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What is a Sales Document?

What is a Sales Document?

Sales Documents help businesses understand their retail performance.

Sales Documents can help businesses make data-backed and well-informed decisions on:
= QOrdering Stock

= Promotions

= Staffing
= QOther Plans
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Why work with Sales Documents?

Why work with Sales Documents?

To stay on top of the following:

* Inventory on Hand
* Onshelf
* Backstock

» Low Stock
* Product Performance
» Sales Summary

» Sales Report
* By Product
» By Product Type
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Why work with Sales Documents?

» Sales Report
* By Customer

* By Customer Group u_=
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« Sell-Through Report -
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Sales Documents Best Practices

| Sales Documents Best Practices

+ Keep data in one place
* Have flexible reporting
« Keep information in real-time

Please note:
Sales Documents in Repsly are available to Pro+, Premium, and

Enterprise customers. If you are an Essentials customer interested
in the abilities described today, contact your Repsly CSM.

s repsly

Example 1: Order Form

The Orc m allows reps to place orders while in the store. It offers the following benefits:

« Helps prevent out-of-stocks

« Allows for reporting on a store's product movement
« Allows for reporting on reps' sales = Order
* Provides all of this in real-time

A repsly
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Order Form: View from the Mobile App

Order Form: Reporting Example

ApA | 8| c|D|EJFla WISl R]IUIMINLOIP|QlRIS [T ULV
1 Place IPlace Street Zip Co City  State ¥
27 petsm9315 32222 Jackso FlondsUnitec Oakte 76620 Lyssa 1 1787 ABCT Angel Snorki
317 petsm9s1s C'32222 Jackso Floridi Unitec Oakta 76620 Lyssa | 8cop snorki 5 X
47 Petsm9515C’32222 sackso Florkk Unitec Oakte 76620 Lyssa | 1787205/19/25/19/25/19/23 8PDD BradPSOPS Snorki 5 679 33.95
5 Petsmasisc32222 Jackso FlondiUnitec Oakie Lyssa 11787 snoki 2 479 958
67 Petsm9515C32222 Jackso Floridi Unitec Oskte 76620 Lyssa | 1787X5/19/25/19/25/19/2% DS ColinfSDPS Snorke 4 495 198
7 Petsm9515 32222 Jackso Florid Unitec Oakte 76620 Lyssa | 1787(5/19/25/19/25/19/76  IGCT lakeGSOPS Snorki 5 10.95 S47S
8 Petsm 9515 C32222 Jackso Floridi Unitec Oakie 76620 tyssal s/ MRCT Snorki 4 1035 438
9 Potsm 9518 32222 Sackso Florid Unitec Oakte $0PS Snorks 3 479 1437
10 Petsm9515C32222 JacksoFlorkiiUnitec  Oakle 76620 Lyssa | 17872(5/19/25/19/25/15/73  MTDB Miles'sOPS Snorki 1 479 479
1u Petsm9515 C'32222 Jackso Floridi Unitec Oakle 76620 Lyssa | 1787 BPCT Millie SOPS Snorke 1 479 479
12! PetSm 3515 C'32222 Jackso Floridi Unitec Oukte 76620 Lyssal NNEC snorks 1 799 1¢
13 Petsm 515 32222 Jackso Florid Unitec Oakie tyssal Snorks 1 799 799
1 Patsmas1s 32222 sackso Flonidi Unitec Oakie 76620 Lyssa | 178725/19/25/19/25/19/7 SIBST Sarah SOPS Snorki 1 999 399
1517 PetSm9515C32222 Jackso Floridi Unitec Oakte 76620 Lyssa | AaCT snorki 1 10.95 10.95
16 Petsm9515 32222 Jackso Floridi Unitec Oakie ABCT Ange! Snorke 1 1095 1095
17 PetSm9515 C32222 Jackso Florkd Unitec Oskie 76620 Lyssa | 8coP snorki 1 795 795
0] Petsm 9515 32222 Jackso Flordi Unitec Oukte 76620 Lyssal 17872 5/18/25/18/25/18/2 8900 BradPSOPS Snorki 1 679 6T
19 Petsm 9515 C32222 Jackso Floridk Unitec Oakte 76620 Lyssa 1 178720 5/18/25/18/25/18/2% CZ8BoCathesSDPS Snork 1 479 479
3 7880 Snorki 20 479 958
2 2204 jater CFDS ColinfSOPS Snorki S
2 Snorks 20
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Example 2: Returns

