FORMA PDF

COMMISSION Buyer P.O. Number 283740918348 Assembly? Yes
RELEASE TO WH
WORKORDER VIEW + Ship Via UPS Ground Customer Email Carrier Account #

Hide Warnings

Customer On Credit Hold! Hold Comments: AR aging is overdue

PREPAY

PROGRESS BILLING
PACKING SLIP (QUICK) Order Type Scheduled Ship Type Partial Status New (0)
PACKING LABEL
FULL ORDER PLATE
QUOTE 666
CREATE WO

Tax Group (0%) Terms NET30 FOB/Incoterms S - Shipment

More Options

+/- Columns
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Let's look at a few things you might want to edit on an order. To edit the ship to address, scroll down to

the Shipping Information section and make your changes.

Shipping Information -

900 Congress Avenue

TAT41
Attn I Suite A I
Ship To Choose a Ship To ~ Austin
Austin Children's Museum Street 3

Street 4

Street 1

Attn Street 2
End User Data State
Name Street 3
Zip Code

Street 4

Carrier Account #

Ship Via Fedex Ground ~ FOB / Incoterms S - Shipment > i
Ignore?

Reference 1l 283740918348 Reference2  666.1-1 Reference 3

Permanent Shipping
Instructions

Apr 22,2022

Commerical

(set country)

(set country)

849726

666.1

W

W

w
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0 This is also where you can change the shipping method.

End User Data

Ship ViaI

Reference 1

Permanent Shipping

Instructions

Shipping Instructions

Billing / Sales Information -

Apr 22,2022

Attn

Name
Fedex Ground ~ I FOB / Incoterms
283740918348 Reference 2
N/A

slip as shipping comments, transfers)

DHL
Fedex Air

Fedex Ground
Third Party

UPS Ground

Attn

Street 4

Street 1
Street 2
Street 3

Street 4

5-Shipment

666.1-1

City

State (set country) ~

Zip Code

Carrier A t#
arrier Accoun 849726
Ignore? _J

Reference3  666.1

A
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Apr 22,2022

Cetec ERP

End User Data

ShipVia | UPS Ground ~
N/A
Reference 1
DHL
Fedex Air

Permanent Shipping

. Fedex Ground
Instructions )

'y = e e o

Shipping Instructions

Billing / Sales Information -

Attn

Attn

Name

FOB / Incoterms

Reference 2

lip as shipping comments, transfers)

Street 4

Street 1
Street 2
Street 3

Street 4

5-Shipment

666.1-1

City
State (set country) ~

Zip Code

Carrier A t#
arrier Accoun 849726
Ignore? _J

Reference3  666.1

A
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0 To confirm your changes, click Submit at the bottom of the Shipping Information section.

Ship Via

Reference 1

Permanent Shipping
Instructions

Shipping Instructions

Billing / Sales Information -

Bill To

Apr 22,2022

UPS Ground

283740918348

Street 4

FOB / Incoterms S - Shipment

Reference2  666.1-1

(displays on order pdf and packing slip as shipping comments, transfers)

Attn

Austin Children's Museum

900 Congress Avenue

Street 2

Street 3

78741
Austin
T

(set country)

Carrier Account #
Ignore? O

Reference 3

Freight - Charge/Billing
Type

Actual

666.1

6 of 23



CETEC:** | How to Edit an Order
Cetec ERP

0 To change the resale price of your items, scroll to the bottom. Click into the Resale field and edit the
value there.

® Non-Taxable

p 0.00
Tax Type O Taxable Tax Group Tax Collected §

Project  iproject) v Cost Center  (Select Cost Center) v Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  None v

Change All Lines | Show/Hide All Advanced | Enable Auto Fill

Note: Customer has Ship Ahead Days set to 7. Unless there is an exception, please validate that the Ship Date is 7 day(s) before the Dock Date.

