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Overview
Sales Document Mass Update functionality allows users to make changes to multiple sales documents at one
time, rather than making changes one at a time. Sales Document Mass Update is accessible in SalesPad from

Modules > Sales > Sales Document Mass Update.

Sales Document Mass Update Screen:

&, Customer Search [E] 4 Sales Document Mass Update [ |

) Close | S Search | 5 Print Transfer to Invoice | =P Forward Allocate @ Unallocate | Email | @ Fax | Update Documents | €3 Add Line | [ Send To Batch
Search By
Sales Batch: [EMAIL, INVOICE, ORDER, PRINT [»] [Cselected Documents Only  [¥]Forward After print  [¥]Forward After Emai
) Document Properties
Document Properties Shipping Address Additional Properties Totals i
Document #: | o | Batchi: | | Misc Charge: ooo] (=
Customer #: o] | Price Level: | | Discount: 0.00
CustPO: Sales Rep: [~ Discount %: 0.00%| ~
Search Results
Sales Batch SdlesDocType  Sales Dochum CustomerNum  CustomerName  PaymentTerms  Warchouse Code  Status Total Biling Email UPS Zone m
CRDER ORDER ORDST2257 AARCNFITO001  Aaron Fitz Electrical NET 30 WAREHOUSE P 9.95 erin@salespad.net
ORDER ORDER ORDST2258 AARONFITO001  Aaron Fitz Electrical NET 30 WAREHOUSE BO 469.75 erin@salespad.net
ORDER ORDER ORDST2253 AARCNFITO00L  Aaron Fitz Electrical NET 30 WAREHOUSE BO 135,20 erin@salespad.net
ORDER ORDER ORDST2263 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE FP 38.75 erin@salespad.net
CRDER ORDER ORDST2264 AARCNFITO001  Aaron Fitz Electrical NET 30 WAREHOUSE P 5,606.12 erin@salespad.net
SOPINVOICES ~ INVOICE STDINV2255 FRANCHIS0001  Franchise Office ... NET 30 WAREHOUSE 3 1,070.00
SOPINVOICES ~ INVOICE STDINY2255 LASERMESQ001  Laser Messenger ... NET 30 WAREHOUSE P 115.50
SOP INVOICES INVOICE STDINV2260 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE FP 481.35
EMAIL INVOICE STDINV2251 ASTORSUIODOL  Astor Stites NET 30 VIAREHOUSE P 1,904.60
INVOICE INVOICE STDINVZ262 AARONFITO00L  Aaron Fitz Electrical NET 30 WAREHOUSE P 39,95 erin@salespad.net
ORDER INVOICE STDINY2263 AARCNFITO001  Aaron Fitz Electrical NET 30 WAREHOUSE P 42.75 erin@salespad.net
SALES BACKORDER BACKORDER BKO1005 BREAKTHRO0001 Breakthrough Tel... NET 30 WAREHOUSE BO 256.64 E
SALES BACKORDER BACKORDER BKO1006 ADAMPARKD001 Adam Park Resort  NET 30 WAREHOUSE BO 352.95
Selected Column... o
Search

Type in or select one or more sales batches in the Sales Batch field:

T Close | save

Form Tabs
Form Name | g New 3§ Delete
CustomerCard
PurchaseOrderEntry

Seq Form Name Form Type Form Value Selected Tabs

0 SalesDocumentEntry Sales_Doc_ID SERVICE [
SalesDocumentEntry

VendorCard

Click the Search button on the header or hit Enter; open documents in the selected batch(es) will display in the
Search Results grid.
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Sales Batch Sales Doc Type Sales Doc Num Customer Num Customer Name Payment Terms Warehouse Code  Status Total Biling Email UPS Zone
ORDER ORDER DORDST2258 AARCNFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE BO 469.75 erin@salespad.net
ORDER ORDER ORDST2257 AARONFIT000 1 Aaron Fitz Electrical NET 30 WAREHOUSE FP 9.95 erin@salespad.net
ORDER ORDER DRDST2256 AARONFIT000 1 Aaron Fitz Electrical NET 30 WAREHOUSE BO 135,20 erin@salespad.net
ORDER ORDER DORDST2255 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE L 0.00 erin@salespad.net
ORDER ORDER DORDST2253 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE FP 63.89 erin@salespad.net
ORDER ORDER DORDST2252 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE FP 10.65 erin@salespad.net
ORDER ORDER DORDST2247 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE BO 17,576.00 erin@salespad.net
ORDER ORDER DORDST2235 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE BO 4,814.95