The allows reps to process returns while in the store. It offers the following benefits:

L ]
* Helps keep on top of damaged and expired products ° 2

* Allows you to frend locations of repeat returns
« Allows you to trend products that are repeatedly returned
* Provides all of this in real-time

o ® k.
Returns: View from the Mobile App
3 . -
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Returns: Reporting Example

) L3 L M N o P a R s T v v w x Y z AA AR AC AD AE AF AG AW Al Al AK AL AM AN
Status Repre: Repre: Docun Entry ¢ Docun Due diLine N ID Produ Produ Produ Quant Price  Line It Line It Line It Price 2 Order Total { Taxabl Tax an Total Note Sales ¢ Barcoc Sales ¢ Sales ¢ Reasor Deli M Deli M
6620 Lyssa | 17872(5/19/25/19/25/19/78  AACT AnaDiSDPS Snori 1 1095 1095 0 01095 0 0 1095 0 1095 Returr Damag
96620 Lyssa | 1787205/19/25/19/25/19/22 ABCT AngeliSOPS Smori 2 10.95 219 [} 0 219 0 0 2% o 29 Returr Damag
76620 Lyssa | 1787205/19/25/19/25/19/83 SJBST Sarah.SOPS Snork S 999 4995 0 0 49.95 0 0 4395 0 4995 Returr Damag
76620 Lyssa | 1787X(5/19/25/15/25/19/71  BPDD BradPSOPS Snorke 1 679 679 O 0 679 O 0 67 0 67 Returr DamagFred s 8.am -
76620 Lyssa | 178725/19/25/19/25/19/22  CFDS ColinfSOPS Snorks 4 495 198 O O 198 O 0 198 O 198 Returr Damag Fred s 8am
6620 Lyssa | 1787 5/19/25/19/25/19/F8  MTDB Miles'SOPS Snoru 1 479 479 0 0 479 O 0 4™ 0 47 Returr DamagFred S 8am-
96620 Lyssa | 1787(5/19/25/19/25/19/74  BPOD BradPSOPS Snorks 1 679 679 O 0 67 O 0 67 0 67 Returr Expire Frad S @
76620 Lyssa | 1787205/19/25/19/25/19/75 CZ880 CathetSOPS  Snorks 1 473 am 0 0 A7 ° 0 am 0 4m Returr S
76620 Lyssa 1 1787(5/19/25/19/25/19/f6  NNBC NibbleSOPS Snorks 2 7.99 1598 O 01598 O 0159 0 1598 o
\ oky oY
uet save
prod osc kel :
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Example 3: Swag Inventory

also allow for ordering swag. It offers the following benefits:

» Helps keep track of swag distributed

* Helps track the cost of distributing swag

+ Keeps an inventory if needed for tax purposes
» Provides all of this in real-time

Page 6 |
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allows reps to keep an inventory of swag distributed while in the store. It can

A repsly
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Swag Inventory: View from the Mobile App

Mo [

o -

Do you want to group the Items by “Status™?

