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Getting Started
1. Download the SalesOrderManager.zip file and install on the same computer where QuickBooks

is installed. (See Installation Instructions)
2. Open QuickBooks, and open the company file that you want to use.

3. Start the Sales Order Manager by double clicking the icon on the desktop or by going to Start-
Programs- QB Utility — Sales Order Manager

4. The Sales Order Manager will open in a new window.
a. Enter a Date Range- only Sales Orders in this Date Range will be retrieved from
QuickBooks
b. Choose to Include Closed/Shipped Purchase Orders
c. Click “Connect to QuickBooks”

Choose Date Range
From Date: 1/ 1/2010 [E~ -

To Date: 1/ 172020 [@~

Include Closed./Shipped S0's

[ Connect to QuickBooks

5. A window will appear asking if QB is open to the company that you would like to use. Ensure
that QuickBooks is open on the company that you would like to work with, and then click “Yes’

Open QuickBooks . lﬂ

4

9 Is QuickBooks open to the company that you would like to use?

e J[ ™
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6. The first time you use the Sales Order Manager, QuickBooks will require you to grant permission
to the utility to access data. Select “Yes, whenever this QuickBooks company file is open” and
then click “Continue”.

QuickBooks - Application with No Certificate [

&n application without a certificate is requesting access to the
following QuickBoaoks company file:

Rock Castle Construction
Access may incude reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface,
The Application Calls Itself
Sales Order Manager

Certificate Information

This application does not have a certificate. QuickBooks
cannot verify the developer's identity.

QuickBooks Solutions Marketplace

Search for information about this application at the
¢ QuickBooks Solutions Marketplace

Do you want to allow this application to read and modify this company file?
) No

(") Yes, prompt each time

@ ¥es, whenever this QuickBooks company file is ppen:

(7 Yes, always; allow access even if QuickBooks is not running

This application will NOT access personal data such as Sodal Security Mumbers or
customer credit card information. Tel me more

Continue... ] [ Cancel ] [ Help
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7. A window will appear asking you to confirm, click “Yes”.

oo

This application is not signed with a digital certificate. If you allow unsigned applications to
access your file, a different application could use the same application name and possibly
misuse your data. For suggestions about enhandng the safety of your company's data, didk
Help.

Are you sure you want to allow this access?

UESQ [ Mo ] [Help]

8. Access Confirmation window will appear, click “Done”

,
T

You have chosen to grant the application
Sales Order Manager

access to the QuickBooks company file
Rock Castle Construction

whenever this QuickBooks file is open.

Access rights:
-Read and modify QuickBooks data
(MNOT induding personal data)
-Enhance the QuickBooks user interface

| Done | | GoBak
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Selecting the Sales Orders to work with

1. Entering a Date Range

Select the Date Range of the Sales Orders that you would like to work with by entering the dates in the
“From Date” and “To Date” Sections

Sales Order Manager

oose Date Range
From Date: 1/ 1/2010 @~

ToDate: 1/ 152020 @~

[ Include Closed/Shipped 507

’ Connect to QuickBooks

Update QuickBooks

2. Include Closed and Shipped Sales Orders

If you would like to include Closed and Shipped Sales Orders as well as Open Sales Orders, check the box
next to “Include Closed/Shipped SO’s”. If you do not want to include closed or fully shipped SO’s do not
check the box.

Choose Date Range
From Date: 1/ 1,2010 .D' ==

To Date: 1 1/2020 @~

Include Closed/Shipped 50's b

[ Connect to QuickBoaoks ]

[ Update QuickBooks |
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3. Connecting to QuickBooks

To load the Sales Orders that meet the parameters you have set in steps one and two, click “Connect to
QuickBooks”

Choose Date Range

From Date: 1/ 1/2010 @~

ToDate: 1/ 1/2020 (@~

Include Closed/Shipped 50

| Connect to GuickBooks

4. Ensure that QuickBooks is opened to the company file you would like to work with and click
llYeS”
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Working with Sales Orders

Close/Open Sales Orders
If you selected “Include Closed/Shipped SO’s then you will see both open, manually closed, and fully
shipped SO’s in your date range.

1. Use the check boxes under the column “Closed” to close a Sales Order. To close all of the Sales
Orders in the list, click the box that says “Close All Open SO’s”.
Sales Order Man

Choose Date Range Fully

i Customer:Job

From Date: 1/ 1/2010 [~
Abercrombie, Kristy:...

