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Locking and Unlocking Items from the Order Pad

If you lock items on the Order Pad, these items will not be sent with the order when you select any of the [F10] send options.
Instead, they will remain in the grid with a tag.

Locking Items

Locking an Item

1. To begin, open the Ordering Manager from the ProScript Connect Main Screen by clicking the [Ordering] shortcut button,
or by pressing [F7].
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2. From the Ordering Manager, open the Order Pad tab and navigate to the relevant Wholesaler tab.
3. From here, you can:
o Highlight a single item
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o Use [Ctri+left-click] to select items you want to lock one at a time

o Use [Shift+left-click] to highlight all consecutive items within your first and last click range for locking
o Use [Ctrl+A] to select all items in the grid for locking
4. Press [F6 — Lock/UnLock Item(s)].

5. A pop-up window displays, prompting you to enter the reason for which you are locking the item.
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Enter the reason for which you want to lock the item in the field.
Press [F10 — OK].
6. The Order Pad displays, with the item marked as
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Locking Selected Items

1. From the Ordering Manager, with the Order Pad selected by default, highlight two or more items in the grid
using [Ctrl]/[Shift]+left-click.
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Once you have selected all the items you want to lock, press [F6 — Lock/UnLock Item(s)].

A pop-up window displays, prompting you to enter the reason for which you are locking the items.
Enter the reason for which you want to lock the items in the field.

Press [F10 — OK].

The Order Pad displays, with the selected items marked as

Locking All Items

1. From the Ordering Manager, with the Order Pad selected by default, highlight all items using [Ctrl+A].

Press [F6 — Lock/UnLock Item(s)].

3. A pop-up window displays, prompting you to enter the reason for which you are locking the items.
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. Enter the reason for which you want to lock the items in the field.
5. Press [F10 - OK].
6. The Order Pad displays, with all items marked as

Unlocking Items

Unlocking an Item

From the Ordering Manager, with the Order Pad selected, highlight a item.
Press [F6 — Lock/UnLock Item(s)].
The item is no longer marked as locked.

Unlocking Selected Items

1. From the Ordering Manager, with the Order Pad selected by default, highlight two or more items in the grid
using [Ctrl]/[Shift]+left-click.

2. Press [F6 — Lock/UnLock Item(s)].

3. Theitems are no longer marked as locked.

Unlocking All Items

From the Ordering Manager, with the Order Pad selected by default, select the Locked Only tick box.
Highlight all items by pressing [Ctrl+A].

Press [F6 — Lock/UnLock Item(s)].

The items are no longer marked as locked.
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