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Draft, Review, 
Approved or 
Sent Status

• An Order when initially created it is in 
Draft Mode.

• If modified and saved moves to 
Reviewed Mode.

• When the Order is approved the 
Approve Ticked Box is manually ticked by 
the approver and now ready to send to 
the supplier.

• Once an order is sent the order is date 
and time stamped.


