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• OrderPro is open 24/7 – if you have a login, you can access it anywhere!
• Lead time advantage with no upcharge
• Acknowledgments within 24 hours after the order is placed
• Labeling procedures, hardware, and list prices are all validated
• Build a personal list for configured and stock items
• Rapid options for quick entry
• 2D drawing of configured doors and frame profiles
• Configurator validations for correct estimates and ordering every time
• Pricing for each product is shown along with product weight
• Visual aids for handing, door designs, hardware preps, lites, and louvers
• Personal list to help manage frequently ordered product and for faster ordering
• Eliminates most questions on orders
• Customer Service errors eliminated due to robust validations built into the program
• Faster quoting
• Faster ordering
• Faster delivery time
• Financial advantage - 1/2 point discount incentive 

*Discount does not apply to net priced products or SKU’s with pallet price breaks
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OrderPro Tools – Home Page

• Build quotes for Ceco 
doors and frames

• Build Ceco doors and 
frames for the factory 
to manufacture

• Build stock orders for 
warehouse to ship out

5

• Provides a historical 
list of all the OrderPro 
orders placed into the 
factory for 
manufacturing

• Create a database of 
people who buy from 
you

• Huge library of 
information

• Search for Tech 
Literature, Pricing, 
Order Writing Codes, 
and Lead Times
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6

• To begin, click on the Estimates button on the home 
page of OrderPro

• On the Estimate Search page click New Estimate

• OrderPro will make record of the new estimate by 
assigning it an SQ number.  SQ stands for “sales quote”

• SQ number record can be found at the top of the newly 
created estimate as well as in Estimate Search under the 
ID column
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Tools
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• Use this button to print off a copy of the estimate to double check your entry
- OR - print off openings with selling price for project quotation

• Finalize your shipment details here and with a final click of the Place Order 
button, submit your order to the factory for manufacturing

• Bulk editing tool that will allow you to make multiple changes to multiple 
lines at the same time
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Tools
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• A great tool to use for projects with repeatable openings that need to be palletized by floor.  
Build the first floor and click Copy.  OrderPro will clone the first estimate copying all data into 
the second estimate.  Change any openings as needed and click Copy again – do as many 
times as needed!

• Use this pair to export a copy of your Estimate, save to your desktop, and import back into 
OrderPro when needed.  Great to use if product entered was under an  incorrect branch that 
way you don’t lose any work! 

• If you decide you don’t want the Estimate started, just click Delete.  Warning – once the 
record is completely removed from OrderPro it cannot be retrieved. 
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Tools
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• Click this button to see how much weight you have built into your estimate.   Great for 
checking to see if you have enough weight for a pool stop (4K lb. combined minimum) or 
use to get a freight quote from a carrier of your choice.  Weight calculated is an estimate 
and is packaged weight.

• Provides a complete list of anchor part numbers and quantities for all frames with loose 
anchor options

• Click this button to add an OrderPro promotional code
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Tools

10

• Tell us a little bit about this order before you get started.  
PO Number, Shipment Details, Program Type, TrackPoint Quote Information…
THIS IS A REQUIRED BUTTON BEFORE ANY LINES CAN BE ADDED TO THE ESTIMATE!  

  

• This tool will provide a high-level overview of the products and quantities that you 
have built into your estimate

• Runs a check against DRACT and the corresponding DRINACT to check for any 
discrepancies between the pairs.  Any differences will be reported to you so that you 
can fix the lines
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Customer Window
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• This customer window is directly tied to the Customers tab on the 
OrderPro landing page

• Any customer details built into this section will be available for 
selection in this window

• Contractor details built in the Customers tab will pull into your 
estimate and be visible in the Header Tab

• Stored information will also feed the cover sheet OrderPro builds 
when the Print button is selected
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Estimates – Inside the Estimate
Estimate Name Field
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• The Estimate Name field is a field for you to enter your project name

• This information does save with the Estimate ID as a record under Estimate 
Search

• Using the Estimate Name field will not only help you identify the estimate 
faster but will also keep you organized so that you can search for specific 
projects under Estimate Search
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Estimates – Inside the Estimate
Tabs
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• Use this tab to 
tailor
the print off cover 
sheet for your 
client

