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The Order Manager tool streamlines the creation and management of various order types, such as 

purchasing and sales orders, by allowing users to easily set up customisable templates. It facilitates 

direct communication with suppliers, enabling collaborative order management and real-time 

updates. By automating key processes, the tool significantly reduces manual work and enhances 

overall efficiency in order handling. 

 

FEATURES INCLUDE: 

• Quickly set up customisable templates for different order types 

• Templates can be designed based on various criteria 

• Share orders with suppliers/customers for collaborative viewing, completion, response, 

amendments and finalisation 

• Generate single/multiple orders by inputting details, parameters and product information 

• Options to issue orders as pre-confirmed or negotiation orders for flexibility. 

• View historical and future orders easily through dedicated tabs 

• Filter orders by type, date, product category, status, and more. 

• Standardises data capture for improved information quality 

• Automatically processes quantities and generates pricing linked to pricing grids using a 

smart pricing tool 

 

 

 

 

 

 

 

 

 

1. INITIAL SETUP FOR ORDER TEMPLATES 
 

1.1  ADMIN SECTION 
 

This is the section that allows you to change administration settings for your order templates. It includes 

how to categorise order numbers, multi order drafts and supplier / product links. 
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Step 1: Sign in and go to Order Tool under Trading and planning then select ‘Order Templates’. 

 

 

Step 2: Follow the steps above then select the admin function on the right side of the tool bar, and you 

will have 5 options to categories to select under this heading. These will be general, confirmation 

names, auto finalise, order lists optional and order view configuration. Only users with admin access to 

the order manager will have accessibility (this can be edited in the settings section under ‘Manager 

Users’). 
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Step 3 

Order Numbers: Select General on the left-hand side which will allow you to select whether you want 

the order numbers to be manual entry, auto-generated or from reserved list. 

Order Number Re-finalised Incrementation: You can enable and disable the re-finalisation of an order.  

Issue Order Types: You can enable and disable various order types (negotiation order/confirmed order) 

during order generation. 

Multi Order Drafts: You can then select to turn multi order drafts on or off. 

Multi Order Duplicate Check Override: You can allow more than one price per purchase date, per 

product identifier 

 

Multi Order Delivered to Override: You can override supplier/customer’s ‘Delivery To’ functionality 

within multi order excel import. 

Supplier/Product Links Required: You can then select to turn supplier product links on or off. 
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Supplier Reference Required: You can then select to turn supplier reference on or off. 

Customer Reference Required: You can select to turn customer reference on or off. 

View & Finalised Multiple Orders: You can view & finalise multiple orders at once. 

Custom Fields: You can specify custom fields to be included within orders. 

General Notes in Confirmation Email: You can enable or disable the inclusion of general notes in 

confirmation email. 

Modify General Notes: You can modify the general notes when an order is in an open state. 

Modify Product Comments: You can modify product comments when an order is in an open state. 

Transfer Intake Data – You can transfer intake data between products within an order. 

Bulk Update Details – You can update the details of sent orders in bulk. 

Show Full Intake Data – You can default the full detail of the intake data when viewing an order, rather 

than only the condensed summary 

 

Press save setting on the bottom right once completed.  
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Step 4: Select confirmation notes on the side tile. This will then allow you to manage the naming 

conventions for order confirmation numbers by order types. Changing these will change the displayed 

names for all existing orders as well as any future orders. Press save on the bottom right if any changes 

are made.  
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Step 5: Select the auto finalise button on the left-hand tile. This sets up rules to automatically finalise 

orders once confirmed. To add in a new rule please select Add Rule as per the below. Once you click this 

it will take you to the pop-up screen shown below. Add in relevant information to create the new rule 

and press save. 
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Step 6: Select the "Order Lists Optional Columns" button on the left-hand tile. This allows you to choose 

which additional columns (such as General Notes and Product Group 1) will be available for selection in 

both the Sent and Received screens (on the supplier side). 

 

Step 7: Select the "Order Lists Optional Columns" button on the left-hand tile. This allows you to choose 

which additional columns (such as General Notes and Product Group 1) will be available for selection in 

both the Sent and Received screens (on the supplier side). 

 

[IF CANCELLATION REASONS ARE INCLUDED IN YOUR COMPANY SUBCRIPTION] 

Step 8 

How to activate cancellation reasons: To include reasons when orders are cancelled, select Cancellation 

Reasons. You can toggle cancellation reasons on or off by selecting Enable Order Cancellation. 

