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How Do You Preview a copy of the order?
 

 

Select the order in a manage window and change the Views to the form to
preview

 

 

Explanation: The order forms are available to be view on the screen either
through the view option in the header of the edit section of the Order
Manager.

Load the Order Manager option. Select the order from the list so that it
populates the edit tool at the bottom by clicking once on the Customer
Name. Once the order populates, select the View of the form to preview.
That form will load in the edit portion of the screen.
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There is also a preview option in the Send view of an order.

 

 

If changes are necessary on this form, change the view back to Edit and
make the appropriate changes and preview the form again.



                       

NOTE: If you print or email from the Preview option, this does not update
the document Status of the document. You must print or email from the
SEND view.


