
 

To enter Same Day orders – 

Choose Sales in the left hand menu, then Order Entry Maintenance/ Inquiry 

Change the following fields.  Ship VIA should be changed to WC. Choose your route that best matches 
the type of same day. This will allow the Ship Date to be changed to todays date.   

 

Standard Operating Procedure 
Provisions – Same Day Order Entry & Future Will Calls 



 

 

 

 

 

 

 

 

 

 

 

 

Enter the order as you normally would, and choose Accept.  This will print your tickets and packing slip.   

Do you want to print the Same Day Shipping Documents now ? – Yes 

Tickets and packing slip should print automatically, unless you are prompted to choose “RUN” 

 



To invoice – choose the invoicing tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then choose Order Confirmation and Invoicing. 

 

 

 

 

 

 

 

 

 

 

Enter your order number.  
Choose Invoice.  



 

 

Catch weights will have been uploaded by day shipper.  

If your item has been marked out, you will see this screen  

 

 



Hit Accept, and you will be brought to the Totals screen. 

On this screen you may add a delivery fee under Misc Charges, click the magnifying glass and then 
choose your fee type and amount.  

Then hit Accept again and choose Print.   

Leave your invoice number as your beginning and ending invoice and hit Run.  

 

To enter Future Will Calls-  

Change Ship Via to WC.  

Choose your ship date.  

Change zone to 69.   