 

How to create a new cancellation reason: To add new cancellation reason, please select Add 

Cancellation Reason as per the below. Add in relevant information to create the new cancellation 

reason and press save.  
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How to delete a cancellation reason: To delete a cancellation reason, please select the red icon as per 

the below.  

 

 

Step 9 – Order View Configuration: In the Admin section, you can also configure the view of orders 

within Order Manager Tool. You can analyse your intake data, configure Intake Data to be shown in the 

summary table, display/undisplay body number, display/undisplay Animal ID and hide line items with 

zero quantity. 
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Step 10 – How to show or hide Product Intake Summary Table: In the Admin section, navigate to Order 

View Configuration and locate ‘Show Product Intake Summary Tables’. 
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• When this option is set to Yes (as shown below), two types of summary tables will be displayed 

in the order view: the overall summary table and the summary table per product code. 

 

• When this option is set to No (as shown below), ONLY the overall summary table will be 

displayed in the order view 
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Step 11 – How to show or hide P8 Fat, Dead on Arrival, Dead in Yard, Euthanised, ACFM P8, Carc Trim, 

Total Weight & Total Cost: In the Admin section, navigate to Order View Configuration and go to ‘Intake 

Data – Summary Table’. 

 

 

You can show or hide P8 Fat, Dead on Arrival, Dead in Yard, Euthanised, ACFM P8, Carc Trim, Total 

Weight & Total Cost in the summary table as per the below. 
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Step 11 – How to create a custom view of the Intake Data Detail Table: In the Admin section, navigate 

to Order View Configuration and go to 'Intake Data – Detail Table.' In this section, you can customise 

which intake data fields to be shown in specific templates or all templates. 

• Click on ‘Add New View’ to create the custom view. 

• Enter the name of the custom view under ‘Name’. 

• Select ‘All Order Templates’ under ‘Applicable To’ if the custom view is for all templates, or 

choose ‘Selected Order Templates’ for specific templates. 

• Choose fields to be displayed in the intake data summary table under ‘Included Intake Fields’. 

• Specify the field for sorting the summary table under ‘Default Sorting’. 

• Finally, click on ‘Save’. 
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Step 12 – How to rename & reorder the intake fields in a custom view of the Intake Data Detail Table: 

In the Admin section, navigate to Order View Configuration and go to 'Intake Data – Detail Table.'  

• Select ‘Configure’. 
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• To rename the intake data fields, locate the field name and enter the desired name in the empty 

box next to it. 

 

• To reorder the fields, click and drag the field to a new position. 

 

• Then, click ‘Done’ to save. 
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Step 13: To include custom fields within orders, select General on the side tile, turn on Custom Fields 

and select Save settings. Custom Fields will then appear at the bottom on the side tile. 
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Then, select Custom Fields on the side tile. To a new custom field, please select Add New Field as per 

the below. Add in relevant information to create the new field and press save. 
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Once the new field is created, you can add options in the field, to give users a list of responses to select 

from. To do this, select Edit Field as per the below. Select Add New Options, include option names and 

press Add/Update Options.  

 

 

 

 

 

 

 

 

 

 

 

 

 

1.2  CREATING A TEMPLATE  
 

Step 1: Select trading and planning then Order Templates and then select ‘Add New’ 
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Step 2:  Add in the relevant inputs for the template and press save at the bottom right of the screen 

once completed 

 

Site: Select the site that the template applies to 

Order Type: Select the type of order: (Purchase, Sales, Stock Transfer) 

Order Sub Type: Goods or Services 

 

Template Title: Populate the name of the template e.g. Beef Buying Prices  

Product Category: This will default to ‘All’, change if required to filter products which can be linked 

Include Prices: Yes or No 

Currency: Select the currency  
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Default Tax: Select the % of tax if any 

Supplier Tax Override: Selecting the supplier tax override will automatically populate the tax on the 

order if it is set in the supplier details 

 

 

Default Linked Trading Template: Select a trading template that prices will be automatically linked to if 

required. 

Default Pricing Grid: Select a pricing grid that will automatically cost the product based on the 

parameters set in the grid. 

 

 

 

Default Master Pricing Grid (THIS IS ONLY SHOWN FOR PAID ADDITIONAL FEATURE): Select a master 

pricing grid that will automatically update the product to a new product code and cost it based on the 

parameters set in the grid. If this functionality is chosen, you can enable master grid downgrades, 

master grid pricing, or both. Additionally, you can select users who are authorized to override the 

master grid. 

Allow Future Purchase Date: Yes or No. This feature will allow the user to create an order with a future 

date. When the toggle is set to 'No,' the user will not be able to issue an order beyond the current date. 