Roche, Diamuid:R...
Vasquez, Anabel:B...
Margenthaler, Jenn...

To Date: 1/ 1/2020 @~

ENENENE

Include Closed/Shipped 50's

| Connectto QuickBooks |

[

| Clear To Be Emailed |

| Clear ToBe Printed |

2. To open all of the Closed Sales Orders in the list, click the box that says “Open Closed SO’s”

NOTE: The button will toggle between “Close All Open SO’s” and “Open All SO’s” depending on whether
the Sales Orders in your list are already closed or opened. You cannot open a SO that is fully shipped in
QuickBooks.
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Editing Sales Order Information

3. To edit Sales Order Information, simply click on the field that you would like to edit (Date,
Number, Ship Date, Customer PO #, or Memo) and make the necessary changes.

Ship Date G stomar £O aﬂpe‘ Total L =

Fully :
Closed i Customer:Job

Abercrombie, Kristy: ; 7000 T
Roche, Diamuid:R. 1

Wasquez, Anabel B,
Morgenthaler, Jenn...

OoooQE
oooE
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Changing “To Be Printed” Status

4. Use the check boxes in the column “To Be Printed” to select whether Sales Order should be
marked for printing in QuickBooks. You can also click the box “Clear To Be Printed” to uncheck

all of the boxes.

[ 34 sales Order Manager

Choose Date Range
From Date: 1/ 1/20010 B~

ToDate: 1y 1/2020 E~

Include Closed/Shipped SO0's

[ Connectto QuickBooks |

[ Updaie GuickBooks |

Close Al Open S0's

Clear To Be Emailed

— e
(| Cear To Be Printed

z

Closed ;u\l'glced Customer:Job Date MNumber Tems Ship Date gustomef £C 'E:I:B Total -Il‘—:ntB:d E
Abercrombie, Kristy:... | 6/26/2016 7000 6772016 Phone 81.293]‘3 [
Roche, Diamuid:R... | 10/20/2016 700 Due onreceipt | 12/31/2020 ‘Web Order SZM.IS
Vasquez, Anabel:B... | 11/18/2016 70021 Net 15 1151872016 56335 $1.?24.*]
Morgenthaler, Jenn... [12/15/2016 70031 Net 30 121772016 231 $271.
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Changing “To Be Emailed” Status

5. Use the check boxes in the column “To Be Emailed” to select whether Sales Order should be
marked for emailing from QuickBooks. You can also click the box “Clear To Be Emailed” to
uncheck all of the boxes.

1 Sales Order Manager

Choose Date Range Fully Customer PO Sales ToBe fToBe
# Rep

Total

Memo

S Closed knviced Customer:Job Date Number Tems Ship Date Prrted f Emailed
120 @
» Abercrombie, Kristy: .. | 6/26/2016 7000 6/7/2016 Phane $1.293.00 Memo|
To Date: 1/ 172020 @B~ Roche, Diamuid:R... | 10/20/2016 700 Due on receipt | 12/31/2020 Web Order $280.15
Vasquez, AnabelB.. |11/18/2016 | 70021 Net 15 11/18/2016 | 56335 $1,724.00

Include Closed/Shipped $0's Morgenthaler, Jenn... |12/15/2016 70031 Net 30 1217/2006 |23 $271.53
[ Connectto QuickBooks |
[ Update QuickBooks ]

Close All Open 50's

Clear To Be Emailed

NOTE: A Customer’s email address must be on file in QuickBooks or you will not be able to use Sales
Order Manger to mark a SO as To Be Emailed. Sales Orders marked To Be Emailed without a valid email
address on file will be skipped when updating QuickBooks.

To update the Customer’s email address in QuickBooks:
1. In QuickBooks click “Customers” and select Edit Customer for the customer that you

would like to update.

2. Enter a valid email address in the Email field
e

nl:.Phone[

E-mail [I‘:can‘tpbel@sanpleru'ne
Ce |

Ship To |Campbell, Heather v |
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Updating QuickBooks

1. To save your changes to QuickBooks, click “Update QuickBooks” .

Choose Date Range
From Date: 1/ 172010 [E~ —

To Date: 1/ 172020 [@~

Include ClosedShipped 50's

Update QuickBooks

NOTE: To clear any changes you have made without updating QuickBooks, Click “Connect to
QuickBooks” to refresh the list of Sales Orders from QuickBooks.

For information or help with Sales Order Manager please visit our website at www.QButility.com, or

email us support@gbutility.com.

Thank you for using Sales Order Manager!
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