Modifying an Order in RCS

Sometimes, a client will need to change something about their order. We can make any modifications
necessary in RCS. To do this, go to the order and click on “Choose a Function”. This will produce a drop-
down menu. Click “Open for Editing”.
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VIEW ALL ORDERS / ORDER DETAILS FOR ORDER #863024

« Go the Previous Order -- Choose a function — v Go to Next Order »

| -- Choose a function - |
Place Order Again

ORDER ID Print Order

Print Catering Ticket
RESTAURANT NAME Supplier Report

Pull Sheets

Food Prep Report
Production Report
Production Report V2
Show Credit Card Info

CUSTOMER PAYMENT INFO

SERVICE FEES

Open for Editing
CUSTOMER NAME Email Tickets
Schedule Reminder
FOR COMPANY View Invoice
Print All Reports
CUSTOMER CURRENT PHONE (916) 628-3636
CUSTOMER MOBILE PHONE Unspecified
ORDER WAS CREATED-BY Alexandria Hiebert
Delivery Time Wednesday Feb 21, 2018 12:00 PM

After clicking “Open for Editing” you will be brought to warning page. To continue to editing the order,
click “Proceed With Editing”
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This will bring you back to the order screen. Change whichever details need to be adjusted.
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Customer Show Detait Nex Hiebert Delivery Date 2/21/201 [}

# People Order For 10 Delivery Time 12:00 PM o

Oidor Tyné Pick-up v Ignore time warings v

Revised Date 02/16/2018 14:48 PM
Current Caliback Number 916) 628-3636

Special Instructions

Payment Method Pay at time of Pick (select if payingwithca v
Order Taken By Alexandria Hiebert
Item Quantity Unit Price/ltem Total
] Tasting (Catering) x 1 Each ~ § v $0.00 $0.00 m
i Lasagna Rolls/Chicken Penne Pasta x ) Per e $0. $0.00 w
W Tomato Bisque Soup x 3 Per ltem $0. $0.00 m
] Butcher's Board + Hot Appetizer x 3 Per ltem $0. $0.00 m

Once you have adjusted the appropriate details, scroll to the bottom of the screen and click “Save
Changes to this Order.” Be sure to also check the “Don’t place a text notification for this Order” box.
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Butcher's Board + Hot Appetizer x 3 Per tiem $0.00 LI+ x |
Variety Dessert Platter x 1 Per Item $0.00 $0.00 uu

Subtotal $0.00
+ ® Coupon (5000
Admin Fees (0%} $0.00
Tax (0%) $0.00
Tip: $0.00
Total $0.00
Options
___—Y» # Don't piace a text natification for this Order Don't process this transaction with Braintree (if this is a credit card payment)
# Dont Automatically Email this Order/Quote to Gustomer Ignore all minimums (order value and guantity)

Ignere coupon restrictions:




After the changes have been saved, you will be brought to a page about the invoice amount. If the
invoice amount has not been affected by the change you made, you will be presented with these
options:

o y THE SAME

I WANT TO DELETE ALL EXISTING INVOICES AND CREATE A BRAND NEW INVOICE REFLECTING MY CHANGES

Select “l want to do nothing with the existing invoices” to finish editing your order.

If the invoice amount has been affected by you changes, you will see this screen:
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Your order has been updated. t already exist on this order and we need

VIEW ALL ORDERS / UPDATE INVOICES FOR ORDER #863024

° There is 1 existing invoice for the order you just updated. What do you want to do with it?

o new DIFFERENT

IWANT TO DELETE ALL EXISTING INVOICES AND CREATE A BRAND NEW INVOICE REFLECTING MY CHANGES
1WANT TO DO NOTHING WITH THE EXISTING INVOICES
IWANT TO LEAVE EXISTING INVOICES AS THEY ARE AND CREATE A NEW INVOICE FOR THE DIFFERENCE ($10.30)

| WANT TO ADJUST ONE OF THESE EXISTING INVOICES

INVOICE #978764 CREATED ON Feb 13, 2018

The total invoiced amount FOR THIS INVOICE Is $0.00 The total amount paid ON THIS INVOICE is $0.00

| WANT TO ADJUST THE TOTAL DUE ON THIS INVOICE TO REFLECT THE DIFFERENCE OF $10.30

COPYRIGHT 2018

5 =

ALL RIGHTS RESERVED.

I wa

Select “I Want to Adjust the Total Due...” in order to update the invoice to reflect the proper amount.

After you are finished editing your RCS order, print a copy of the updated order and inform the proper
personnel about the changes that were made.



