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Sales Order Amendment 

• Use this functionality, to do changes (Amendment) in a Sales Order (SO). 

 

1. Click on ‘Amend’ button of a particular SO, to make changes in it.  

 

• Click ‘Yes’.   

 

1. Select ‘Ship To’. 

2. Click ‘Select’.   
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1. Make changes in ‘Ship To’. 

2. Click on ‘Save’. 

 

Sales Order Amendment Report 

 

• It gives information about SO amendment. It tells you, how many times a particular 

SO is amended. 

• View report for a particular time period. 

• It gives various information about SO like SO number, SO date, SO status and so on. 

• Click on ‘Details’, to view information about a SO. 

• Click on ‘Download Report’, to view SO amendment details in a sheet. 
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