
How do I fulfill an order in Cetec ERP?
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First, navigate to the order screen.   Here, we'll use the global search to find our order. This is the 
quickest way to go if you already know the order number.
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Let's set the ship quantity. This needs to be done before parts can be picked.  Click the 3 in the header 
and
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click Set Ship Qty.
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If you want to set all lines of the order to ship at their full quantities, you can click the Fully Ship button.
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However in this case, let's say we only want to ship Line 9. We enter the ship quantity.
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To set that ship quantity, we click Update.
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Next we'll pick the parts for Line 9.   We click the 4 in the header (for step 4 in the order process).
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Then we click Line 9.
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We could click on Pick All Lines at the bottom of the screen to fully pick every line that shows up on this 
screen.
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Here we'll choose to manually enter the pick quantity.
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To confirm this action, we click Update.
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Now it's time to ship Line 9. We go to to the bottom of the screen and click Invoice/Ship Order.
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We can see that Line 9 has been fully picked, so we click Create Invoice.   This signals to Cetec that we 
are shipping these parts and closing out this part of the order.
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If there were no errors, you will see the Success:Invoice Created message at the top of the screen.
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To print your packing slip, click Packing Slip in the left side menu. The PDF will open up and you'll have 
the option to print it.  That's it. Now you know how to fulfill an order in Cetec ERP!
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Scan to go to the interactive player
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