™

0 & wi®

= O

Swag Inventory: Reporting Example

e | ¥ | ) LiM|iN|jO P | Q

A | 8| C|D | E]|F
L Place iPlace Street ZipCo ity State
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How to Create a Sales Document in Repsly

Before creating your Sales Document, you need to complete the following tasks
in Repsly:

1. Add Products

2. Add Pricelist

Add Products to Repsly (2 Methods)

1. Click on the icon > select Products.

Lyssa Ireland Thomas »

f\_\ repsly Q_ Find places, reps, forms, files and products Your trial expiresin 218 days 2 Q

DATA MANAGEMENT |

& Activiti
B Activities > RS ",r
Feed Delete trial data ﬁ‘

& Places ".‘"
|
T . —
T ey Ly

Representatives Accounts ‘)"

' Tags

1 SR~ SOUTH.
: 2 S 4 OAKOTA

£ schedule Map Satellite f;mu 0Ro R o
oy =i N NEBRASKA
i 4 Territories
United States |

COLORADO KANSAS. )

e Projects 4
|

Delete sched:}?ed events
Reports > y

I
(@] oLas Vegas 3"‘
Los Angeles 0\, Custom att: ‘;‘?Jutes

(Z] Templates > 0 INEW MEXICO 3 251 " ¥ |

s ARES. y

== =1 7 Status
a ! S LouIsIANA "
[ Files \ s.nAnlo\:lloo HE)
Active reps o3 Visits @ Activities @

D Help 0 0 0

~ repsly Q Find places, reps, forms, files and products Your trial expires in 218 days m 1 [ £ yssaireland Thomas v

) Activities > Products

Define the products your team can access in the field. Your product catalog will appear on sales documents, product questions on forms, and more.

@ Places

Add filter Cleal Appk
Representatives  Addfilte r

I
+ Newproduct ¥ ﬂ

() Reports > (D Import products

£ schedule Q Search products

5] Projects

Product Product group Tags Default price

3. Enter the following information for the product:
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a. Name
b. ID
c. Default Price

d. Product Group: select from the drop-down list or click Manage
Product Groups to create one.

e. Tags (if applicable): select from the list or Add Tag in that window.

B Active product
+
Name* D
l Benedict Cumberbeagle Dog Perfume I BCDP

Barcode

Default price *

Enter barcode

Note

Enter note

Product group

SnorkaDog Pet Supplies

4. Make sure Active is checked > click Save.

© Addnew product Save and add another l Save

Active product
i
Name* D*
Benedict Cumberbeagle Dog Perfume BCDP
Barcode Default price *
Enter barcode 7.95
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On the page, you can import products in bulk. This method is highly
recommended if you need to enter more than a handful of products.

1. Click the icon > select Products.

AN repsly Q Find places,reps.forms, s and product N e o B e m 0 o
B Activities >

Feed

& Places

Representatives

£ Schedule Map Satellite

& Prolects

(i) Reports >

) Templates >

0 Fies

Gocgle

2. Click > select Import Products.

Products

Define the products your team can access in the field. Your product catalog will appear on sales documents, product questions on forms, and more.

I Addfiter Clear

@ Newproduct

(D Import products

Ana De Alligator Chew Toy
SnorkaDog Pet Supp.. Chew Toy, Dog $10.95 » Actve

Angela BassetHound Chew To
#ABCT SnorkaDog Pet Supp... Chew Toy, Dog $10.95 ® Active

Benedict Cumberbeagle Dog
#BCDP SnorkaDog Pet Supp.. Dog, Health & Beauty $7.95 ® Active

Download the Sample Template

You can create your own file to upload your products, but we have a sample
file to simplify the task.

1. Click

@, Products import

.’ Import all products using import wizard

From your computer

Upload file

Upload file in CSV, XLS or XLSX format directly from your computer

&, Copyand Paste
=]

Copy and paste from Excel, any other spreadsheet, or even a web psge.

View SAMPLE
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2.

3.
4.

Click .

Sample CSV data X

To get your list of products that you can edit, use Export button at product list

You can also download our sample file and use it as a template before you import your list of products
DOWNLOAD SAMPLE DATA HERE

Or simply use Copy Paste with sample data below:

ID:Product:Product group ID:Product group:Unit price
3:Lennons Lager:1:Beer;3
4:McCartneys Ale;1:Beer;3

°@

Possible fields: ID("). Product(*). Product group ID. Product group, Barcode, Unit price, Note, Active, Image URL, Tag.
Master product
Click to close the window.

Save the template.

