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Add Quote/Order

In the Manage Quote/Order tab of the left side menu, click ADD at the bottom of the screen to 
start a new quote/order. 

Note that order numbers are automatically generated and can be seen at the top of the Add Sales 
Order screen. To start an order, enter the information on the START* and SHIP-TO** tabs on the 
Add Sales Order screen. Then click NEXT. 

*When entering your SIDEMARK and CUSTOMER PO please note that shipped orders will be
noted by the CUSTOMER PO.
**When entering ship to information, please note that shipping information has been preset by
CACO, Inc. and is the shipping address used to set up your account. You can adjust this on an as
needed basis on the SHIP-TO tab.
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IMPORTANT: When entering special instructions for your order, be sure to enter them under the 
general comments section on the start screen. DO NOT enter special instructions by line item.
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Select Group, Product, Model and Options for items. 

The box on the right will detail any errors, warnings or recommendations based on your 
selections. Any errors must be corrected before continuing to the next item. 

Once all options for the line is completed select the OK Item button to continue to the next item. 
Once a line item is saved, you will be prompted to enter a new line item by selecting the group 
and product. 
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Once a line item is saved, you will be prompted to enter a new line item. Most of the previous 
selections will be copied on the new line item. Anytime you change the product or group, 
options will reset.

After all line items are entered, click the SUMMARY button to continue. 

Please note any an order has an item that is over 104"will have an estimated shipping cost of 
$100,000+. Please contact customer service to have a quoted amount for shipping and 
handling amount added to your order. 

If you would like to repeat a previous line item or make changes/delete an item that has 
already been entered, right click on the line item you would like to repeat, change, or delete, 
and select that option from the list that appears. 

The buttons on the bottom of the order summary have the following functions:

(*) Switches the display from Client Price to Dealer Cost

Office Copy Print an internal copy of the Quote/Order

Installer Copy Print a copy of the Quote/Order with no price

Add Item Takes you back to the Product screen to add additional Products

Send to FabricatorSend to Fabricator Starts the Order Send function to your fabricatorStarts the Order Send function to your fabricator

Back to StartBack to Start TTakes you back to the Order Headerakes you back to the Order Header

SaveSave Save the Quote/OrderSave the Quote/Order
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Manage Your Quotes and Orders
Existing quotes and orders can be accessed in the Manage Quote/Order tab of the left side 
menu. 

You can look up an existing order using the search function at the top of the screen. You can 
also scroll through pages of orders or organize orders by column headers. 

Left clicking on an order row will allow you to view the order’s details. Right clicking on an 
order will give you a list of actions to be done with the order: 

Inquire View the order/quote

Change Make changes to the quote

Void Quote Cancel the quote

Send to Fabricator Starts the Order Send function to your fabricator

View View the order/quote

Prepare Client 
Proposal

Go to the proposal preparation area to prepare a client proposal

Order Status:
Quote - Status of any quote or order not submitted to CACO

Internet Hold - Order submitted to CACO but no released into credit

Production Hold - Status used by CACO only for orders that have questions or have been 
requested by the customer to be put on hold

Credit Hold - Order released from Internet or Production hold but has not been released from 
credit yet. Please note any customers that are Pay in Advance must submit payment before 
orders can be released into production

Printed - Order is in production and no changes can be made.

Shipped - Order is Shipped

Invoiced - Order is complete and is invoiced.

Please note the current cut off time for orders is 3 PM EST. Any orders submitted after this time 
will not be reviewed until the following day. By the cut off time orders will be released from 
Internet hold and reviewed for credit. At that time customers with orders requiring payment will be 
notified. If you are aware payment is required you can submit an order deposit anytime after your 
order is submitted.
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Submitting Orders

To submit an order to the fabricator, click the manage Quote/Order tab on the left side menu

For a quote that has already been created, right click on the quote on the Sales Order Search 
screen and select SEND TO FABRICATOR on the list of options that appears.

Click SEND to proceed to final submit page.
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On the following screen please verify Sidemark, PO and Shipping information before clicking 
OK. Please verify all information carefully, once your order is submitted, changes cannot be 
made.

You can also submit a quote by clicking SEND TO FABRICATOR on the order summary page 
of the order. This will change the screen to the one above to finish the submittal process . 
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Checking Status of an Order
Check the status of existing orders by clicking FAB Order Status on the left side menu. 

By default, orders are listed by the date they are submitted. To search for a specific order, use 
the search function at the top of the screen. You can also re-sort the list by column headers. 

If a shipping company is listed in the ShipVia column, clicking on the link will show you the 
shipping status of the order on the shipping company website. If you are not automatically 
redirected to the shipping company website when clicking the tracking link, copy and paste the 
tracking number manually to check the status.

Order Status:

Printed - Order is in production and no changes can be made.

Shipped - Order is Shipped

Invoiced - Order is complete and is invoiced.
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