• Information 
displayed here will 
not be sent to the 
factory

Header Pricing Items Comments

• Use this tab to 
work up a selling 
price to your client

• Price adjustments 
made here will 
display with the 
estimate lines on 
the print off

• This is the default 
tab for each new 
estimate started

• Build the items you 
want to price and/ 
or have the factory 
manufacture

• Use this tab to add 
additional project 
notes to your print 
off cover sheet

• Information 
displayed here will 
not be sent to the 
factory
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• Enter your PO number in the PO Number field.
*Note: If this is for a quote, enter your project 
name instead.  Just be sure to change it before 
placing the order into the factory.* 

• Default Ship To will be your company’s address 

• Ship to which address? will have 2 options in the 
drop down:

• Ship To Default Address – will auto fill your 
default ship to as the shipment address

• New Address – choose this option to enter 
a jobsite address as the shipment address   
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Estimates – Factory PO Info 
Smarty Streets
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• Smarty Streets is tied to the USPS system to 
run 2 checks on your shipment address:

1 - A soft check on the street address 

* Soft check because you may have new 
construction in which the USPS system hasn’t 
added the new address to their system

* Soft check validation prompt will not stop 
the shipment from leaving the factory

2 - A hard check on the City, State, and Zip

* Hard stop will not allow the estimate to be 
placed into the factory until those corrections 
have been made
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TrackPoint Quote
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IMPORTANT!

• TrackPoint Quote Number will set the LIST 
price displayed on the estimate lines

• It will also come over to the factory once the 
estimate is submitted – and will be displayed 
on the acknowledgment and invoice

• If the TrackPoint Quote is invalid for your 
account or has expired, OrderPro will alert 
you to that

• If you are using your standard buying 
program discount, just select No.  



Table of Contents – Page 1 Page 2Table of Contents – Page 1 Page 2Table of Contents – Page 1

Table of Contents – Page 1 

Page 2

Page 2

Estimates – Factory PO Info 
Priority Program
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• Selection made here will set the rules for 
the estimate lines

• Standard Lead Time will be the default - 
which will be the special OrderPro lead 
time as published on the weekly Lead Time 
Update sheet

• Priority Discount options are used when 
using the TrackPoint deduct for quickship 
or if you are using your quickship discounts 
per your buying agreement

• Priority Net Price options are used when 
you receive a net price quote from the Ceco 
Quickship Team for the order being placed
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Estimates – Factory PO Info
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• Click Finish at the top right to close this window

• OrderPro will route you back to the estimate 

*NOTE:  OrderPro will just briefly blank the  
estimate screen as it aligns itself with the correct 
price book and rules set by the information entered 
under the Factory PO Info button
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Estimates – Factory PO Info
Consideration
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• If you go back into the Factory PO Info button 
to do maintenance and if any lines have been 
added to the estimate, those lines will be 
highlighted in yellow (due to the reset of the 
OrderPro validations)

• Just click the Validate All button and that will 
rerun the validations - putting  the lines back 
into clear status
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Estimates – Adding Lines to the Estimate
Item Selection
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• The Item field is comparable to the Part Number field on 
a Ceco Production Order Form (where you would add 
DR, DRACT, DRINACT, FR3PC, etc..)

• To add lines, click on the Item field

• Immediately, a dropdown menu of options will appear 
for selection

• Searches can be made by either:

• Typing the Ceco order writing code for what you 
are looking for

• Typing a key word such as Door, Single, Frame, 3…

• Scrolling through the Item drop down menu and 
selecting an option from the list.
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Item Selection
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▪ Once you make a selection, OrderPro will fill that option into the Item field and immediately 
present you with Configuration Options to add product details
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Estimates – Adding Lines to the Estimate
Quantity Field
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IMPORTANT!

