
1

Lesson: using the Express Order feature

The Express Order feature allows you to create an order template. By creating an Express Order
template, you can use the shipping, billing, and format information for that order in any future
orders. Express orders are a quick and easy method to reduce repetitive entry for orders you
process on a regular basis.

When ordering from a specific database, you can only use express order templates that
were created for the same database.

To create an Express Order template:

1. In the Order Summary window, click the Save as Express Order check box.

2. Enter a name for the Express Order template, in this example we entered “Template A”.

3. Specify if you want to make the template available for the current user only or for all users in
your company.

4. To continue with the order confirmation, click on Confirm. The saved express order can now
be used as a template for future orders.
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To use an Express Order template:

1. After you have made all entries on the first screen of the order process, click on the Express
Order based on previous order hyperlink located in the lower right side corner of the
screen.

2. The Express Order Templates drop-down list contains the templates you saved during
previous order transactions, as well as, the templates designated for all users that were
saved by other users in you company.

3. Select the Express Order Template you want to use for the current order and then click on
the Apply button.

4. Review the updated order information and make any changes that are necessary. When you
have completed your review of the order, click on the All information is correct, process
order now hyperlink that is located in the lower right side corner of the screen.
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To copy an order that was not saved as a template:

1. Click on the radial button for Use this order as a template and enter the number of the
order you want to copy.

2. If you don’t know the order number, click on the Find button. The window for finding
previously submitted regular orders and saved Express Orders opens.

3. Highlight your company name by placing your cursor over it and clicking on it. This action will
populate the Order # and Saved Express Orders columns.

4. Select the order number you want to copy. Click on the Submit button.

5. Click on the Apply button. This will apply the previous order’s perimeters to the current
order.

6. Review the order information and make any changes that are necessary. When you have
completed your review of the order, click on the All information is correct, process order
now hyperlink that is located in the lower right side corner of the screen.