Trans Qty . Prod Work . Original Ship
Code Due Prcpart Revision Line Cost Resale Start Date Ship Date Date Dock Date
28.50000000
2022-04-20
1 Stoc v 100 CABI0AVS0Z-MDM-25HW Q) ~ Prod 320000000 @ 2022-04-20 2022-04-25
usD w ®
Advanced

CETEC ERFP VERSION 4.040 ON APP2 COPYRIGHT © 2022 CETEC ERP
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0 To change the dock date for the order, click here

® Non-Taxable

0.00
Tax Type O Taxable Tax Group Tax Collected $

Project  (project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  None v

Change All Lines Show/Hide All Advanced Enable Auto Fill

Note: Customer has Ship Ahead Days set to 7. Unless there is an exception, please validate that the Ship Date is 7 day(s) before the Dock Date.

Trans Qty L. Prod Work Original Ship
# Code Due Prcpart Revision Line Cost Resale Start Date Ship Date Date Dock Date
2850000000
2022-04-20
1 Stor v 100 CAB304vS02-MDM-25HW  Q, ~ Frod 32.5000000 O] 2022-04-20 2022-04-25
usD v @
Advanced

CETEC ERF VERSION 4.040 ON APP2 COPYRIGHT © 2022 CETEC ERP
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0 and select the new dock date from the calendar pop-up window.

@ Non-Taxable
0.00
Tax Type O Taxable Tax Group Tax Collected $
Project  (project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  MNone v
< April 2022 >
Su Mo Tu We Th Fr Sa

21 28 29 30 31 1 2

3 4 5 6 7 8 9
Change All Lines Show/Hide All Advanced Enable Auto Fill
10 11 12 13 14 15 16

Note: Customer has Ship Ahead Days set to 7. Unless there is an exception, please validate that the Ship Date is 7 day(s) before tf

1r 18 19 20 21 22 23

Trans Qty . Prod Work |
* Code Due Prepart Revision e Cost Resale StartDate  °'P 24 26 28 29 30
1 2 3 4 5 6 T ’_
2850000000 -
2022-04-20

1 Stor v 100 CAB304vS02-MDM-25HW  Q, v Prod 325000000 O] 2022-04-20 2022-04-25
usD v @
Advanced

CETEC ERFP VERSION 4.040 ON APP2 COPYRIGHT © 2022 CETEC ERP
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0 To see more fields, click Advanced.

@® Non-Taxable
0.00
Tax Type O Taxable Tax Group Tax Collected $
Project  (project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  None v
Change All Lines Show/Hide All Advanced Enable Auto Fill
Note: Customer has Ship Ahead Days set to 7. Unless there is an exception, please validate that the Ship Date is 7 day(s) before the Dock Date.
Trans Qty . Prod Work Original Ship
# Code Due Prepart Revision Line Cost Resale Start Date Ship Date Date Dock Date
28.50000000
1 Stoc v 100 CAB304VSOZ-MDM-25HW  Q v Frod ~ 32.5000000 @ 20220420 2022-04-20 2022-04-27
uso ~ @
CETEC ERP VERSION  4.040 ON APP2 COPYRIGHT © 2022  CETEC ERP
Apr 22,2022 10 of 23
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0 Once you're done editing this section, click Submit here.

Work
T t - . . Original
# rans Qty Prcpart Revision Prod Line Cost Resale Start Ship Date r!g"“ Dock Date
Code Due Ship Date
Date
Cost
Center: (Select Cost Center) ~  Resale Cost Center: [Select Cost Center) w
Tech comment
Eﬂmem- Ship To: Choose a Ship To w
(does not display externally, transfers
Sourcing
Comments
£
Exclude from tax Block ¢ Schedule
Add Line Tax: add line ta o O
subtotal? () {8dd fine tax) Commissions Locked?
Prioriw Higher Nums First]
Rank s
Parts Call Out Type
CETEC ERP VERSION  4.040 ON APP2Z COPYRIGHT @ 2022  CETEC ERP
11 of 23
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0 To add another line to this order, click Add Line.

