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• PURPOSE:   For sales to be able to ship samples at $0 to customers, while the value of the 

sample can still be accounted for on the Samples GL account 

 

 

1. In Sales Order Entry – choose your sample account.  Fill out the header of your order indicating 

that this item is a sample (the PO line, and the Comment line print on the invoice).  Change your 

ship to, to your customer receiving the invoice.  

 

 

2. In the Lines tab, enter the product you are sampling.  Enter the sell price at $0.  (You will get a 

warning that the price is below cost on the line, this is ok to say YES to continue). 
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3. Use the Remark button on the item to Remark that this item is a sample.  If you would like to 

enter the sample value for the customer to see on the invoice, you may do so here.  

4. Your sample order will now ship at $0.   
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