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The King guide - Order Entry 

▪ Front Desk - Order lookup 

Problem 

▪ If waiting for an order, how to find it in the King? 

Solution 

▪ When you log into the King, on the left-hand side under MODULE SELECTION choose ORDER ENTRY module (image1) 

▪ Under MODULE MENU, please choose SEE ALL DOCUMENTS (image 2) 

▪ When See All Documents option is selected, documents that are Unused, In Progress, Transferred or On Pause will appear (image 

3). For each document, information such as name of the document, date, status, owner and action are visible (column titles) 

▪ If you want to sort the documents out, you can do it by clicking on one of the column titles 

▪ If you click on Owner, it will sort the documents in an alphabetical order (image 4) 

▪ If you want to preview a document, click on the eye button under Action (image 5) 

▪ When a new window opens and the document loads, you can scroll through the document and if you want to choose it, click on 

Pick Document (image 6) 
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▪ When you click on Pick document button, the document will be picked. You will need to click on GET ORDER and the document 

will be loaded there. 

▪ If the document was In Progress or On Pause, “Note for user” window will appear where you can leave a note for the owner of the 

document (image 7). Then again, you will have to click on GER ORDER to load the document you have picked. 

NOTE: Please note that if you are looking for an order, it would be the best to choose Unused documents. Documents that 

are already in progress are typically finished within few minutes. 
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2. Image 2 
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3. Image 3 
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4. Image 4 
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5. Image 5 
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6. Image 6 
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7. Image 7 

 

 


