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If you created an order in ESP and now need to show a discount or coupon for the customer,
you can do so by taking the following steps:

1. Log into ESP and click on the Orders tab.

@esp‘

Searches

ESP Web Websites Admin ¥ CRM 7 ﬁ Orders Email Marketing

Top Sellers Projects | Presentations New Suppliers = Supplier Catalogs [ RShEWELS

2. Locate the order for which you would like to add the discount and click on the order

number.

Dashboard Quotes Orders Invoices Sample Requests Purchase Order History

Q, Search by product, supplier, etc

O Order#: Customer = Date ~ In-Hands Date - Total = Status :
O ( AsI-320005 ABC Customer Compa... 7/14/21 7/23/21 $547.69 Open -
O  AsI-320003 7/6/21 $4,985.00 Open -

3. Once the order opens, scroll down until you see the tabs for Pricing, Decoration,
Shipping, and Purchase Orders. Then, click on the "Add Service" button.

m Decoration Shipping Purchase Orders
Add Product ~ ([ Add Service )+ Add Title Import Line Item ltem

T-Shirt Blue - Cotton/Poly
Product # CM1216

Standard Tee Shirt Blue - Cotton/Poly
ASI Tech Training Fandinal=<aflonfisl
asi88465 (ML SRl

4. Configure the line item as needed. You can enter any information in the available
fields. When you are finished, click on Save.
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Add Service

Configuration

Title Type
General Service v
Vendor Vendor Notes Visible
Enter or Select Company - P
Description Visible Qty Net Cost Margin Price &
1 $0.0000 0.00% $0.0000
Sales Tax @
Type Name Rate
Combined Rate 0.00%

=+ Add Tax Rate

The discount will be added as its own line item on the order.

Decoration Shipping Purchase Orders

Add Product  + Add Service Add Title Import Line Item Item Qty Cost Price Total Cost Total Price Margin Tax
T-Shirt Blue - Cotton/Poly 10 $27.0000  $54.0000  $270.0000  $540.0000  50.00%
Product #: CM1216
Standard Tes Shirt Blue - Cotton/Poly 10 $30.0000  $60.0000  $300.0000  $600.0000  50.00%
ASl Tech Training Cardinal - Cotton/Pol 10 $27.0000  $54.0000  $270.0000  $540.0000  50.00%
asilB8465 ardinal - Cotton/Poly : . : : e

Cardinal - Cotton/Poly 10 $30.0000  $60.0000  $300.0000  $600.0000  50.00%

Total Units 40

Total (USD) $1,140.00  $2,280.00 $1,140.00 6.00%
Customer Loyalty Discount Discount 1 $25.0000 $50.0000 $25.0000 $50.0000 50.00%

Total (USD) $25.00 $50.00  $25.00 6.00%

Subtotal: $1,165.00 $2,330.00

Hover on the discount line item to display the Edit, Copy, or Delete options. Click on the
thumbnail to see a preview of how this information will be displayed on a quotes and/or
invoice:
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https://support.asicentral.com/knowledgebase/images/orders/samplequote.pdf
https://support.asicentral.com/knowledgebase/images/orders/sampleinvoice.pdf

