
Custom Request Orders 

Step 1: Customer Checkout & Email Notification 

Once a customer checks out from a Custom Request Quote, you will automatically receive an email 

notification. At the same time, the order will appear in your Active Orders list.  

 

 

Step 2: Open the order to view the order details and the original custom request  

 

 

 

Step 3: Generate a purchase order and a delivery note, just like a standard order.  

Generate Purchase Order 

 



Generate Delivery Note 

 

 

Step 4: Upload a proof for the customer to review and sign off  

 

 

 

 

Receive an email notification when the proof is approved or if changes are requested 


