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PURPOSE: Inform Sales on the techniques and tools possible with Sales Account Management Portal 
 
Portal within Sales Order Processing Menu that allows Sales to quickly see all Open Orders in system for their Territory, 
Access and Edit those order by Customer and process NOTES by Customer if helpful. 
 

• Access the Sales Order Processing Menu and locate Sales Account Management 
 

 
 

• Contact Management Screen will come up and you will want to locate and populate the Salesperson Code box 
with your Salesrep Number or the individual you are supporting. 

 

 
 
 



• When hitting ENTER the total Account List for this rep will come up in numerical order.    Already here this brings 
you to some fantastic info.   Account Name / Phone Number(make sure its up to date!) / Date last Sale / Open 
Orders / Last Payment Date / Total AR and then whether they are ACTIVE or ON HOLD 
 

 
 

• At this point CLICK on the OPEN ORDER header twice and it will bring all of your OPEN ORDER to the TOP of the 
list. So you can see who’s got orders in.   GREAT tool here is to then look at those just under here, last order date 
and use as a guide for who you must call to PUSH into an order. 

 

• To explore ALL activity of a given account click on it to highlight it BLUE.   When you do this you will see that the 
menu in the left column will expand to Include: ORDERS, QUOTES, NOTES, PROFILE, OPPORTUNITIES and 
CONTACTS 

 

 
 
 
 



• Click on ORDERS: 
 

 

 
 

• This will open a FULL list of all orders in the system for this account and allow you to double click a specific order 
which will open it in EDIT mode and you can edit and add to that order quickly and easily. 

 

 

 


