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How to Create a Purchase Order in the
Queue

1 The Queue is our virtual holding area for items you've selected but haven't yet
purchased,

On the Queue page, you'll see a list of these products along with helpful details
including:

  • Product Name,

  • Blank Product ID,

  • Color,

  • Quantity,

  • Awaiting Amount,

  • Decoration Amount,

  • In Cart Quantity,

  • In Cart Amount,
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2 To add an item to the queue, click the Add an Item button to open the Product
Selection page.

Filter products by

  • Internal Product ID,

  • Product Name,

  • Programs,

  • Suppliers,

  • Decorators,

You can select a product from the displayed list of available products,
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3 After selecting the product, you will see the product specifics on the page. You can
specify the Sales Order number at this stage. Fill in the necessary information,
then select the color and size to be ordered,

4 You can enter both the requested ship date and the requested in-hands date in
the Dates field,
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5 If your product includes a decoration set in the Product Manager, you can view
the specified decoration details under the Decoration Details section,

6 The decorator's shipping address will automatically populate the address fields,
but you can edit it in this section,
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7 If you selected a program, it will automatically fill in the third-party account
details. You can review and change this information if needed. Once you've
confirmed all the details, click Save to add the product to the Queue,

8 To select a product from the queue, click the checkbox of the product,
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9 Click on the downward arrow to expand and view detailed information about the
queue item. To add an item to the cart to purchase, click on the Add to cart
button,

10 On the next page, review the final prices and choose a warehouse where you
would like to place the order, or select the No Preference option,
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11 Click Add to Cart to finalize the selection and add the product to the cart,

12 After adding products to your cart, select the checkbox next to each item you want
to buy. Then click the Purchase button to proceed with your order,
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13 Before completing your purchase, you can review your order details.

This page shows you:

  • Your Blank Purchase Order,

  • Your Decorator Purchase Order (if you've requested decoration),

Both orders include all the important details. If you do not want to send the order
but to make a registry of it in PromoLink anyway, click Mark as Ignored: It will
not send the order but you will be able to see it in your Order Summary page.

You can also edit some fields like Purchase Order #, Comments, and add an
e-mail address to which a PDF copy of your order will be sent in this page before
finalizing your order.

Once you've reviewed everything, click Submit to complete your purchase,
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14 After creating your purchase order, you can review it in the Order Summary page.
You can expand the order Status Details and Shipment Details by clicking on the
down arrow.

15 By hovering over the "truck icon", you can view the shipping details as well.
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16 When you click on the "eye icon" of the order line, Order Details page opens up.

17 When you click on the note button for the order, the "Add Note" window will open.
Write your note for the order and click "Save" to save the note.
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18 To download your order as a PDF file, click on the download PDF button and your
PDF will be automatically downloaded to your device.