& repsly

Add Data to the Template

1. Once the sample template is open, you will see that

4,

These are data-entry examples.

A B (e D E F G H

1 BID Name Product Group ID  Product Group |Barcode Unit price  Note Active

2 9588755 Crestorm IPA 61 Beer | 3 Incredibly refreshing beer true

3 19588756 Calfia Cold Brew i Beer | Ta Slightly hazy with a gorgeous creamy white head true

4 9588757 Flensburger Wasser £1 Beer 3,99 Balanced and enjoyable true
Either hand enter or copy/paste your to match the
formatting of the sample data.

A | B C | D | E F G H I ]

1 ID Name Product Group ID Product Group Barcode Unit price  Note Active Tag Image URI
2 9588755 [Crestorm IPA 1 Beer 3 true beer, beverage |https://im
3 /9588756 |Calfia Cold Brew 1 Beer 4 true beer, beverage |h ://im
4 9588757 |Flenshuraer Wasser 1 Reer 399 true heer_bheveraae _|httns://im
5. MRCT Mark Ruffalo Squeaky Toy |SDPS SnorkaDog Pet Supplies 10.95 true Chew Toy, Dog

6 MTDB Miles Terrier Dog Bones |SDPS SnorkaDog Pet Supplies 4.79 true Bones, Dog

Z JGCT Jake Gyllendog Chew Toy |SDPS SnorkaDog Pet Supplies 10.95 true Chew Toy, Dog
Once you have your completed data, at the top of
the template.

A B | c | D | _E | F | G | H | I |

1 |ID Name Product Group ID Product Group Barcode Unit price Note Active Tag Image URL
2. MRCT Mark Ruffalo Squeaky Toy |SDPS SnorkaDog Pet Supplies 10.95 true Chew Toy, Dog

3/ MTDB Miles Terrier Dog Bones  |SDPS SnorkaDog Pet Supplies 4.79 true Bones, Dog

41JGCT Jake Gyllendoag Chew Toy |SDPS SnorkaDog Pet Supplies 10.95 true Chew Toy, Doa

the file.
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Upload the Template

1. Click

@, Products import
.’ Import all products using import wizard

From your computer

Upload file

Upload file in CSV. XLS or XLSX format directly from your computer

B Copy and Paste

Copy and paste from Excel, any other spreadsheet, or even a web page

0 More info

Import from spreadsheet on your computer,

either uploading a file or using copy-paste

View SAMPLE

2. Click > select the file > click Open > click Upload File.

. Products import
.’ Import all products using import wizard

From your computer
Upload file

Upload file in CSV, XLS or XLSX format directly from your computer

Choose File |Fmorefrosverasemion UPLOAD FILE

First row contains column names?

B, Copy and Paste

Copy and paste from Excel, any other spreadsheet, or even a web page.

3. Click

Almost done...

Please name all columns and then press

Import button at the top.

Page 12
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o More info

Import from spreadsheet on your computer,

either uploading a file or using copy-paste.

View SAMPLE



Repslu U: The Power of Sales Documents

4. To change your header name, click
the correct header name.

Select columns to import

Choose column names for import. Columns you ignore will remain intact.

D ®

PRODUCT &

PRODUCT GROUP ID &

| Eroduct =

Product group ID
Product group
Barcode

Unit price

Note

Active

Image URL

Tag

Master product

5. Click

if you do not want to import that column.

Select columns to import

Choose column names for import. Columns you ignore will remain intact.

D @

16
17

18

6. Click

NAME @
EDIT IGNORE

ALDI
Walmart Supercenter

Trader Joe's

.

Select columns to import

Choose column names for import. Columns you ignore will remain intact.