Value based on Requested Quantity: Yes or No. When this feature is set to 'Yes’, the gross and net 

values in the order are calculated based on the requested quantity. 
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Show Secondary Unit Conversion: Display the secondary unit conversion if it is configured in the 

company product file. 

Kill Dates Override Dispatch Date: Yes or No. When this feature is set to ‘Yes’, Dispatch Date = Kill Date 

Enable Expected Kill Date: Yes or No. When this feature is set to ‘Yes’, user can add the expected kill 

date during the generation of the order. 

Enable RCTI View: Display the order in the RCTI view 

Post Confirmation Products Category: Select the post-confirmation product category to be displayed on 

the Amend screen. This gives users the ability to add products after the order has been confirmed; 

however, the options of the products shown in the Amend screen are restricted to specific product 

types only. 

 

 

Enable Space Bookings: Yes or No. Please note that if Space Bookings is part of your company’s 

subscription, space bookings will appear above Post Confirmation Products Category. Space booking 

allows users to issue an order without pricing. 

 

 

Enable Custom Fields: Select None, All or Selected If custom fields are configured in the admin section 
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Supplier Type: Select the type of supplier e.g. processor, cold store to filter options available 

Supplier Sub Type: Select the sub type of supplier if required 

Default Supplier: Will select a default ‘sent to’ supplier, can be left as ‘Please Select’ if you would like to 

select when issuing the order 

Default Supplier Contact: Will select a default supplier contact, can be left as ‘Please Select’ if you 

would like to select when issuing the order 

Show intake Data to Supplier Users: Yes or No: If selected yes the supplier will be able to see the intake 

data.  

Show Pricing to Supplier Users: Yes or No: If selected yes the supplier will be able to see pricing. 

Tolerances active: Yes or no, if selected yes it will allow configuration of acceptable tolerances levels for 

orders 

Responses Comments Enabled: If selected Yes responders can add comments into a comment box 
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Delivered To: Allows you to configure who the product is delivered to and who is notified: 

 Off – No delivered to user 

Company Site – A site within your business group 

Supplier – Links to the Supplier Manager for Purchase orders and Customer Manager for Sales 

Orders 

Delivery Instructions – Text field option 

Company Site: Select the site  

Delivered Supplier Type: Select the supplier sub type e.g. Producer or Processor  

Delivered to Supplier: Select the supplier, can be left as ‘Please Select’ if you would like to select when 

issuing the order 

Delivered to User: Select the user when issuing the order if users are available in the selected delivery 

supplier 

Show Pricing to Delivered Users: If selected Yes the user is able to see the pricing  

Delivery Instructions: When sending an order, the delivery instructions will be preset with this text. You 

may edit the instructions when sending an order.  
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Completed By: Select off or Receiver or Sender to specify who will be required to complete order 

confirmation details. 

Require Confirmation Number 1 (Naming convention setup in admin section): Yes or No option  

Require Confirmation Number 2 (Naming convention setup in admin section):  Yes or No option 

Require Confirmation Number 3 (Naming convention setup in admin section):  Yes or No option 

 

Require Dispatch Date: Yes or No option 

Require Secondary Units: Yes or No option  

Supplier Update Price on Confirmation: Yes or No option, this will allow the supplier to update prices. 

Default Product Price File:  Select a price file you would like to link to automatically populate prices. 

Please note you cannot select to link by trading template and price file. 

Line-Item Price Check: If Yes it will prevent the immediate finalising of orders that have line items with a 

price of 0. Please note that this functionality will not impact line items with a price below or above 0. 

Set Max Value Limit: Prevent immediate finalising of orders that have line items / total value over a set 

of value.  

 

If 'Customer Reference Required' is turned on in the admin section, 
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this option will appear in the template setup.  

 

 

Step 3: Once you press save it will take you to the template to populate various fields as per the below.  

You can add general notes which will be displayed on the order and create requests for information 

which will require the responder to complete a text response to the request. 
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Step 4: To add products select Add Products as per the below. Once you select this you have can choose 

the product category and the product code. You can search by product code and description and tick 

the products you would like to add.  If you press Manage Company Products this will take you to the 

product file in the settings page. Press add selected at the bottom right once completed. 
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Step 5: Set up the unit of measure for both price and quantity. 

 

Step 6: The order in which products are displayed can be amended by clicking ‘Reorder Products’ and 

dragging the products into the desired order and clicking save order. Additional line level comments can 

be added, and products deleted from the template. 