ORDER ORDER DORDST2234 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE BOPP 199.35

ORDER ORDER DORDST2233 AARONFIT0001 Aaron Fitz Electrical NET 30 WAREHOUSE BO 199.35

EMAIL ORDER DORDST2232 ROSELLENODO1 Rosellen General ... WAREHOUSE FP 34,240.00

EMAIL ORDER DORDST2231 BAKERSEM0O00 1 Baker's Emporium... NET 30 WAREHOUSE FP 39.95

EMAIL ORDER DORDST2230 BAKERSEM0O00 1 Baker's Emporium... NET 30 WAREHOUSE BOPP 455.94

ORDERS4/12 ORDER ORDST2228 CELLULAROOO1 Cellular Express NET 30 WAREHOUSE FP 571.65

ORDERS4/12 ORDER DORDST2227 BERRYMEDOOO1 Berry Medical Ce... NET 30 WAREHOUSE FP 1,683.35

Selected Column...

m

You can further filter results by using the Auto-Filter Row and entering additional criteria:

[
Sales Babeh Cales Dochum  Saes  Sales Doc Mum Customer Mum

&1 Restore Default Layout =275

B3 Auto Fit Columns m

= ooo  STDINV2256 FRANCHIS0001
5} Columns » [0 STDINV2ISS LASERMES0001
B ot with Provien S ORDST2253 AARONFIT00D1
{8] Export to Excel orpe ORDST2358 AARCMFITO001
[ R | > ORDST2257 AARONFITO001
- Fi ORDE

il ... ORDST2256 AARONFITO001

Check Boxes

Three check boxes appear in the Sales Document Mass Update module, which will be important when
performing actions via the buttons on the screen header:

[]selected Documents Cnly Forward After Print Forward After Email

Selected Documents Only: If checked, actions will affect only selected documents; if unchecked, actions will
affect all sales documents in the Search Results grid.

Forward After Print: If checked, forwards the document(s) to the workflow-defined next queue after printing.

Forward After Email: If checked, forwards the document(s) to the workflow-defined next queue after emailing.

Print
To print a report or reports for one or more sales documents:

1. Select the document(s) from the Search Results that you would like to print (CTRL+Click or
CTRL+Shift+Click to select multiple documents).
Note: If Selected Documents Only is not checked, there is no need to select documents as all those
displayed in the Search Results grid will be printed regardless

2. Click the Print button on the screen header

3. A confirmation window will appear. Click Yes

SalesPad @

-

Print 1 docurment?

Yes ] [ e

The "Print Sales Document Report" window will appear:


https://support.cavallo.com/kb/articles/grids-filtering-and-customizing

.
Print Sales Document Report

===

Print Options

Available Reports

Select All

<

Select Mone

5
:

[[] Close after Print

[] Prevent Changes

Properties...

Mark Default Reports

Print Attachments

i

Print None

Reportiame Printer
dffffff

Erin's Sales/\Word
Excel Sales Document
Internal RGA

Invoice

Order

Order Confirmation
Packing Slip

Picking Ticket

Quote

Return

Sales/Word Document
Summary Packing Slip
xar

xyz

Copies ™

m

[ Fax... ]

Email...

][ Preview... ][ Print To... ][

Quick Print

4. Select the appropriate report(s) to print
5. Select an option (Fax, Email, Preview, etc.) from the buttons at the bottom. Print, fax, or email options
will appear upon selection. For more help with printing, faxing, emailing, etc. please visit How do I

email/fax/print a sales document?

Once complete, a summary window will appear. If any document could not be printed, an explanatory message
will be included. From here either print the confirmation (click Print) or close the window (click OK)

Note: If Forward After Print is selected on the Sales Document Mass Update screen, the document(s) will
move to the next queue after printing.