® Non-Taxable

0.00
Tax Type O Taxable Tax Group Tax Collected $

Project  (project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  None v

Change All Lines Show/Hide All Advanced Enable Auto Fill

er has Ship Ahead Days set to 7. Unless there is an exception, please validate that the Ship Date is 7 day(s) before the Dock Date.

Trans Qty L. Prod Work Original Ship
# Code Due Prcpart Revision Line Cost Resale Start Date Ship Date Date Dock Date
28.50000000
= 2022-04-20
1 Stoc v 100 CAB304vS02-MDM-25HW  Q, w Frod 32.5000000 @ 2022-04-20 2022-04-27
uso - @
Advanced

CETEC ERFP VERSION 4.040 ON APP2 COPYRIGHT © 2022 CETEC ERP
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0 Enter the quantity,

® Non-Taxable

Tax Type O Taxable Tax Group Tax Collected  $0.00
Project  i(project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  None v
ADD LINE
Trans Code Build ~ Qty Prcpart (precpart) Q Revision
Prod Line /A ~ Cost $0.00 uso ~ Resale $0.00 usD
Work Start Date Ship Date 2022-04-15 Dock Date 2022-04-15

Add Multi-Level BOM

Change All Lines | Show/Hide All Advanced | Enable Auto Fill

Apr 22,2022
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0 the Prcpart number,

® Non-Taxable

Tax Type O Taxable Tax Group Tax Collected  $0.00
Project  (project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  None v
ADD LINE
Trans Code Build ~ Qty ‘ mq ‘ Prcpart I (prepart) Q I Revision
Prod Line /A ~ Cost $0.00 uso ~ Resale $0.00 usD
Work Start Date Ship Date 2022-04-15 Dock Date 2022-04-15

Add Multi-Level BOM

Change All Lines | Showj/Hide All Advanced | Enable Auto Fill

Apr 22, 2022
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® Non-Taxable
Tax Type Tax Grou Tax Collected 0.00
YP& O Taxable P $
Project  (project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  MNone ~ Outside Sales None v
Add Line
ADD LINE
Trans Code Build ~ Qty 100 Prcpart H Q Revision
1FB 010-1-219/MODIFIED (Desc: CONM.12PIN MALE MODIFIED)
Prod Line N/A ~ Cost $0.00 UsD ~ Resale
. ™
Work Start Date Ship Date 2022-04-15 Dock Date AO1 1 (Desc: Turbine shaft mount assembly)
AD1 2 (Desc: Bull Gear Pipes Outer)
Add Multi-Level BOM ASM 001 (Desc: center pipe assembly)

ASM 005 (Desc: New Turbine assembly)
ASM 006 (Desec: Bull Gear Pipe LHS inner)

Change All Lines Show/Hide All Advanced Enable Auto Fill ASM 007 (Desc: Bull Gear Pipe RHS inner)

Apr 22, 2022 15 of 23
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0 and any other relevant information. Then click Submit.

Tax Type g .h::xl_;?:a e Tax Group Tax Collected  $0.00
Project  (project) v Cost Center  (Select Cost Center] ~ Resale Cost Center  (Select Cost Center) v
Inside Sales  None v Outside Sales  None v
ADD LINE
Trans Code Build ~ Qty 100 Prcpart 1FBWLM 10000200 Q Revision 1 ~
Prod Line N/A v Cost $0.00 UsD ~ Resale $0.00 usb
Work Start Date Ship Date 2022-04-15 Dock Date 2022-04-15
Add Multi-Level BOM

Apr 22, 2022 16 of 23
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0 To delete a line on the order, click Close Line/All.