 

 

Step 7: To link a product to its corresponding product line at the template level, click on "Linked 

Product." You can then add the linked product, its price, unit type, and tax information. Press "Save 

Linked Product" once you have completed the process. 
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Step 8: Click Save Template at the bottom of the screen. You will have two options either Save or Save & 

Exit (this will take you back to the order manager) 

 

 

 

1.3  DUPLICATING A TEMPLATE 
 

Step 1: Select the template you would like to duplicate as per the below. Then select duplicate selected 

as shown below in the red box.  Once you press the duplicate selected you will see the duplicated 

template like the below prefixed with ‘Copy’ at the end of the title.  

 

 

This will have copied all settings associated with the templates, which can then be updated by clicking 

‘edit’ followed by ‘Update Template Information’. 
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1.4   IMPORT / EXPORT 
 

Step 1: Under templates select Multi Order Import as per the below screenshot. Please note that you 

can download the Multi Order Template by clicking ‘Export Multi Order Template’. 

 

 

Step 2: Once you select the multi order import the below screen will pop up. 
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Site: Select the site the import file will relate to  

Multi Order Name: Input the name of the file 

Order type(s): Select the type of order eg: purchasing, sales, stock transfer 

Choose File: select the file that you would like to upload 

 

Step 3: Press save on the bottom right of the pop-up box. The imported file will then display along with 

the other templates.  

 

2. CREATING AN ORDER TEMPLATE  
 

2.1  UPDATING AND ISSUING  
 

Step 1: Select the three bars then click edit as per the below screenshot.  

 

 

Step 2:  Now click update template information as per the below.  
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Step 3:  Selecting the update template information will allow you to go in and edit details in the 

template. What each field represents was shown earlier in the guide 1.2 Creating a Template. 

 

 

Step 4: To issue an order select issue order under the template heading as per the below. 
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If the Multi Orders functionality is turned on in the admin section, the order issuing options will appear 

as follows: clicking ‘Issue Order’ will provide you with two options: Single Order or Multi Order.  

 

Step 5: Once selecting issue order the screen will take you to the template which is ready to populate 

the information. 

 

a. Issuing an order with linked trading template & linked pricing grid 
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Order Name: Select the site that the template applies to 

Order Number: This will either be pre-populated or you can enter an order number based on the setting 

configured in the admin section 

Supplier: Select the supplier who the order is for 

Contact: Select the contact that you would like to send the order to, from the supplier selected. 

Linked Trading Template: If the order relates to a previously sent contract please link the respective 

trading template 

Linked Pricing Grid: If an active pricing grid exists, please link it accordingly. 

Purchase Date:  The date of purchase 

Delivery Date: The date of delivery, this can be set as one single delivery date or individual delivery 

dates per order item. 

General Notes: Input additional notes relevant to the order 

Auto Find prices: If the order is linked to a pre confirmed contract then selecting auto find prices will 

pull in the prices from the contract.  

Add products: Add in additional products to the order if needed.  

Issue: Allows you to tick which products you would like to send on the order 

Price/Quantity: Update as required 
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b. Issuing an order with master pricing grid 

 

Linked Master Grid: If an active master pricing grid exists, please link it accordingly. Master grid pricing 

will be automatically populated if this is set up at the template level. 

 

 

 

c. Issuing an order with space bookings 
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Linked Master Grid – Space booking: If there is no active master pricing grid, a space booking banner 

will be displayed. 

 

Step 6: After adding in the product lines users can add in link products by selecting the plus sign on the 

template as per the below.  Selecting the plus sign will then allow the user to select the linked product 

from the drop-down menu. Once selecting the product, the user can add in key fields such as price, unit 

of measure and tax. To set these linked products up the user will need to go into settings, product file 

and create a new one. The linked product will automatically populate based on the unit of measure. If 

for example it is linked to per head, once the confirmation note with actual kill data is uploaded the 

linked product will populate based on the confirmed quantity.  
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Step 7: Once you have populated the data for the order, select issue order at the bottom of the screen. 

You will have two options.  The first selecting a negotiation order, if this option is selected the order will 

be sent to the supplier for negotiation (e.g. for them to confirm or counter the requested amounts). The 

second option is to select a pre-confirmed order which will not open the template for negotiation with 

the supplier. Please note that in the admin section, you can enable and disable various order types 

(negotiation order/confirmed order) during order generation. 