Transfer to Invoice

To transfer one or more documents to invoice:

1. Select the document(s) from the Search Results that you would like to transfer (CTRL+Click or
CTRL+Shift+Click to select multiple documents).
Note: if Selected Documents Only is not checked, there is no need to select documents as all those

displayed in the Search Results grid will be printed regardless

2. Click the Transfer to Invoice button on the screen header
3. A confirmation window will appear. Click Yes

-

Please Confirm

(Warning: Partial Invoicing is Disabled. )

Would you like to TRANSFER the (1) selected orders to invoices?

[ Yes

Mo

L A
The Transferring Orders to Invoices window will appear until all of the selected documents have been
transferred. This may take some time:
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Transferring Orders to Invoices

Transferring To Invoice: ORDST2257

Cancel

The window will indicate when updating is complete:

-

Transferring Orders to Invoices

|'\

lo|@| = |

Finished.

L &
4. Click Close. A summary window will appear. If any document could not be transferred, an explanatory
message will be included

-
[i5 Sales Document Mass Update - Transfer To Invoice at 5/18/2012 10:57 AM ‘ o | & = |
i3 Print

Sales Document Mass Update - Transfer To Invoice at 5/18/2012 10:57 AM

Sales Doc Type Sales Doc Num Message

ORDER. ORDST2257 Created INVOICE STDINV2264,

ORDER ORDST2255 Document has ZEROD line items.

ORDER ORDST2225 Created INVOICE STDINV2265.

5. i"rom here either print the confirmation (click Print) or close the window (click OK)

Forward

To forward documents to the next Desktop: Workflowbatch:

1. Select the document(s) from the Search Results that you would like to forward (CTRL+Click or

CTRL+Shift+Click to select multiple documents).

Note: if Selected Documents Only is not checked, there is no need to select documents as all those

displayed in the Search Results grid will be printed regardless

2. Click the Forward button on the screen header
3. A confirmation window will appear. Click Yes
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Please Confirm |

Would you like to FORWARD the (4) selected document(s)?

[ Yes ] [ Mo

L A
The Forwarding Sales Documents to Invoices window will appear until all of the selected documents
have been forwarded. This may take some time:

Forwarding Sales Documents == ——c—

Saving: ORDST2255

Cancel

The window will indicate when updating is complete:

Forwarding Sales Documents | = | E 29

|'\

Finished.

L% "
4. Click Close. A summary window will appear. If any document could not be transferred, an explanatory

message will be included
r A
[% Sales Document Mass Update - Forward at 5/18/2012 11:30 AM E@Iﬂ

\'.‘)3 Print

Sales Document Mass Update - Forward at 5/18/2012 11:30 AM

Sales Doc Type Sales Doc Num Message
INVOICE |STDINV 2256 |

5. From here either print the confirmation (click Print) or close the window (click OK)



Allocate
To allocate all items on the document(s):

1. Select the sales document from the Search Results that you would like to allocate (CTRL+Click or
CTRL+Shift+Click to select multiple documents).
Note: if Selected Documents Only is not checked, there is no need to select documents as all
documents displayed in the Search Results grid will be allocated regardless

2. Click the Allocate button on the screen header

3. A confirmation window will appear. Click Yes to allocate the documents
i

Please Confirm |

Would you like to ALLOCATE the (13) selected document(s)?

[ Yes ] [ Mo ]

L A
The Allocating Sales Documents window will appear until all of the selected documents have been
updated. This may take some time:

Allocating Sales Documents l = | = &l

Allocating: ORDST 2226

Cancel

The window will indicate when updating is complete:

Finished.

W -
4. Click Close. A summary window will appear. If any document could not be allocated, an explanatory
message will be included



F
[% Sales Document Mass Update - Allocate at 5/16/2012 11:59 AM

% Print

Sales Document Mass Update - Allocate at 5/16/2012 11:59 AM

Sales Doc Type Sales Doc Num Message

ORDER. ORDST2259 128 SDRAM: Allocated 1, 0 Backordered

ORDER ORDST2253 Succesful allocation for document

ORDER ORDST2257 COV100G: Allocated 1, 0 Backordered

ORDER ORDST2257 YES {ENGRAVING=YES}: Allocated 0, 0 Backordered
ORDER ORDST2257 Succesful allocation for document

