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1.0 Report Orders Completed: 

Manufacturing\Job Shop\ Production Orders 

 

A. Click this icon to search for Production 

Order. 

 

B. Select the Production Order. Make sure the 

status of the production order is “Released”. 

 

C. Next, go to “Actions” select “Report 

Orders Completed”. 

 

 

 

 

 

D. Insert the quantity to be maintained in the 

“Additional Quantity to Deliver” field. 

 

E. Next, click “Actions” to generate the lot 

number. The lot number will be automatically 

appeared in the “Lot Code” field. 

 

F. Click save to save the record. 

 

 

 

 

 

 

 

 

G. A prompt message will appear and select 

“Yes”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A message of “Backflushing” will appear. 
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Now, the Production Order has been 

maintained and the status is now “Active”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Repeat step D and E to maintain the 

Production Order. Once complete, change the 

“Order Status” to “Completed”. 

 

H. Click save and close. 

 

 

 

 

 

 

 

 

 

The Production Orders’ status has been 

updated from “Active” to “Completed”. 

 

 

I. Select the Production Order, go to 

“Actions” and select “Close Orders”. 

 

 

 

 

 

 

 

 

 

 

 

J.  Click “Close Orders”. 
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K. Insert “D” in the “Device” field and click 

“Continue”. 

 

 

 

 

 

 

 

 

 

 

 

 

The report shows an example of closed 

Production Order. 
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