CETECEERP SALES Q =
b ORDERS v v v v v v v
. o Success: Order Updated b4
Edit Order 666.1

VIEW Hide Warnings

EDIT

DETAILS/SERIALS |
INVOICE/SHIP General Information -

MERGE

PDF (QUICK)
PRO FORMA PDF Buyer P.O. Number 283740918348 Revision
COMMISSION

RELEASE TO WH

WORKORDER VIEW + Order Name Notifier Options  Normal v Status New (0)
PREPAY Place Hold
PROGRESS BILLING

PACKING SLIP {QUICK)
PACKING LABEL

Customer (i)  Austin Children's Museum Q Location Main Warehouse Ordered On  2022-04-15

Internal Acc ~  InternalVer ~

Convert to Internal Order Order Type  Scheduled v Ship Type  Partial v
FULL ORDER PLATE
QUOTE 666
CREATEWO . . i
_____________ Patient Name Patient Height

Apr 22,2022 17 of 23
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0 Check the box on the line you want to delete.

B e B e Wl W%l WV

VIEW

EDIT i i !
Customer Austin Chilsiren's Museurn Location MN Ordered On 2022-04-15
DETAILS/SERIALS (27)

INVOICE/SHIP
CLOSE LINE/ALL
MERGE

PDF (QUICK)
PRO FORMA PDF Tax Group Terms NET30 FOB/Incoterms S - Shipment

Buyer P.0. Number 283740918348

Initials OSR Ship Via UPS Ground

COMMISSION
RELEASE TO WH

WORKORDER VIEW + Ship To Austin Children's Museum 900 Congress Avenue Suite B 78741, Austin TX
PREPAY

PROGRESS BILLING Delete Selected Lines
PACKING SLIP (QUICK)
PACKING LABEL Delete Order

FULL ORDER PLATE
QUOTE 666 Delete Order & All Sub Orders

Type S Assembly? Yes Status New (0)

CREATE WO

CREATE PQUOTE
OUTSOURCE POS (0) +
DOCUMENTS (0)
NOTES (0)

# Qty Due Prcpart Cost Resale Dock Date Status Delete

1 100 CAB304VS02-MDM-25HW 28.50000000 32.50000000 2022-04-27 Release Material O

2 100  1FBWLM 10000300 0.00000000 0.00000000 2022-04-15 Release Material E

CETEC ERFP VERSION 4.040 ON APP2 COPYRIGHT © 2022 CETEC ERP
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0 Then click Delete Selected Lines.

B e B e Wl MWWl WV

VIEW

EDIT i i !
Customer Austin Chilkiren's Museurn Location MN Ordered On 2022-04-15
DETAILS/SERIALS (2?]

INVOICE/SHIP
CLOSE LINE/ALL
MERGE

PDF (QUICK)
PRO FORMA PDF Tax Group Terms NET30 FOB/Incoterms S - Shipment
COMMISSION
RELEASE TO WH
WORKORDER VIEW + Ship To Austin Children's Museum 900 Congress Avenue Suite B 78741, Austin TX
PREPAY

PROGRESS BILLING | Delete Selected Lines |
PACKING SLIP (QUICK)

PACKING LABEL Delete Order

FULL ORDER PLATE
QUOTE 666 Delete Order & All Sub Orders

Buyer P.0. Number 283740918348

Initials OSR Ship Via UPS Ground

Type S Assembly? Yes Status New (0)

CREATE WO

CREATE PQUOTE
OUTSOURCE POS (0) +
DOCUMENTS (0)
MOTES (0)

# Qty Due Prcpart Cost Resale Dock Date Status Delete

1 100 CAB304VS02-MDM-25HW 28.50000000 32.50000000 2022-04-27 Release Material O

2 100  1FBWLM 10000300 0.00000000 0.00000000 2022-04-15 Release Material

CETEC ERF VERSION 4.040 ON APP2 COPYRIGHT © 2022 CETEC ERP
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0 Click Confirm.

Are you sure you want to delete line 2?

Confirm
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0 To close this pop-up window, click the X at the bottom right.

Lines Deleted: 1
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That's it. You're done. Now you know how to edit an order in Cetec ERP!

<+ Capture
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Scan to go to the interactive player