ORDER ORDST2253 HDWR-DCD-0001: Allocated &, 0 Backordered
ORDER ORDST2253 Succesful allocation for document

5. From here either print the confirmation (click Print) or close the window (click OK)

Un Allocate

To remove allocation of all line items on sales documents:

1. Select the document(s) from the Search Results that you would like to un-allocate (CTRL+Click or
CTRL+Shift+Click to select multiple documents).
Note: if Selected Documents Only is not checked, there is no need to select documents as all
documents displayed in the Search Results grid will be un-allocated regardless

2. Click the Unallocate button on the screen header

3. A confirmation window will appear. Click Yes to un-allocate the document(s)
r

Please Confirm

=)

Would you like to UNALLOCATE the (1) selected document(s)?

[ Yes ] [

Mo ]

The Un Allocating Sales Documents window will appear until all of the selected documents have been
updated. This may take some time:

-

Un &llocating Sales Documents

e

Un Allocating: ORDST 2228

Cancel

LS
The window will indicate when updating is complete:



Finished.

L ~
4. Click Close. A summary window will appear. If any document could not be un-allocated, an explanatory
message will be included

5. From here either print the confirmation (click Print) or close the window (click OK)

Email

Emailing in SalesPad Desktop

The From email address used must match the global address pointed to by the company email server set up in
the Sales Email Confirmation settings in SalesPad’s Settings module.

To email sales documents:
Procedure:

The sales document will pull the customer Ship address email into the sales document shipping email and the
customer Bill address email into the sales document billing

email. This will only automatically populate for new sales documents. All preexisting sales documents must be
manually updated.

Once email addresses are populated, you can email documents in Sales Document Mass Update.

1. Select the document(s) from the Search Results that you would like to email (CTRL+Click or
CTRL+Shift+Click to select multiple documents).
Note: if Selected Documents Only is not checked, there is no need to select documents as all
documents displayed in the Search Results grid will be un-allocated regardless
2. Click the Email button on the screen header
Note: Before you click the Email button, make sure that the email address field you plan to use is
populated. If the customer’s Dont Email box is checked (viewable from Customer Search), an email will
not actually be sent.
a. Make sure the shipping email and/or billing email are already populated, as in the screen below
(If you do not see the proper email columns populated on the Sales Document Mass Update
screen, it will not email properly.)

ey Lwsl Bl Sl

100 o S rei
200 ror Snarrpad rert
1.0 e Bnairnd rert
20 v e ret
200 e iaiearui ret
200 e Smadeapaid rert [
3.00 mou Snadracasd rurt

b. If t-}Te§ Fehlr‘aﬂb;oceed to step 3. If they are not, you can update them from each sales document,
on the Addresses tab:

e Tterns | Nates | Addrestes |Hokds | User Fekds | Audit | Related Documents | Purchases | Fedfix Quate | Emad Nobicasons | Tradkng Numbers

Shp To Address Orthesr information Bl To Address
MddressCode:  [PRIMARY *| Phone (B15) 555-0150 AddessCode:  BULING -
Ship To Pame Johnson, Kimberty Fhone 21
Rache whae
ShoToContack:  [Dr. Kesberly Johraon, MO, Fhone 3: P.0), Box 374
Address: 5679 5. 42 Ave. Fa: (B15) 5550150 Fm:ﬁlﬂd{g§:£s+hs
Fe{815) $95-0184
LIPS Zone: -
City Reckford Taox Scheduie: EASTCITY S - [Teorcamntay .
Sente: m = Shppire Erad: S -
Faox Exempt 1z
g AIL25-614 Bl Emnd; yon Basieipad. ret L
T Exempt 22
Courttry: LisA
Tan Registrabon #:
L) Lpdate

c. After updating, save and close the document
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d. Refresh the information in Sales Document Mass Update by closing and reopening the screen
(and re-perform your search to display documents)
Note: To automatically populate these values for new sales documents, you can fill them out on
the Customer Card:

Contact Addresses |CRM | Note [ A/R | Item History | Sales Documents | Credit Cards | User Fields | Sales Graph | Extended Pricing | Item Sales | Special Pricing | Recurring Sales [ ¢

