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Vision POS — Managing Open Orders

Purpose and Overview

The Open Orders by Store page provides a quick look at every order and appointment coming into your
store. You can use this area to view order details, adjust appointments, or checkout using Product
Browse to add or remove products from existing orders.

This document is broken down into the following sections:

Accessing the Open Order Screen
Toolbar

Action Buttons

Filters

Deleting an Order

Accessing the Open Order Screen

Step Action

1 From the main screen, click the Open Orders By Store button.
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Toolbar
The toolbar provides a quick view of key order details.

Note: Each column of the toolbar can be clicked to access a filter to sort the results alphabetically.

Open Orders By Store

OrderType  OrderSource CreatedDate CustomerName Sales Order # Appt Date-Time Vehicle Deposit Balance Due Created By PO  Expiration Date

09/17/2025 Tester, Apollo 5066791782 09/29/2025 17:15:00

Service Appoin... Web

QUOTE Store 09/16/2025 Dees, Brittani 5066484163 2020 Ram 1500 $0.00 $982.05 10/16/2025

Column Name Description
Order Type Specifies the type of order including:
e QUOTE
e ROPIS
e Service Appointment
e Store Order
e BOPIS

Order Source

Indicates where the order originated including:
e Web — Orders placed on Tires.com
e CEC - Orders from the Customer Experience Center (formerly Discount
Tire Direct)
e T-Rack — Orders placed through Tire Rack
e Store — Orders created in store

Created Date

The date the order was created.

Customer Name

The name of the customer the order belongs to.

Sales Order # Indicates the Sales Order # for reference.
Appt Date-Time Shows the appointment date and time if applicable.
Vehicle Shows the vehicle entered when the order was created.
Deposit Displays the amount of the deposit that was collected.

Balance Due

Shows the remaining balance the customer needs to pay when arriving at the
store.

Created By

The name of the employee that created the order.

PO

Indicates if a Purchase Order has been created.

Expiration Date

This is the date the order will automatically cancel and be removed from the
system.
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Action Buttons

Use the action buttons on the upper right-hand side of the screen to quickly access the following actions:

Button Name Description Image
Transaction Detail | View detailed order information.

Transaction
Detail

Product Browse Add or remove products or services from an order.

Product Browse

Create/Modify Schedule or adjust an appointment for the order. .
Appointments Create/Modify
Appointments
Filters

The buttons below the Action Buttons allow you to quickly filter the Open Orders list by some of the most
used parameters.

6/2025 Nichols, Agustin 5066482290 2018 Porsche Cayenne $0.00 $1.401.65 10/16/2025 .
Filter By:

View BOPIS
Orders
View Store
Orders
View Web
Orders

View Pick Up
Later Orders

6/2025 Serrano, Reese 5066481168 2011 Ford F-350 $0.00 $1.15094 10/16/2025

6/2025 Welker, Darlan 5066479033 2021 Ram 3500 $0.00 $1.366.08 10/16/2025

6/2025 Kirby, Marilyn 5066475682 2018 Ford Expedition $0.00 $1.17958 10/16/2025

6/2025 McCurdy, Derrick 5066475105 2008 Ford F-350 $0.00 $1.282.80 1071672025

6/2025 Dale, Erich 5066468975 2011 Ford F-150 $0.00 $939.61 10/16/2025
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Deleting an Order
Complete the following steps to delete an order from a customer’s account.

Note: Quotes cannot currently be deleted.