Quantity field will always default to a quantity of 1 and will revert back to a quantity of 1 after 
each line has been added to the estimate

• Before adding any configuration options, be sure to adjust the line quantity

 a
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Estimates – Adding Lines to the Estimate
Configuration Options
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• Configuration options are also referred to as rapid options – options that are almost always 
needed to get a line started

• These options are unique to the Item value

• Additional options not included like EPT’s, Magswtiches, Roller Latches, Concealed Holders, etc… 
are done inside the line configurator 
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Estimates – Adding Lines to the Estimate
Configuration Options

24

• As soon as you put your cursor into the Door Series field, 
you will get a dropdown menu of options to select from

• Each drop down menu will provide the Ceco order 
writing code and a description so you don’t need the 
Order Writing Manual to navigate this program

• Options are also filtered – so if you don’t see what you 
are looking for it is more than likely not available with 
either the door series or preps chosen up to that point

• Always reach out to your Ceco Customer Service 
Professional if you have any doubts or questions 
regarding the values provided
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Configuration Options
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• There are some options that do not have drop down 
menus

• For example – Door Designs have a spy glass next to 
the value field

• Click on the spy glass to get a visual of what options 
are available for that configuration field

• Select the appropriate image and OrderPro will fill 
the correct value into the configuration field
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Configuration Options
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• There are some rapid options that are blue highlighted and underlined

• These are tool tips – hover over the messages with your computer mouse 
to get additional information about that option
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Estimates – Adding Lines to the Estimate
Nominal Sizing
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• Nominal sizing is your opening size – entered in Feet & Inches.  If your opening width size is 3’0” you would key 
30 into the Nominal Width field

• For fractional sized Nominal  Width/ Nominal Height or if just entering Net Width/ Net Height you will need to 
configure the line by either clicking the Configure button or Change Options button once the line has been 
added to the estimate
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Estimates – Adding Lines to the Estimate
Cap Options

28

• Cap Options will include combinations of top and bottom cap options for easy entry

• If you cannot find what you are looking for in this rapid option, we have more options inside the configurator.  Just 
click Change Options button on the line
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Estimates – Adding Lines to the Estimate
Tag Marks
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• Separate tag marks entered here with a comma (,) 
For example: 1A,2B,3C

• If a tag is getting applied to more than 1 opening , put the quantity in parenthesis beside the tag
For example: 1A,2B,3C,4D(5)

• Tag Mark(s) are validated against the Quantity field 
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Estimates – Adding Lines to the Estimate
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• When you have finished the entry of your rapid options, click Add to add the line to the estimate
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Estimates – Adding Lines to the Estimate
Validations
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• OrderPro will automatically run a validation on the line  - looking through a rule set to ensure that what your 
ordering is valid
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Estimates – Adding Lines to the Estimate
Validations
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• Once the line has been added, you will see a list of what you have built into the line  (similar to what is seen on the 
Ceco Order Acknowledgment) and a 2D image of the door or frame profile to the right

• Pricing seen on the line is LIST price – this will later allow you to work up a selling price to your contractor 
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Estimates – Adding Lines to the Estimate
Validations
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• There are times that a line will not validate, when that happens OrderPro will highlight the line in red with 
Attention Required

• Attention Required happens when an option has been added to the door/ frame that needs additional details.  For 
example, you might choose a Lite Only option on the line but that is not enough information to successfully add the 
line.   We need to know what type of lite, kit, size, location, etc…

• To find out what additional details OrderPro needs, click the Change Options button

• OrderPro will direct you exactly where you need to answer the questions needed to complete the line
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Estimates – Adding Lines to the Estimate
Change Options

34

• Change Options takes you into our configurator 

• Use Change Options when an option is needed for your 
doors or frames that could not be added from the Rapid 
Options  (such as EPT’s, Mag switches, concealed holders 
etc..)