& Contacts | @ New ' Mark&s ~ | &) Create Letter [ Fast Ship To Ordering Enabled |
Address Type Address Code Contact Type Alt Compan...  Address Phones wValidated Email Comment
| Rachel White P1:(815) 555-0184
| P.0. Box 374 FX:(815) 555-0184
EILL |BILLING Rockford, 1L |}
| 61125-6755
| Rachel White P1:(815) 555-0184
P.O. Box 374 FX:(815) 555-0150
| NORTH Rockford, 1 Fl oe @salespad.net
61125-6149
Dr. Kimberly Johnson, |P1:(815) 555-0150
M.D. FX:(815) 555-0150
MAIN/SHIP/STMT | PRIMARY 5678 42nd St ioeEsalespad.net
Rockford, IL
61109-4097

3. The Sales Batch Processing Emails screen will appear. Select the related report(s) you wish to email and
click Proceed:

Sales Batch Processing Emails E'
Print Options Aailable Reparts
Select Al v | ReportMame | Printer Copies
[0 Customer RGa
BreReres., [] Excel Sales Dacument |
[ Internal RGa
|:| Invoice Aubrey Organics
[0 Inwoice Aubrey Cirganics Cammercial
O Invoice camz
[ Invaice CAME copy
[ Invoice CAME tax
[ Invaice CC
|:| Inwvoice Century Computers
|:| Invoice Copy of Invoice
[ Invoice GF
[ Invoice 3G Resources
[ Invoice LifeGuard
] Invoice New bt

4. The Send Bulk Email screen will appear.
Note: In a batch mode, the preview will show only the template and not a populated version of the
document. Select whether to send to the Shipping Email or the Billing Email (from the Customer Card
Contact Card) and fill in the other Email Options



Send Bulk Email —— — |23

Email Options: [ Bxpand Bodv
Report: Order Confirmation

Subject:

Shipping Email

Body:

Iz

&
w

[ illing Email

m

BCC: [+

| From: |

Display Name: | | - Customer: <Customer. Customer Name/>
- Address: =Customer Primarv_Addr Code™>
Reply To: | |

[ send Report As HTML Doc Num: <SalesDocument.Sales Doc_Num /=

B Templates - Freight: <SalesDocument Freight/>=
Subtotal: <Sales Docum ent Subtotal =
Total: <SalesDocument.Total >

| Name
5D
SALESDOC

] [ | +

5. Select a template for the email. A personal message can be added to the body

6. Click Send. The document(s) will be sent and a confirmation window will appear, which can be printed
or closed

Note: If Forward After Email is selected on the Sales Document Mass Update screen, the document(s) will
move to the next queue after emailing.

Fax

Note: You must have valid Email/Fax Server setup to use this function.

To Fax sales documents:

1. Select the document(s) from the Search Results that you would like to fax (CTRL+Click or
CTRL+Shift+Click to select multiple documents).
Note: if Selected Documents Only is not checked, there is no need to select documents as all
documents displayed in the Search Results grid will be un-allocated regardless
2. Click the Fax button on the screen header
Note: Before you click the Fax button, make sure that the fax number field is populated. If the
customer’s “Dont Fax” box is checked (viewable from Customer Search), a fax will not actually be sent.
Procedure:
a. Make sure the fax fields are populated
b. If they are, proceed to step 3. If they are not, you can update them from each sales document,
on the Addresses tab Fax field
c. After updating, save and close the document
d. Refresh the information in Sales Document Mass Update by closing and reopening the screen
(and re-perform your search to display documents)
Note: To automatically populate these values for new sales documents, you can fill them out on
the Customer Card > Contact Addresses > Fax field. This will only automatically populate for
new sales documents. All preexisting sales documents must be manually updated.
Once fax numbers are populated, you can fax documents in Sales Document Mass Update.
3. The same screen appears as does for Sales Batch Processing Emails:



Sales Batch Processing Emails [g

Print Options Available Reports

Invoice Century Computers
Invaice Copy of Invoice
Inwvoice GF

Inwvoice 1G Resources

Invoice LifeGuard

Select Al ¥ | Reporthame | Printer Copies
[ g F."_-'-urnn'uar"g Packing Slipt _—
[0 cCustomer Raa
PR, [ Excel Sales Dacument B
[ Inkernal Rica
|:| Inwvaice Aubrey Organics
[0 Invaice Aubrey Crganics Cammercial
[ Invoice Camz
[ Invoice CAMZ copy
[ Invoice CAMZ tax
[ Inwaice
O
O
O
O
O
4]