LX)
EDIT IGNORE

16

17

NAME ©

EDIT IGNORE

ALDI

Walmart Supercenter

Trader Joe's

STREETADDRESS @ ZIP @

EDIT |GNORE EDIT IGNORE
10950 San Jose Bivd 32223

10991 San Jose Bivd Ste 1 32223

11112 San Jose Bivd 32223

STREETADDRESS @ ZIP @
EDIT IGNORE EDIT IGNORE

10950 San Jose Bivd 32223
10991 San Jose Biva Ste 1 32223

11112 San Jose Biva 32223

Page 13

AN repsly

> click the down arrow> select

PRODUCTGROUP @ BARCODE @
EDIT IGNORE EDIT IGNORE
SnorkaDog Pet Supplies

SnorkaDog Pet Supplies

SnorkaDog Pet Supplies

UNIT PRICE ©
EDIT IGNORE
1095

479

1095

m fonel

STATE @
EDIT IGNORE

o

ZPEXT © oy e
EDIT IGNORE EDIT IGNORE
Jacksonville
Jacksonville
Jacksonville
ZPEXT ® oy e
EDIT IGNORE EDIT IGNORE

Jacksonville
Jacksonville

Jacksonville

| 21

STATE @
EDIT IGNORE

NOTE ©
EDIT IGNOR



Repslu U: The Power of Sales Documents

7. You willreceive a progress message. Click

We have successfully uploaded your file and
the import is in progress.
Once complete, you will receive an email with

the import status.

AN repsly

Add a Pricelist to Repsly

1. Click the icon > select Pricelists.

A\ [( epsly Q Find places, reps, forms, files and products Your trial expires in 217 days
@ Actiities > Products
@ Define the products your team can access in the field. Your product catalog will appear on sales documents, product qu
Places
- Add filt

Representatives ! =
B schedule Q Searchproducts
@ Projects

[ ) Product Product group Tags
(L) Reports >

O = Ana De Alligator Chew Toy

¥ P Toy,

B Templates > J V4 #AACT SnorkaDog Pet Supp. Chew Toy, Dog
D Files = Angela BassetHound Chew To

O %) #ABCT SnorkaDog Pet Supp... Chew Toy, Dog

2. Click > select New Pricelist.

Pricelists

Build custom product assortments and adjust pricing for key places and accounts.

Q Search pricelists

L': Pricelist

f_] Default pricelist

Page 14 | 21
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Export and Import
Accounts
Tags
Territories
Delete scheduled =vents
Custom attribu ‘
Status
Products 17

Brands

(’-—_‘] New pricelist

CFT Import pricelists
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3. Enterthe "rcalici ame > click Save.

Save and add another

Add new pricelist

Pricelist name*

Active pricelist

Celebridog Pricelist

Description

Enter description

4. Click Products on Pricelist.

Pricelists > Celebridog Pricelist

Pricelist details Products on pricelist

Pricelist name®

Celebridog Pricelist Active pricelist

Description

Enter description

5. Click Import Products to Pricelist.

Pricelists > Celebridog Pricelist

Pricelist details Products on pricelist

Q Search products +3 Import products to pricelist

No products
‘You can add products that you use in your organization
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6. Take the list of products you want to impo
following columns with the

a. Product ID
b. Product Price
c. Active

A A , B I
1] 'Product ID Product Price Active
AACT 10.95 True
ABCT 10.95 True
BCDP 7.95 True
BPDD 6.79 True
CZBBones 4.79 True
CHCT 10.95 True

)iz

(o) IR E g -3

7. Click

Pricelist 'Celebridog Pricelist' import

Import 'Celebridog Pricelist pricelist using import wizard

From your computer

Upload file

Upload file in CSV, XLS or XLSX format directly from your computer

B Copy and Paste

Copy and paste from Excel. any other spreadsheet, or even a web page.

8. Click > select the file > click O

Pricelist '‘Celebridog Pricelist' import

Import 'Celebridog Pricelist pricelist using import wizard

From your computer

Upload file

Upload file in CSV. XLS or XLSX format directly from your computer

Choose File | FreensEipor T e tsioms, UPLOAD FILE

-
First row contains column names?

Date format {applies to CSV and TXT formatonly)| 12/31/2023 +

Page 16 | 21
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rt, and make sure to keep the
for the import:

ﬂ More info

Import from spreadsheet on your computer,

either uploading a file or using copy-paste.

