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Purchase Orders
When a customer submits an order through 

the Website., the order will appear in the 

WooCommerce > Order admin section. 

You and the customer will receive an email 

regarding the PO. 

Creating a Sales Order
1) Click into the Purchase Order

2) Review Billing, Shipping, Additional 

Information, Products and Pricing. Confirm 

correct pricing for this customer.

3) Check Options below like adding shipping

4) Change Status to SALES ORDER

5) Change ORDER ACTIONS to “Send Sales 

Order Acknowledgement to Customer”.

OPTIONS:

A) Add Shipping if necessary.

B) Add Notes to under “Order Notes” if 

necessary.

C) Add Product Items and add “Meta” 

information if necessary.

D) You can also add Fees and Taxes if 

necessary.

List of orders found in WooCommerc > Orders.

A purchase order converted to a shipping order with  shipping added.

Change Order Actions 

to “Send Sales Order 

Acknowledgement to 

Customer”.
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Sales Orders
Now you have a Sales Order and the 

customer will have received a sales order 

acknowledgment email. At this point you’re 

waiting for the customer to PAY NOW. 

Payment Pending
Once the order is paid, it will appear as 

Payment Pending in the WC orders section. 

You may open the order to check the type 

of payment submitted. Payment will remain 

pending until the Check, Bank Deposit or 

Credit Card has cleared.

The order is now listed as a Sales Order.

Once the order is paid, it will show as Payment Pending.

Click into the order and see the payment method below the order number.
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Processing / Fulfillment
The order is now paid and you must open the 

account and change status to  “Processing / 

Fulfillment” and click UPDATE. 

Tip: You may also do this in the Actions in the 

WC order list.

You will need to click into the order to send a 

Pick List. Do this in the Order Actions menu 

on the right.

Once Status is updated, the order is queued 

for Quickbooks to the MyWorks interface. It 

will almost instantly be synced. The customer 

will receive an email about fulfillment.

Add Tracking
Once an order is fulfilled and you receive the 

tracking carrier and number you may add. 

Open the order and click Add Tracking Info. 

Select the carrier and add the number. 

Order Shipped / Complete
Once tracking is added change the status 

to Completed. An email with tracking 

information will be sent to the customer.

Tip: You may also add tracking and auto-

complete the order in the Actions column in 

the WC Order list.

After payment is made, the order status is updated to Processing / Fulfillment and Queued for Quickbooks.

Click into the order and send a Pick List in Order Actions.
Click into the order to add Tracking Info.

You may also add tracking in the Actions column in the order list.

Order marked complete and UPS tracking is visible.

Change Order from Payment Pending to Processing /Fulfillment by clicking into the 

order and changing the status (left). Or, you may simply click on the processing icon 

under actions in the order list. (above)