Step Action

1 From the main screen, click the Open Orders By Store button.

DISCOUNT
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Cancel X Suspend X
Transaction Transaction
Create /
Update Quote
Checkout

FAVORITES MISCELLANEOUS

2 Select the sales order that needs to be deleted.

Open Orders By Store

OrderType  OrderSource Created Date  Customer Name Sales Order # Appt Date-Time vehicle Deposit Balance Due Created By PO Expiration Date
Transaction
ROPIS Vel 11142028 Tester,Apolle 5039247128 2010 Porsche Cayman 5000 $1,033.78 Detail

1111412024 Tester, Apolle 5039245405 2016 Maserati Ghibli $0.00 $84325

Product Browse
111142024 Tester, Apollo 5039242498 2009 Ford Explorer Spo. $0.00 $1,193.86

Create/Modify
111142024 Tester, Apollo 5039233052 2013 Volkswagen Jetta 0,00 61264 Appointments

11142024 Tester, Apollo 5039233027 2003 Porsche Boxster $0.00 $987.19
Filter By

111412024 Tester, Apollo 5039230527 2005 Mercedes-Benz . 50.00 $1,216.30
View BOPIS
Orders
0710172025 Tester, Test 5056445002 2002 Hyundai Sonata 59201 50.00

09/16/2025 Thigpen, Jaylen 5066526692 2015 Ram 2500 $0.00 w0 View Store
Orders

0010412025 Thomas, Branden 5064828285 2012 Ford Expedition $0.00

= - - . S e i View Quotes
View Web Orders
View Pick Up
Later Orders
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Step Action
3 Click Transaction Detail.
Open Orders By Store
RIS Web 11nazoza Tester, Apollo 39247121 2010 Porsche Cayman Detail
11142024 Tester, Apallo 503924249 2009 Ford Explorer Spo ) 193.8
111402024 ester, Apollo 503923305, 2013 Volkswagen Jetta 0,00 Appointments
111472024 ester, Apollo 2003 Porsche Boxster ) 987.19 i
1171402024 ‘ester, Apollo 2005 Mercedes-Benz S. W BOPE
Store Order Store 07/01/2025 Tester, Test 2002 Hyundal Sonata Ordars
4
Create / Modify
nlscn".‘ Appointment
TIRE
- Product Browse
Resend Receipt /
Quote
Delete Sales
Order
5 A pop-up will display alerting the user that any tender will be refunded to the customer.
Click CONTINUE.
This Order will be deleted and any tender will be refunded to
customer. Are you sure you want to continue?
CANCEL CONTINUE
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Step

Action

6

M:(928) 202-7483

2002 HYUNDAI
Sonata LX

STATE REQUIRED
TIRE FEE

WASTE TIRE
DISPOSAL FEE

CERTIFICATES FOR
REFUND, REPLACEMENT

INSTALLATION &
LIFE OF TIRE MAINTENANCE

CREDIT TOTAL
TAX
TOTAL

Tendered Cash

?

0 Months

m Will this be on your Discount Tire Credit Card?

Select the appropriate tender type.
DISCOUNT

(TIRE
® a8 Ks 2 AZP26S = 09/19/2025 12:14 PM
Test Tester Sales Order # 5056445002

DTCC Card Holder : N

$2.68 -1 -$2.68
$0.00 0 $0.00
$15.26 =1 -$15.26
$0.00 0 $0.00
-$84.94
$0.00
$0.00
$92.01

{ ?

$0.00

Amount Due:

-92.01

Product
Back Browse

Cancel “* |} suspend
Transaction Transaction

Credit Card

AR Charge

Discount Tire
Credit Card

Charge
Requirement

Screen Internal Tenders

Manual Entry
Credit Card

TENDERS

DTCC Manual
Entry

OTHER TENDERS

Click CONTINUE.

CANCEL

A pop-up will display alerting the user of the refund type and amount due to the customer.

Cash refund is $92.01. Do you wish to proceed with Cash Refund?
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Step Action

8 Click OK.

Cash

Amount ($) 92.01

Cancel

9 Select the method the customer wants to receive their receipt.

Where Can | Send Your Receipt Today ?

Customer Email
test@test.com

TEXT

EMAIL & TEXT

PRINT

10 Click Done.

Note: The order may still display under customer info until the system updates.

Total

Given

Change Due

Contact

If you have any questions, please contact your Buddy Store or your AVP.
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