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How to Add Offline Yearbook Orders?

This guide shows the easy steps on how to use the software to add offline yearbook
orders for your school.

1 Log into the software for your school and click on the Sales Tab.
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2 Click "Details"

3 Click "Add Offline Orders"
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4 Enter the order information in the specified order fields.
When finished click "OK" to submit the order.

5 A confirmation dialog window opens with message "This order has been
entered. Thank you! Would you like to enter another order?"
Click on "Yes" to add more orders or click "No" if you do not have additional
orders to enter.