• Similar to your Rapid Options, you will find everything in the 
configurator to include drop down menus with Ceco codes 
and descriptions

• To navigate inside Change Options, you can do either of the 
following to advance to the next set of options:

• Click Continue button at the top left

• Right click with your computer mouse
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Estimates – Adding Lines to the Estimate
Change Options
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• Once changes have been made, click Continue (or right click 
with your mouse) until you see this window pop up

• This informational message is to let you know that the 
system has everything it needs at this point and one 
additional right click will end the configuration

• If you choose to right click, you will be taken out of the 
configuration and returned back to the main estimate page - 
the line will be updated to the changes made in the 
configurator as well as the pricing

• If OK button is chosen instead, you will remain inside the 
configurator until you click the Finish button

• Clicking Finish will return you back to the main estimate page 
with the line and pricing updated to the changes made in the 
configurator
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Estimates – Adding Lines to the Estimate
Line Options
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• Change Options – Use this button to add additional options to your door or frame (options that you could not 
add for under the Configuration “Rapid” Options) such as EPT’s, Roller Latches, Mag Switches…

• Adjust Price – A pricing tool that you can use to help determine a selling price for that line
**This information is not used by the factory when the order is submitted**

Each line will have the same 
set of options: Change 
Options, Adjust Price, Copy, 
and More
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Estimates – Adding Lines to the Estimate
Line Options
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• Copy – Use this button to copy the line into a new line
Great for those times when you need to just make a minor adjustment without rekeying all the options

• More – Contains 3 more tools that can help you move efficiently through the estimates you are building (Price 
Details, Export, and Add to Personal List)
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Estimates – Adding Lines to the Estimate
More Button and Price Details
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• Price Details provide you with a list price break down of everything built into the line

• Price Details also provide you with an estimated packaged weight 

Packaged weight 
is for a unit of 1
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Estimates – Adding Lines to the Estimate
More Button and Export
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• Use export if you need to extract a line from your estimate and save for future ordering

• Save the downloaded file to your local desktop and import into a new estimate whenever needed

• Be sure to cancel the original line on your estimate if no longer needed
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Estimates – Adding Lines to the Estimate
Personal List
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• When saving product to a Personal List, you can choose to save it for either:

• For User – This is the default option for saving items.  Under this option, only you can see the item in the 
Personal List

• For Company – Under this option, anyone that has an OrderPro login can see the item in  their Personal 
List.  A highly recommended option so that anyone can order items when someone is out of the office

• Click OK button
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Estimates – Adding Lines to the Estimate
Personal List and Naming Items
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• For contract product use part of the configuration string such as door series, gage material, size, hand or 
frame series, gage material, depth, size, hand

• If it is contract specific, you can add an abbreviation 
For example, I can add Lowes so that the product is saved as Lowes RI 18 CRS 30 x 70 LC1 RH

• For Stock or SKU items, you can add your own part number if you name the product differently on your 
warehouse shelf

When naming items, you will want to 
name it something that is easily 
identifiable to you
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Estimates – Adding Lines to the Estimate
Personal List and Naming Items
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• You can search for the item saved in the Name field

• Enter the quantity beside the item and click Add

• OrderPro will add the item to your Estimate page

Click Personal List to see the item 
you have stored or to order it again 
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Estimates – Adding Lines to the Estimate
Adding Next Line Item
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• To add for your next line item, scroll back to the top of your estimate page

• Notice that the Item field is still holding the original value along with the rapid options chosen for the last line 
item added.  Also notice that the Quantity field reverts back to 1 and any tag marks previously entered revert 
back to a blank status

• OrderPro does this purposefully to allow you to make minor changes without re-entering all key line details 
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Estimates – Adding Lines to the Estimate
Reset Selected Options
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• If you have any concerns regarding rapid options holding values from one line to the next,
click Reset Selected Options

• This will clear out all rapid options so that you can make fresh selections
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Estimates – Rapid Change 
Bulk Editing Tool

45

• Click Rapid Change at the top of your estimate page

• All line items built in the estimate will be visible in
the Rapid Change window

• Click on Filter By and choose the product you want to
make changes to from the drop down menu

• Rapid Change will filter out all non-related products 
and provide you Configuration Options to make 
changes with

• Each Rapid Change item will have an Apply Options box
checked – this means any changes made in the 
Configuration Options will be applied to those lines

• Don’t want a line to get changes?  Deselect the
Apply Options box and that line will be left alone
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Estimates – Rapid Change
Configuration Options

46

• Configuration Options will display selections made
per the last line entered of the Filter By product 
selected

• Rapid Change will only recognize changes being
made to the Configuration Options by placing a blue 
check mark to the left of the value

• Options that do not have a blue check mark will not
be applied to the filtered lines