Invaoice Mew M

Preview, .. Procesd

4. Select the related report(s) you wish to fax and click Proceed. The Send Fax screen will appear:
Send Fax

To: | |

Attention: |(Bi||ing Contact) From Mame: |

Subject: |Fax |

Comments:

From Email: | | Reply To Email: | |

[ use Biling Fax [ use Shipping Fax [ Send ] [ Close ]

5. Fill in the necessary fields and select whether to send to the Billing Fax, Shipping Fax, or both (based on
the Contact Address codes on the Customer Card)

6. Click Send. The document(s) will be faxed and a confirmation window will appear, which can be printed
or closed

Update Documents (Document Properties)
To edit one or more document properties (change shipping method, ship date, warehouse, sales rep, etc):

1. Select the document(s) from the Search Results that you would like to make the same change or
changes to (CTRL+Click or CTRL+Shift+Click to select multiple documents).
Note: if Selected Documents Only is not checked, there is no need to select documents as all
documents displayed in the Search Results grid will be updated regardless

2. Enter your mass changes into the desired property fields under Document Properties:



= Document Properties

Document Properties Shipping Address Additional Properties Totals
Document #; | « | Batchi: Misc Charge: 0.00/

Customer & -] | price Level; |

Discount: 0.00

m

CustPO: Sales Rep: 3 Discount %: 0.00 %
Req Ship: Pay Terms: Ho Holds Freight: 0.00] —
Ship Method: Doc Date: \ -
Vihse:

1

<]

i Tax: 0.00

x| CreatedBy: |sa 71 s Crrbete Total: 000

SearchResits

Note:Use the +/- next to the title to toggle between showing and hiding Document Properties. Depending on
your window sizing, there may be a scroll bar on the right side of the Document Properties section that you may
need to use to view all fields.

Note: On the Customer # field, click the ellipsis (...) to open the Customer Lookup screen where you can search
for and select a customer:

-
& Customer Lookup | = | = = |
I Close | ¥ Search Clear
Search By Search Options
Customer: Contact: Phorie: Sales Rep: l:l Starts With
City: State: Zip: [ show Inactive
Search Results
Cust# Cust Name Email Phone 1 Sales Person ID Address 1 Address 2
1| 1 3
\ v

Once a customer is added to the Customer # field , click the Customer # hyperlink to open the customer’s
Customer Card.

Note: Hitting Enter after entering an existing customer number into the Customer # field, or entering or
selecting information on any other field will simply repeat the Search for criteria entered; it will not make any
changes to the documents.

1. Click the Update Documents button on the screen header
2. A confirmation window will appear. Click Yes to update the document information
il

Please Confirm @

Would you like to Update the (13) selected document(s)?

[ Yes ] [ Mo

L
An update window will appear until all of the selected documents have been updated. This may take
some time.

3. When the window indicates that updating is complete, click Close. A summary window will appear. If
any document could not be updated, an explanatory message will be included

4. From here either print the confirmation (click Print) or close the window (click OK)
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Add Line
To add a line item to sales documents:

1. Select the document(s) from the Search Results that you would like to add a line item to (CTRL+Click or
CTRL+Shift+Click to select multiple documents).
Note: if Selected Documents Only is not checked, there is no need to select documents as all
documents displayed in the Search Results grid will be un-allocated regardless

2. Click the Add Line button on the screen header

3. A confirmation window will appear. Click Yes to continue to the Add Line Items window

s | EE |1'

Please Confirm

Would you like to Add Lines to the (1) selected document(s)?

[ Yes ] [ Mo

L A

4. In the Add Line Items window, enter the Item Number of the item you wish to add. Tab off the Item
Number field. The Item Description, Unit of Measure (default), and Quantity (defaults to 1) will
automatically populate, and you can change the information as needed:
-

.
o5l Add Line [tems |ﬂl
Item Mumber:
Item Description:
Unit of Measure: -
Quantity:
QK Cancel

L A
5. When finished, Click OK. The Adding line to Sales Documents screen will appear, displaying progress

until the line is added to all selected documents:

|'\

Adding line to Sales Documents | = | E 2

Finished.