 

 

2.2  SINGLE OR MULTI ORDER 
 

Step 1: Once you select the template you would like to send, choose Issue Order as per the instructions 

below. Then, select either the Single Order or the Multiple Order button. The Multi Order button can be 

configured in the admin section (as per section 1.1). 
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Step 2: If a single order is selected the template will only be sent to one supplier as per the below. 

 

 

Step 3:When selecting a multi order, 

• It will allow you to create multi-orders based on a date range or specific date selection. Go to the 

‘Date Method’ field and select the appropriate option. See the screenshot below. 

• If a master grid is set up in the template setup, this option will be available when creating multi-

orders. Go to ‘Link Master Grid’ and select an active or approved master grid. Once a master grid 

is selected, it will apply to all orders at once. 
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Step 3: When selecting a multi order it will allow you to send the above template to multiple suppliers. 

Select the information for the key fields below and select the suppliers that you want to send the order 

to. Note you can also search the suppliers by name. 
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Step 4: Click save once you have selected the suppliers you want to send the order to. It will then take 

you to the template where you fill in the required information. You will note as per the below template 

it is being sent to four suppliers instead of one as per the previous example. This can also allow multiple 

orders for different days to be issued in one step. 

 

Step 5: The multi order allows you to send multiple orders to multiple suppliers. Once you have issued 

the multi order the orders will split out in the system as individual orders. 
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3. MULTI ORDER DRAFTS   
 

3.1  UPDATING AND ISSUING  
 

Step 1: Select the Multi Order Drafts tab under the Order manager tab, then select the template that 

you would like to update and send as per the below. 

 

 

Step 2: Once you select the template to edit it will take you to the multi order as per the below. Now 

you can amend the template by updating the information in the template and edit the Order details by 

selecting ‘Edit Details’. Press save draft once completed.  
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3.2  NOTIFICATIONS 
 

Step 1: Once you send the template to the selected users, will receive notifications in one of two places. 

The first is when they log into Foods Connected home screen, they will see notifications in the ‘my tasks’ 

bar as per the below. They will also receive an email notification if their account has been setup with 

this access. If they click on the task, it will take them to the order that requires there action.  

 

 

 

4. SENT ORDERS  
 

4.1  UPDATING AND ISSUING  
 

Step 1: Select Sent Orders either under trading and planning or on the top tab as per the below. Filter 

the template you would like to edit through the filters at the top of the screen. Once you have filtered 

the sent order you would like to edit select template and click the button on the right of screen as per 

the below.  
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Step 2: Once you select the template that you would like to update you have five options.  

 

 

View: This will allow you to view the sent order and the details within it.  
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Respond: This will allow you to respond to the sent order only if it ‘ Requires Your Action ‘. For example 

if you needed to upload a confirmation note to the order and clicked respond it would take you to the 

step to do this. 

Update Details: This will allow you to update the details of the previously sent template, such as 

delivery time, linked master grid, expected kill date, supplier details, etc. 

 

 

Edit Customer Reference: This will allow to update the details of customer reference. 

Amend: This will allow you to update the actual quantities requested on the order 

Finalise: This will finalise the order and if the system is integrated with an internal payment system it 

will trigger payment to the relevant parties.  

 

4.2  UPLOADING A CONFIRMATION NOTE  
 

Step 1: Filter the status to Confirmed Awaiting Confirmation Note as per the below.  
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Step 2: Select the template that you would like to add the confirmation note to and click the blue 

button ‘Confirmation Note ‘. It will then take you to the below screen where you will upload the 

confirmation note. 

 

 

Step 3: Input in the Confirmation Number for the order.  

Step 4: When uploading the confirmation, you will have two options to either Download the Import 

Sheet and populate in excel and re-import. Or fill in the required columns directly in the pop out 

window.  
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4.3  CHANGING THE STATUS  
 

Step 1:  The status of order template is shown on the summary of the sent orders as per the below. The 

next action also outlines what action is required next which in turn will change the status. The only user 

that can change the status is the one that the status ‘Requires Your Action‘ relates to.   

  

 

Step 2: Responding to a ‘Negotiated order’ or an ‘Order Amend’ Click respond as per the below to 

respond to the order.  

 

 



     47 

 

Step 3: This will take the user into the order where they can perform several functions. 

 

Add Product: Clicking add product will allow the user to add in new products to the order. 

Action: Clicking this will allow the user to edit the price. 

Delete Product: Pressing the red button will delete the product out of the template.  

 

You can also amend the custom field if it is included in the previously sent template. 