• When you are finished making changes, click the 
Apply Options button – each line will be revalidated
with the changes at the same time

• Once the changes are complete, click Exit Rapid Change
button and you will be returned to your estimate with 
the updated lines
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Estimates – Special Frames Elevations
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• Easily enter borrowed lites, sidelites, and transoms in OrderPro by 
using either of the 2 Item entries: FRDWBLITE or FRUNITS 

• FRDWBLITE is for a 4 piece drywall borrowed lite unit

• FRUNITS is the Item code to use for all other special units that are not a 4 piece drywall borrowed lite 
unit – for example: drywall sidelite unit, masonry borrowed lite, masonry transom, etc
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Estimates – Special Frames Elevations
FRDWBLITE

48

• Fill out all applicable details under Configuration Options for your drywall borrowed lite unit and click Add

• The line added will have an important message in the shopping cart view: FRDWBLITES are for 4 piece 
borrowed lite units only.  If using a mullion, delete this line and enter as an item option FRUNITS.

*NOTE: Vertical and Horizontal Inside Dims = inside (excluding face)
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Estimates – Special Frames Elevations
FRUNITS
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• Fill out all applicable details under Configuration Options for your special frame unit and click Add

• Elevation # field: Enter your elevation/ sketch number

• Additional Frame/ Hdwe Info: Enter other key manufacturing details about the unit that cannot be entered 
anywhere else on the form and is not written on your elevation

*NOTE: FRUNITS will require a door thickness.  If it is a borrowed lite unit, just select 1-3/4”. The drawing 
you provide will tell us exactly what is needed and you will be charged appropriately
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Estimates – Special Frames Elevations
FRUNITS Shopping Cart View

50

There will be 2 special notes in the FRUNITS description of the shopping cart view:

1 - Send your frame elevation with order information to cecoorders@assaabloy.com
2 - List Price will be determined by Ceco Customer Service and will be on the order acknowledgement

mailto:cecoorders@assaabloy.com
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• Since you are not building this unit by component part, OrderPro does not know the configuration of 
this unit to appropriately price out - FRUNITS pricing will display a $1.00 List Price

• The $1.00 list price will enable you to add discounts and mark ups to work in your selling price

• These units can be priced from the Ceco Price Book or with the help of your Ceco Customer Service 
Professional and Estimating teams
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• Once all of the lines are entered and if you have any frames with loose anchor options, you will 
need to click the Calculate Anchors button at the top of your estimate page  

• Calculate Anchors will provide you with a total list of anchor part numbers and quantities that you 
will need to add to your estimate in order to complete it  (not a tool for welded anchors)

• This is not an automated process meaning that you will need to manually add the parts and 
quantities to your estimate

• Pricing of the frames on lines with loose anchor options will be LIST price MINUS the cost of the 
anchors so that you are not double charged

• IMPORTANT - Factory Ordering: 
Frame orders with loose anchor options with no anchors itemized at the end of your estimate will 
result in your frames being shipped with no loose anchors 

• IMPORTANT - Pricing:
Frame orders that have a loose anchor option with no loose anchors added to the estimate will 
result in an inaccurate price quote
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Inside the Tool
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• In the Parts Breakout Section – the quantity of anchors you need 
to add is in RED and the part number you need to add is in BLUE 

• The Ordered? column is a place for you to check off the anchors 
you have added to your estimate as a place holder 
(if you are working with a large list of loose anchors)

• If you don’t want to use the Ordered? column, you can click the 
printer icon at the top to print off a hard copy of your loose anchor 
list

• When finished, click Continue
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Inside the Tool
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IMPORTANT

• Changes made to the frame lines after the anchor parts have been 
added could affect the loose anchor lines

Examples:
Changing frame face from standard 2” to a special face
Changing frame depths
Changing frame profile
Changing  frame line quantities
Removing frame lines

• To return to your estimate, click OK on the reminder message and 
then click the Finish button at the top of the page 

• If you do make changes to existing frame lines after loose anchors 
have been added, remove the loose anchor lines and rerun the 
Calculate Anchors tool for an updated list of anchors to add
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• Reminders regarding loose anchors can be seen in the line description as well as in the 
configurator inside the line
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To indicate to the factory that a frame is to be 
welded by a service center, do the following:

