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SOP7: Workflow Enquiry – Sales Orders/Credits 
 
The purpose of this section is to introduce the user how to check the status of a workflow. This enquiry will 
allow the user to check what stage of the workflow their Sales Order/Credit is currently at. 
 
 

SOP7.1: Workflow Search Enquiry 
 

1. To access the enquiry screen: 

 
The following screen will appear: 
 

 
 
Enter the details for the Sales Order/Credit number required in the ORDERNO field and click 

. Other options are available if the search needs be further narrowed down by using certain 
fields. 
 

 
 
To view the approval workflow click on Workflow in Progress.  
 
 
The following screen will appear: 
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Place your cursor over the Workflow stage to see more 
information regarding each stage. 

Task stages 

   