View SAMPLE

pen > click Upload File.

ﬂ More info

Import from spreadsheet on your computer.

either uploading a file or using copy-paste.

View SAMPLE
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9. Click

Almost done... b

Please name all columns and then press
Import button at the top.

10.To change your header name, click > click the down arrow> select
the correct header name > click OK.

Select columns to import m
Cancel

Choose column names for import. Columns you ignore will remain intact.

Product ID * v NAME THIS COLUMN @ ACTIVE ©
OK  IGNORE RO EDIT IGNORE

True

AACT 10. |
Product ID * /BJ
ABCT 10. B e Al True
BCDP 7.95| Product ID | True
| Product Price *

Date available from
Date available to
Client ID
Manufacture ID
MinQuantity
MaxQuantity

.
OT7

11.Click

Select columns to import n,..m.

Choose column names for import. Columns you ignore will remain intact.

12.You will receive a progress message. Click

We have successfully uploaded your file and
the import is in progress.

Once complete, you will receive an email with
the import status.
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Create a Sales Document

1. Click > select Sales Documents.

AN repsly Q_ Find places, reps, forms, files and products Your trial expires in 218 days M [ 8 Lyssalreland Thomas v

E) Activities >

Joreidnin
& Places - Configure your sales document

o _
B Schedule
ACTIVE

@ Projects NAME
(1) Reports >
@  Order v
Forms
v
Retail audits
v
_ l Sales documents ] ~
Showing 5 out of 5 records
2. Click
A\repsly Q Find places, reps, forms, files and products Your trial expires in 218 days m M [} @ iysaireland Thomas v
B Activities >
» Sales documents 1
@ Places - Configure your sales document !
o _
5 Schedule
5 Projects ACTIVE
NAME
(L) Reports >
Q Order &
B Templates >
Q Orderu v #
D Files
Q  Tracker v

Showing 5 out of 5 records

3. Enter the > select Active Sales Document to make the
sales document visible on the mobile app.

»  New sales document

Configure your sales document

Document name:

,ﬁ »
oo
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4. Check the desired
a. Allow unavailable products
b. Display product prices

c. Allow negative quantities

Document attributes

[ Allow unavailable products
Display product prices

lj Allow negative quantities

5. Enter . This field is used when a sales document has
been completed by a rep, and it requires a manager’s feedback for that
document. For example, if a rep completed a Returns document, their
manager would select one of the following options in Repsly regarding
that document:

a. Accepted
b. Denied

In this example, the manager is going to track the progress of the order
with the following opftions:
Document statuses

£  Confirmed with distributor
¢ Inprogress

~

¢

Completed

6. Set your . This field describes the status of items in your price
list. For example, you are tracking product returns in Repsly, but you want
to know the reason for the return.

a. Click

Item attributes

o Add item attributes [l
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b. Enter the name of the Allribute > click Mandatory if desired.

Iltem attributes

lReason for Return ] l MANDATORY I

c. Enter the associated options to the item attribute.

l Reason for Return I MANDATORY

£ || Damaged Product
¢ VDamag'ed Packaging

& || Expired Product

7. Enter Custom Document Flelds > click Mandatory for items required to fill
out. Some examples include:

a. When the order was taken
b. When the order was processed
c. Who approved the order

d. Other information relevant to your business

Custom document fields

Deleting or adding fields will affect all your sales documents.

| Who approved the order? [ manoaTory O ||

8. Click Save.

. New sales document

Configure your sales document

Document name:

Celebridog Order  active sales document Cancel
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9. Click

Price lists available on sales document

o Choose pricelist

10.Click the > click Save.

Assign price lists to this sales document
Celebridog Pricelist |

@ N
SAVE CANCEL
)

\

11.0Once finished setting up the sales document, click

»  Celebridog Order

Configure your sales document

Document name:

Celebridog Order active sales document

> repsly

SAVE A Cancel

Note: once your team performs a pull-down to refresh their mobile apps.
these documents will be visible under Sales Documents below Orders.
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