1) Select a welded corner condition from the 
Corner menu

2) Select a service center location from the 
Transweld menu

IMPORTANT: Be sure to select Trans Weld option 
with a service center location under Place Order
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• To enter a pair of doors, use the following Item part codes:

DRACT = Active Leaf  – OR -  DRINACT = Inactive Leaf

• OrderPro has 2 helpful tools to assist you in ordering door pairs:

• Source Line 

• Check Pairs 

• Use DRINACT Source Line to 
relate a DRACT leaf to a 
DRINACT leaf that has already 
been added to the estimate

• Use DRACT Source Line to relate 
a DRINACT leaf to a DRACT leaf 
that has already been added to 
the estimate

• Click Check Pairs to check 
for any entry discrepancies 
between the DRACT and 
DRINACT leafs 



Table of Contents – Page 1 Page 2Table of Contents – Page 1 Page 2Table of Contents – Page 1

Table of Contents – Page 1 

Page 2

Page 2

Estimates – DRACT Source Line
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• If the DRACT leaf has already been added to the estimate, the DRINACT leaf can be matched to it 
by utilizing the Source Line field

• Enter DRINACT as the Item code and enter quantity and skip down to the DRACT Source Line. 

• Enter the OrderPro line number to corresponding DRACT  and using the Tab key on your 
keyboard, tab out of the Source Line field
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• OrderPro will filter out the matching fields in the Configuration Options

• Choose any additional Configuration Options and click either Add or Configure button 
(if any other additional options are needed)



Table of Contents – Page 1 Page 2Table of Contents – Page 1 Page 2Table of Contents – Page 1

Table of Contents – Page 1 

Page 2

Page 2

Estimates – DRACT Source Line

60

• Options in BLUE were matched automatically to the DRINACT leaf entry

• Handing was adjusted automatically to be opposite of the DRACT leaf entry
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• If the DRINACT leaf has already been added to the estimate, the DRACT leaf can be matched to it 
by utilizing the Source Line field

• Enter DRACT as the Item code and enter quantity and skip down to the DRINACT Source Line and 
enter the OrderPro line number to corresponding DRINACT 

• Using the Tab key on your keyboard, tab out of the Source Line field
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• OrderPro will filter out the matching fields in the Configuration Options

• Choose any additional Configuration Options and click either Add or Configure button 
(if any other additional options are needed)
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• Options in BLUE were matched automatically to the DRACT leaf entry

• Handing was adjusted automatically to be opposite of the DRINACT leaf entry
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• The Check Pairs tool will systematically check all door pairs for any discrepancies

•

IMPORTANT

• Door pairs checked by this tool are pairs in which the source line tool was used
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65

• If there are NO discrepancies, OrderPro will notify you in a message window

• Click OK 

• Click Finish button at top left of the Check Pairs window to return to your estimate
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• If there are ARE discrepancies, OrderPro will notify you in a message 
window
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• Any discrepancies will be listed in a table format for review

For a printable solution:

• Click the full screen icon to make this a printable format

• Click Print and Close

• To return to your estimate page, click Finish at the top left of 
the Check Pairs window
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• OrderPro offers you quotation tools within the estimate - click the Pricing tab

• Use the Discount By, Pricing By, and Pricing Display options to set how you want to input values
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Fill out all applicable categories:

• Manufacturer’s Discount -  Use this field to enter your Ceco discount.  If you have different discounts based on 
product, use the discount that covers the most line items.  You can change this later under Price Adjustments.

*You can add your ½ point OrderPro discount incentive to this for a more accurate quote value

• My Upcharge - Enter your Upcharge/ Markup 

• Additional Discount - You can break out any additional discounts if needed

• Tax/ Labor Tax - Enter your tax.  If you want to incorporate this as part of your line cost, leave it blank.  You can 
adjust the lines under Price Adjustments.

