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Free Form Orders 

Free Form orders are sales orders of items that are not kept in stock 

by the company.  

These orders can only be done for customers who are setup as being 

direct ship. 
 

Free Form Orders 

1. Sales Order is entered 

2. Sales order is Booked 

3. Purchase Order is Edited 

4. Purchase Order is Approved (Ximple will try to approve 

automatically) 

5. Sales Order is Manually Closed (once Free Form Billing is 

Complete 

Note: The PO information will always reflect the Sales Order information. If at any time the 

sales order is edited (items qty changed or deleted) the purchase order will automatically 

change to show the correct data. 
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Free Form Sales Order 

Sales Module 

Menu 

Free Form Sales Order 

Submenu Option 

Order Management 

Submenu 
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Free Form Sales Order 

Select 

Lookup 

Parameters 

Click 

Lookup 
Click to 

Add FFSO 
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Free Form Sales Order 

Popup 

Menu 

Return to 

Lookup Page 
 

Popup Menu: 

View: View FFSO information 

Edit: Edit FFSO 

Book: Book FFSO 

Copy: Create a copy of the FFSO 

Print: Print FFSO info (generates pdf file) 

Delete: Delete FFSO that’s yet to be booked 

Cancel: Cancel FFSO that’s been booked 

Hold: Put a FFSO on hold 

Release: Release a FFSO that has been put on hold 
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Create Free Form Sales Order 

Click 

Add New 

Click 

Continue 
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Create Free Form Sales Order 

Click Save 

& Continue 
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Create Free Form Sales Order 

Click New Line to 

add Products to 

Order 
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Create Free Form Sales Order 
Select 

Vendor 

Enter 

Product 

Click Save 
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Create Free Form Sales Order 

Click to 

Edit Line 

or  

Free text 

Click to 

Delete 

From Order 
Click to 

Continue to 

Next Page 
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Create Free Form Sales Order 

Click 

Close 

Window 

Click 

Save 
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Create Free Form Sales Order 

Click ‘Save & Book’ 

Or 

‘Save’ to Save Without 

Booking 
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FFSO - Book 

Select 

Book 
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FFSO - Approve PO 

Select PO 

Hyperlink 
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FFSO - Approve PO 

Select 

Approve 
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FFSO - Approve PO 

Click 

Approve 

Click Close Window and 

Return to Free Form Order List 
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FFSO - Hold Order 

Select 

Hold 
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FFSO - Hold Order 

Click ‘Save’ to 

Place the Order 

on Hold 
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FFSO - Release Order 

Select 

Release 
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FFSO - Release Order 

Click ‘Save’ to 

Release the 

Order 
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FFSO - Copy Order 

Select 

Copy 

Click 

Submit 
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Close FFSO 

Select 

Close 

Click 

Submit 
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FFSO – Certification 

1. Search for Free Form Order 

2. Enter Free Form Order 

• For a single vendor 

• Multiple vendors 

• Chargeable Items 

• Non-Chargeable Items 

• Custom Pricing Vs. GM% 

3. Book Order 

4. Approve PO 

5. Close FFSO 
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Free Form Quote 

Sales Module 

Menu 

Free Form Quote 

Submenu Option 
Order 

Management 

Submenu 
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Free Form Quote 

Click Lookup 
 Add Free 

Form Quote 

Select 

Lookup 

Parameters 
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Free Form Quote 
Popup 

Menu 

Return to Lookup Page 
 

Popup Menu: 

View: View Quote information 

Edit: Edit Quote (Shipping & Billing and Items Information) 

Approve: Approve quote 

Reject: Reject a quote that has been approved 

Make Order: Create a sales order of the approved quote 

Print: Print quote info (generates pdf file) 

Print WO Price: Print quote info without showing the price (generates pdf file) 

Delete: Delete quote 

Copy: Make a copy of the quote 

Add FF 

Quote 
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Create Free Form Quote 

Click Continue 
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Create Free Form Quote 

Click Save 

& Continue 
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Create Free Form Quote 

Click New Line to 

Add Line Items to 

FF Quote 
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Create Free Form Quote 
Enter 

Product 

Click 

Save 
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Create Free Form Quote 

Click Exit 

When 

Finished 
Free Text & 

Line Editing 
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Create Free Form Quote 

Click Close 

Window & 

Return to Order 

Click 

Save 
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FF Quote - Approve Quote 

Select 

Approve 

Click 

Submit 
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FF Quote - Print Quote 

Select ‘Print’ 

or ‘Print WO 

Price’  

Save 

or Print 

pdf File 
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FF Quote - Make Order 

Select 

Make Order 

Click 

Submit 
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FF Quote - Copy Quote 

Select 

Copy 

Click 

Submit 
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FF Quote - Reject Quote 

Select 

Reject 

Click Submit 
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FF Quote – Certification 

1. Search for FF Quote 

2. Enter FF Quote 

• For a single vendor 

• Multiple vendors 

• Chargeable Items 

• Non-Chargeable Items 

• Custom Pricing Vs. GM% 

3. Create FFSO 

4. Copy Quote 
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END Free Form Sales & Quotes Overview 