L% A
6. Click Close. A summary window will appear. If any document could not be updated, an explanatory

message will be included




F
[ Sales Document Mass Update - Add Lines at 5/18/2012 457 PM [E=R S

L‘)) Print

Sales Document Mass Update - Add Lines at 5/18/2012 4:57 PM

Sales Doc Type Sales Doc Num Message

ORDER |ORDST2247 | Could not lack document.

7. From here either print the confirmation (click Print) or close the window (click OK)
Send To Batch
Note: Send To Batch functionality works by Sales Batch, independently of the display in the Search Results grid.
To send documents to a different workflow batch:

1. Select only one Sales Batch in the the Search By section
. Click the Send To Batch button on the screen header
3. Documents in the selected batch will be listed in the Move Documents to Batch window. Select one or
more documents in this list to move and click OK

Move Documents to Batch

Eloc# Customer Required Ship Doc Date Total Status Warehouse Sales Rep
ORDST2247 | Aaron Fitz Electrical /AARONFITO001 9/23{2011 9f23/2011 17,575.00|BO WAREHOUSE

ORDST2252 | Aaron Fitz Electrical (AARONFITO001 10/14/2011 10/14/2011 10.65|FP WAREHOUSE

ORDST2253 | Aaron Fitz Electrical (AARONFITO001 10/14/2011 10/14/2011 ©83.89 FP WAREHOUSE

ORDST2255 | Aaron Fitz Electrical /AARONFITO001 10/27f2011 10/27/2011 0.00|ZL WAREHOUSE

ORDST2256 | Aaron Fitz Electrical (AARONFITO001 10/27/2011 10f27/2011 135.20BO WAREHOUSE

ORDST2259 | Aaron Fitz Electrical (AARONFITO001 12272011 5/15/2012 135.20|FP WAREHOUSE

QRDST2253 | Aaron Fitz Electrical (AARONFITO001 4232012 4/23/2012 38.75|FF WAREHOUSE

ORDST2254 | Aaron Fitz Electrical (AARONFITO001 5/2j2012 5/2f2012 8,606.12|FP WAREHOUSE

ORDST2233 | Aaron Fitz Electrical (AARONFITO001 7/21/2011 72142011 199.35 BO WAREHOUSE PALL W.
ORDST2234 | Aaron Fitz Electrical (AARONFITO001 7/21f2011 7212011 199.35|BO PP WAREHOUSE PALL W.
ORDST2235 | Aaron Fitz Electrical /AARONFITO001 8/9/2011 8/9/2011 4,814.95/BO WAREHOUSE PALIL W,
ORDST2258 | Aaron Fitz Electrical (AARONFITO001 12/23/2011 12/23/2011 469.75/BO WAREHOUSE

; [ Cancel ]
J

4. From the dropdown, select the batch where selected documents should move: or enter the name of a
batch in the field and click OK:

*i

Paane e s veore o balobrimme

| CREDTT LAMIT
AFPRONVE
TROR HIF Bl
|PLLL DRDER

BACECRADER




You can also enter the name of an existing batch, or create a new one (click Yes):
-

Warning |

Warning! This will create a new Batch. Are you sure you want to do this?

Ve || No

L% "

5. After clicking Yes or OK, the window will close and you will return to the Sales Document Mass Update
screen (if a document or documents could not be moved, an error message will appear). To confirm that
the document or documents have been moved, select the same Sales Batch selected in step 4 and click
Search. The document(s) selected in step 3 should appear in the Search Results grid.

1 Close | ¥ Search | 5@ Print Trar

Search By

Sales Batch: |STAGED

= Document Properties

Document Properties

Document #:

Customer #:
Cust PO:

Search Results

Sales Doc Type Sales Doc Mum
2247

ORDER ORDST 2247

Close

T lase

Clicking this button will close the Sales Document Mass Update module.

Security

Sales Document Mass Update* - enables the Sales Document Mass Update Module must be checked in the
Security Editor.