 

 

Step 4: Once you have updated the order you can then perform four functions. Cancel the order, Save 

or Save and Exit, Preview and Send Response and confirm order.  Clicking confirm order will then 

change the status of the template.  
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Step 5: If the order is raised with space booking, you can filter it by selecting 'Confirmed – Space 

Booking' from the Status column. 

 

 

Step 6: If the steps have been followed above and the user has uploaded a confirmation note and 

responded to the order they are then able to finalise the order, which in doing so will show finalised as 

per the below preventing any further changes.  
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4.4  VIEW 
 

Step 1: Under the ‘Trading and Planning‘ section of the site click Sent Orders or select Sent Orders from 

the header bar as per the below. 

Step 2: Find the relevant order and select View. 

 

 

Step 3: If RCTI is part of your company’s subscription and setup at the template level, click RCTI View. 

You can print the RCTI or export the RCTI to PDF. 
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4.5   BULK UPDATE DATES 
 

Step 1: Select Bulk Update and click ‘Dates’. 

 

 

 

Step 2: Update delivery/dispatch date and click ‘Update’ to save. 

 

 

 

4.6  BULK UPDATE DETAILS 
 

This functionality will appear on the screen if the master grid feature is included in your company’s 

subscription. 

 

Step 1: Select a single site in the top left of the filter section. Choose the orders you want to update. 

Click on ‘Bulk Update’ and then select ‘Details’. 
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Step 2: Select the master grid and click ‘Update’. 

 

 

 

 

4.7   TRANSFER INTAKE DATA 
 

Step 1: Ensure that ‘Transfer Intake Data’ is turned ON in the admin section to use this functionality. 
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Step 2: Go to the ‘Sent Orders’ screen and select the order for which you want to transfer intake data. 

Click ‘Confirmation Note Sent’ 

 

 

Step 3: Go to ‘Transfer’. You have two options here: 

• Selected Intake Data: This option allows you to transfer selected intake data to a new product 

code within an order. 

• All Intake Data: This option allows you to transfer all intake data to a new product code within an 

order. 
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Step 4: Once you select one of the options above, click the new product and then click ‘Transfer’. 

 

 

 

 

5. RECEIVED ORDER  
 

5.1  VIEW 
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Step 1: Under the ‘Trading and Planning‘ section of the site click Received Orders or select Received 

Orders from the header bar as per the below. Selecting Received orders will show all of the orders that 

have been sent to the user.  

 

 

Step 2: Once you have selected Received Orders you will be able to filter by the status of bar as per the 

below to select the type of received order.  

 

 

5.2   UPLOADING A CONFIRMATION NOTE  
 

Step 1: Refer to section 4.2 for process  

5.3  SUPPLIER CONFIRMATION MASS UPLOAD 
 

Step 1: Change the filter to Confirmed – Awaiting Confirmation Note and then select the orders you 

would like to mass upload a confirmation note to. Then click Upload Confirmation Note.  
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Step 2:  Add in the details that are required on the Multi Confirmation Note Import. 

 

Dispatch / Receipt Date: Select the dispatch / receipt date 

Import File: Select choose file if it is saved on your computer. 

Download Import Template: Download the import template and add in the required information for 

the corresponding orders.  

Overwrite Existing Confirmation: By selecting yes it will overwrite any preview orders that have a 

confirmation note uploaded against it. 

Dispatch Reference: Input the dispatch for the orders selected. 

Step 3: Once you have inputted all the information select import.  
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5.4  EXPORTING A RECEIVED ORDER 
 

Step 1: Once you have selected Received Orders you will be able select the order that you would like to 

export out the details. Click the export / import as per the below screenshot 

 

 

 

 

 

 

 

 

 

 

 

 

 

6 ACTIVITY  
 

Step 1: Go into ‘Trading and Planning ‘and select activity or select it on the header tab. Selecting activity 

will take you to the page below which will show the latest activity for all orders in the order manager. 

You can filter by date, template and user. This allows you to track changes on orders and who was 

responsible for the change.  
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Step 2: If you select View order it will take you to the order that was changed.  

 

 

 

 

 

 

 

 

 

6.1  USING FILTERS  
 

Step 1: Filters allow you to quickly search and find orders in the order manager. They allow you to 

identify certain parameters so you can find the relevant orders. The filters change depending on what 

area of the system but their core functionality is the same. For the below example you can search by:  
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Site: Select which site to filter from 

Order Type: Select what type of order eg; purchasing  

Product Category: Filter by product category  

Linked Supplier / Customer: Select by a supplier or customer  

Created By: Filter by the user who created the template  

Last Edited By: Filter by who last edited the template  
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