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• What is the Order Manager?

• Recall the order to view and sell 

• Turn quotes into orders 

• Use three new tools 

• Add additional items to an order 

• Complete the order

• Demo in Paladin 

• Learn more
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What is the Order Manager? 

• This new feature lets you turn a quote into an order, sell the 

order items over time, and track what you’ve sold and what 

remains to be sold. 

• The order will remain open until all items are purchased or 

you manually close the order.

• This will allow you to better manage large, complicated 

orders from your customers. 

• This feature is available to you automatically. No set up is 

required. Just look for Order Manager to appear on the 

bottom ribbon when you recall a quote.
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Recall the order to view and sell 

• In the Invoice/Quote module, 

click Recall Transaction, and 

then select Quote – Order.

• Active orders are identified by a 

green checkmark in 

the Order column.

• Orders not marked by this green 

checkmark are simply quotes. 
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Turn a quote into an order
1. In the Invoice/Quote module, recall the quote, and 

then, on the bottom ribbon, click Order Manager or 

press F5.

2. When you select Order Manager, all items on the 

original quote will become order items.

Note:  An order item shows the original quoted 

amount and tracks the number of items already sold.

3. To complete the transition from quote to order, enter 

the item(s) to be sold in the Quantity field.

Note:  If you are not ready to make a sale, close this 

view, and the quote will remain.
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Order Tool – Displaying Open | All

• In the Displaying All mode, all 

items on the original quote will 

appear.

• In the Displaying Open mode, 

only items with unsold quantities 

will appear. 
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Order Tools – Item History

When you highlight an order item that 

has been partially or fully sold, 

the Item History button will appear on 

the bottom ribbon.

The Item History provides the item’s 

sale history for that order.
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Order Tools – Auto-fill Quantity

When you highlight one or more order 

items that have not been fully sold, 

and click Auto-fill Quantity or press 

F6, the Quantity value will show each 

order item’s unsold amount.

Note:  If you manually enter an 

order item quantity that exceeds 

the unsold order amount, the 

quantity will be automatically 

reduced to the unsold number.
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Add additional items to an order

You can add additional items to 

an order invoice before you 

complete a sale.  

This note will appear: Items 

below this line are not part of 

the managed order.
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Complete the order

When all order items are purchased, the original 

order is deleted. 

When you complete an order purchase, the 

receipt includes the order information.

If the customer has completed the purchases 

from the order, but unsold items remain, you can 

manually delete the order.

1. In the Invoice/Quote module, click Recall 

Transaction.

2. Select Quote – Order, select the order that 

you want to delete, and then click Delete.
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Learn more

To learn more, see the following resources in our Help Portal

Knowledge Base: 

• About Order Manager and turning quotes into orders

A recording of this webinar will be available at portal.paladinpos.com/webinars. 

https://portal.paladinpos.com/
https://portal.paladinpos.com/knowledge-base/about-order-manager-and-turning-quotes-into-orders/
https://portal.paladinpos.com/webinars
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Recording available at:

portal.paladinpos.com/webinars


