
Does Part or 
Material exist 

in Opto?

Sales Order 

Received

NO

STEP 1 - SALES ORDER RECEIPT

Create Parts/Sub Parts

1. In Orders tab in the Opto ribbon, open “New 

Client order”

2. If quoted, enter quote no. and selected items 

from list

3. If NOT quoted, enter the parts/materials into 

order manually

<F9> to save

YES

STEP 2 – PRODUCTION ORDER PROCESS (Where parts are required to be made)

1. In Orders tab, open “Parts Auto Order” 

window

2. Follow instruction to select parts to make

3. Save (<F9>) & Create Job Tickets

1. In Process sheet (Factory Order), check 3.1 “Assess Job 

Picking and Stock Allocations”

2. Determine if all materials are available to start job

3. If available, use 3.0 “Pick Materials”

4. Print job ticket and issue (if not already done prior)

Start Job, book time & when complete, in 

Orders tab, open “Despatch Factory Order” 

and despatch parts to stock, ready for 

despatch on the sales order (or if they’re sub 

parts – available to pick)

STEP 3 – PURCHASING (What materials are required to complete production or sell)

1. In Purchasing tab, open “Material Auto Order”

2. Follow instruction to select materials to order

3. Create Purchase Order 

Receive Materials 

into Stock

1. Where materials are required for a production order, PICK THEM

2. Where materials are required to go straight out on a Sale Order,

they will be taken from stock when the order is despatched

Sales of Manufactured 

Stock Process 

STEP 4 – DESPATCH CLIENT ORDER PROCESS

Check client “Call Up 

Sheet” for parts ready 

to despatch

Create Despatch 

Dockets

Despatch 

Docket

Invoicing & 

Exporting 

Procedure