• Shipping and Handling - Incorporate a freight quote into your selling price if you have one from a carrier

• Other Charges - Specify any extra charges to your quote using this text box
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Breaking Down the Quote Value
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Material LIST Cost
Material NET Cost

Final Quote Value 
(after taxes etc have been 
applied)
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Estimates – Pricing
Pricing at the Line Level
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• Click Price Adjustments button to adjust pricing at a per line level
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Price Adjustments
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• Adjust Manufacturing Discount 
on any items that are not 
covered by the Manufacturer’s 
Discount on the first page

• Adjust Selling Price if you want 
to incorporate your taxes as 
part of the selling price

**If you have an FRUNITS, you 
can write in your selling price 
here

• Extended Selling Price will 
update if any of the open fields 
are changed

• When finished click OK
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Price Adjustments
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• Any price adjustments made will be reflected in the Total Amount section of the main pricing page  
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• Envoy line pricing will reflect your Envoy Buying Program – this is NET price

*NOTE: Envoy do not receive the ½ point discount incentive 
due to  it being a net priced product
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• If you are ready to review what you 
have built into your estimate, click the 
Print button

• Print Options screen will have preset 
options marked for you 

• Click Print button when you are ready 
to view the quotation
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Formal Quotation
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• Print preview will provide you with a breakdown of 
each line with your selling price based off the 
information entered from the Pricing tab

      
*NOTE: To see a breakdown of the line like this example, 
make sure that the Summary option is selected under 
Print Option
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Formal Quotation
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• The last page of the quotation will 
include your total selling price

• Any breakout pricing relating to Taxes, 
Shipping and Handling, or Other 
Charges will also be displayed

• If you were to share this with your 
client, they will not see your upcharges 
or factory discount

*NOTE: Information seen on the Print Preview is for distributor use only – the factory will not see any of this 
information 
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• Once you are ready to place an order into the 
factory, you will click the Place Order button 

• You will notice that the information that was 
requested in the Factory PO Info screen will be 
visible here.  Finalize your shipping details by 
adding Shipping Carrier, Shipping Method, 
Shipping Route, and Jobsite Contact Information

• When finished click Place Order and order will be 
placed into the factory

*NOTE: If you entered “generic” information under 
the Factory PO, you need to go back to that button and 
enter your PO information and shipping details. Then, 
revalidate the lines before moving forward.
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Tranship/ Transweld
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If you are Transhipping or Transwelding through a service 
center:

1) Choose either TRANS SHIP or TRANS WELD under 
Shipping Method

2) Select the service center the factory is shipping to 
under Shipping Route

IMPORTANT: Be sure that you have your frame order lines marked 
as Transweld with the appropriate weld code entered on the lines
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Ship All Together
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• Ship All Together is a button that will be automatically checked for you

• This will ensure that your made to order items with small parts (such as FR3PC units with loose anchors or other 
small parts) ship together

• The only time this button should be deselected is if you want the 5 day lead-time SKU items to ship ahead of the 10 
day and standard lead-time items

*NOTE: Deselecting this button on contract orders will lead to your loose parts shipping ahead of the contract product              
                Example: FR3PC units with loose anchors
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• Once an order has been placed into the factory, you will 
receive an automated e-mail from OrderPro

• This e-mail is a reminder for you to double check the Order 
Status section of OrderPro  to ensure that there is a record 
of the PO with a submitted status

• To see if the order was submitted, go to the Orders section 
of OrderPro
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• In Order Search, you will see a list off all the PO’s placed into the factory from OrderPro 
with SUBMITTED status

IMPORTANT:

• If you do not see your PO show up here, go back to the Estimate Search page.  If the estimate shows 
a status of Open, the factory did not receive the order – go back and resubmit.

