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Scanco Sales – Create Sales Order 
All functions are shown. Your user may not have all functions shown depending on the options enabled in the Scanco Portal = sales.scanco.com 
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Main Applications Screen – Sales Orders icon 
Sales Orders – for viewing and adding items to existing Sales Orders or creating Sales 

Order. 

IMPORTANT: this manual explains all possible entries, but the process for creating an 

Order can be as simple as starting an order, picking the customer and adding items if 

you can use all the defaults for all other fields. 

Please additional Manuals for each Application.  

Press “Sales Orders” 
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 Sales Orders – for viewing and adding items to existing Sales Orders.  

 

 

By number – shows all valid Sales Orders numbers. 

By customer – allow you to choose customer and then shows their orders. 

Select date range – filter by dates created. 

  

Press the ‘+’ [plus sign] to start a new Sales Order. 
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Create a new Sales Order 
  

Choose “Order 

Type” 

 

Choose “Order Type” 

 

Choose “Order 

Type” 

 

Choose “Order Date” 
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Choose “Order 

Type” 

 

Choose “Confirm To” 

 

Choose “Order 

Type” 

 

Choose “Customer” 
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Choose “Order 

Type” 

 

Choose “Order 

Type” 

 

Enter Customer PO# 

 

Enter Deposit Type 

including Amount 

and Reference 

number. 
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Choose “Order 

Type” 

 

Collect Signature 
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Choose “Order 

Type” 

 

Pick Salesperson’s 

Choose 

“Order 

Type” 

 

Change ‘Bill To’ 

if needed. 
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Change ‘Ship 

To’ if needed. 

Copy the ‘Bill To’ Address to 

the ‘Ship To’ if needed. 
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Choose ‘Ship Method’  Choose ‘Ship Method’ 
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 Add Terms Codes 

Enter Freight Amount, 

Discount Amount, Discount 

Percentage. 
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To add Items, scan at the 

screen or use lookup. 

 

Touch the item code 

and enter a quantity. 
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 Add Comment lines 

 Add Star Items 
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Running Total is displayed. 

 

 

 

To edit or remove an Item, 

touch item to get into Review 

mode. You can edit the 

quantity, change to taxable 

status or remove the item 

entirely. 


