
Sales & Factory

Process

Have Main & 
Sub-Parts been 

created in 
Opto?

Sales Order 

Received

Enter Parts in “New 

Sales Order”

Check:

1. Qty Req’d

2. Price

3. Clients Due Date

<F9> to save

Create Part/Sub-parts

YES

NO

STEP 1 - SALES ORDER RECEIPT

STEP 2 – FACTORY ORDER PROCESS

1. Open “New Factory Order”

2. Tab thru, enter desc. in “Client Order”

3. Click in “Part Code”, type //

4. Choose “Main Parts”

5. At pop-up, select parts beginning with 

“LAS”

6. Change “Div” to “LA”

<F9> to save

At pop-up, choose 

“slip” and print out 

Issue to Laser Shop

When process form 

window opens 

“create” & “activate”

job tickets

1. Open “New Factory Order”

2. Tab thru, enter desc. in “Client Order”

3. Click in “Part Code”, type //

4. Choose “Main Parts”

5. At pop-up, req’d parts (non laser)

6. Change “Div” to “PR”

<F9> to save

At pop-up, choose 

“slip” and print out 

Issue to Press Shop

When process form 

window opens 

“create” & “activate”

job tickets

1. Open “New Factory Order”

2. Tab thru, enter desc. in “Client Order”

3. Click in “Part Code”, type //

4. Choose “Sub Parts”

5. At pop-up, req’d parts (non laser)

6. Change “Div” to “PR”

<F9> to save

At pop-up, choose 

“slip” and print out 

Issue to Press Shop

When process form 

window opens 

“create” & “activate”

job tickets

STEP 3 – DESPATCH SALES ORDER PROCESS

Check client “Call up 

Sheet” for parts ready 

to despatch

Create Despatch 

Dockets

Despatch 

Dockets

Invoicing & Exporting 

Procedure


