
© Copyright 2023. Green Team Holdings, LLC. All Rights Reserved.
© Copyright 2023. Green Team Holdings, LLC. All Rights Reserved.

Creating a Sales Order
1. Click ‘Create Sales Orders’ or the ‘+’ icon.

1
1

2. Search for Account Name and click ‘Enter’.

3

3. Select appropriate county option from dropdown.

4

4
4. Use Make, Model, & Year dropdowns to add new car. Click ‘Add New’ for additional line.

5

6. Click ‘Options’ to choose from available stock options.

6

5

5. Add existing Company Equipment by Serial #, Make, Model. Or click ‘Equipment Catalog’.

2

Click to view any ‘Pending SO’s’ for that account.
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Saving a Pending SO & Printing/Emailing a Quote
Once line items are complete and SO totals are correct, scroll down.

1

1. Click ‘Quote It’ to open the Pending SO window.

jdoe@email.com

2. Save the SO as Pending & Print or Email the quote.

2

3

3. Click ‘Quote It’.

Make sure any pop-up blocker is turned off.
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Taking Deposit Against Sale

John Smith

Jane Doe

John Doe

Jane Smith

John D

John Smith

Jane Doe

John Doe

Jane Smith

John D

1. Locate and click the 
appropriate Sales Order #.1

2. Click ‘Switch To Edit Mode’.

3. Click ‘Manage Deposit’.

Jane Doe

John Smith

5

4. Enter the deposit amount. 
Select Payment Method.

5. Click ‘Add’.

6. Deposit amount will be 
subtracted from SO balance.  
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Finalizing a Sales Order / Processing Payment

John Smith

Jane Doe

John Smith

Jane Doe

3. Scroll down and click ‘Finalize All Pending PO’.

2

3

jdoe@email.com

1

1. Locate and click the appropriate Sales Order #.

2. Click ‘Switch To Edit Mode’.
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Opening an Account’s Pending Quotes
1. Search an account name and click ‘Enter’.

3

2
Jane Doe                                    A12345

John Smith

Jane Doe

John Doe

Jane Johnson

John Doe

John Smith

Jane Johnson

John Doe

3

1

2. Click ‘Pending SO’ to open the Pending Sales Orders window.

3. Click on Sales Order # to open SO in a new window.
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Adding a New Account on SO

1. Click the      button next to the account name field.

Accounts are managed in the Sales Management module.

1

2

2. Complete the necessary Account Information. 
(Continued on next slide)
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Adding a Car with Equipment Catalog 
1. Click to open the ‘Equipment Catalog’.

1

2. Use the dropdowns to narrow results.

2

2
2

3. Click ‘Search Equipment’.

3

4. Click the      icon to add the equipment to the SO. 

4
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Adding Options/Products to a Sales Order

1

2

1. Click ‘Options’ to open Equipment Options window. Choose from list.

2. Add more products to SO by searching Product # or Name.

3 3. Click ‘Add Product’ to create an additional line item.
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