• Always reach out to your Ceco Customer Service Professional if you have concerns about 
duplication
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• Within 24 hours after you release the order to the factory, you should receive your Ceco acknowledgment

•   Typically, an order has 24-48 hours in which changes can be made.
*quickship may have less time depending on program type

• Reach out to your Ceco Customer Service Professional if changes are needed

• Use ASSA ABLOY Connect to check the status of this purchase order as it moves through the factory
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• Customers is a database that will allow you to keep information on your customers that buy from you

• Information stored here can be pulled into your estimate to further customize your quotation print 
offs

• It’s also a convenient place to grab information quickly if you need to reach out to one of your contacts 
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• To get started, click New Customer inside the Customer 
Search view (you can also select New from the Customer 
tab drop down menu)

*NOTE: The information stored here is for your personal use.  
The factory will not receive any of these details for any orders 
submitted
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• Fill out the primary address details for your customer

• Use the Ship to Addresses tab to enter multiple shipment addresses for your project
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• Under Default Terms, you can preload some of the pricing details to help when you build your pricing inside 
the estimate

NOTE: Payment Method, Payment Terms, and any fields under Shipping Terms are not open for distributor use
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• Use the Contact section to 
organize your jobsite contacts

• Any contacts added here can be chosen 
as a Default Contact under the Customer 
Information page
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• To tie a customer stored under Customers to an 
estimate, click the Customer window at the top of 
the estimate

• The drop down will include a list of all customers 
that you have stored from the Customers database

• The details stored on this customer will pull into 
Header and Pricing tabs on the estimate page

• Header details tie into the print off so that will 
customize the cover sheet of the print off 
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• Information stored on the Customer in the Customer window will pull into the Header section of your estimate and 
displayed on the cover sheet of the print off

• Add your customer’s contract information in the PO number field if you want those details included on the print off
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• Change the Ship To from Same As Bill To to One Time Ship To 
if you need to change the address for where the product will 
be delivered to

• This information will be reflected on the print off cover sheet
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IMPORTANT:

• The information stored here is for your personal use.  The factory will not receive any of these details for any 
orders submitted.

• Shipping and Payment Information fields are not open for distributor use
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• Use the Comments tab to add additional information to your print off

*NOTE:  The information stored here is for your personal use as it relates to the print off cover sheet.  The factory 
will not receive any of these details for any orders submitted.
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Here’s an example of the cover sheet 
generated from the print off

• Quoted for & Ship To information loads 
from the estimate Header tab

• Estimate Name will also be visible from the 
estimate tab

• Header, Terms, and Pricing will also load 
from the estimate Comments tab 

NOTE: If you are not seeing the Header, 
Terms, or Pricing comments on the 
print off, check your printer default 
options to make sure they are selected.
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Easily search for SKU’s by either of the 2 ways:

1. By typing the SKU in the Item 
field

2. By typing the description of the SKU in the Item 
field
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96

Once you see the part number you need, simply select it and OrderPro will fill it into the Item field for you
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Item Search
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Use the Item Search to narrow your search of SKU’s by typing key words or lead-time

• Start by clicking the spy glass to the right of the item field  and then select a category
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Item Search
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• Use either Name, Item Number Description or Lead-time to refine your search
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Item Search

99

• Use the Item Search to narrow your search of SKU’s by typing key words or lead time

• When you see your item, select it and OrderPro will return you to your estimate with the part number 
loaded in the Item field
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• If item qualifies for a special pallet list price break, you will see Pallet Qty = 

• Order the full pallet quantity amount and we’ll apply the pallet list pricing to 
the line

*NOTE: OrderPro’s ½ point discount incentive does not apply towards 
               pallet priced items
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IMPORTANT:

• Please pay close attention to the SKU description when entering an item

• Any special options, preps, etc will be broken out from the main description

• SKU’s that end in a letter “X” will have a special option

• You can always use the spy glass for a complete breakdown of that item before 
adding it to your estimate

• SKU parts are updated every weekend.  Parts that are no longer stocked will be removed from the Item 
field,  Item Search window, and Personal List.
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To add for additional options not found under the rapid options, choose one of the 
following two options:

2)   If the line has been added, click the
       Change Options on the line

1) If the line has not been added, click 
the Configure button
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• The configurator allows you to detail out various preps down to the manufacturer, model, trim, 
location, and backset

• Everything within this configurator is validated and will even filter out options you cannot have if the 
product entered does not support it (ex StormPro, ANSI A250.13…)
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• As you move through the configurator, lines will produce a list price breakdown to the right of the 
Change Options page

• An estimated weight will also be provided 
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• To move through the configurator, click either Continue or use your computer mouse by right clicking

• Right clicking with your computer mouse or clicking continue do the same by advancing you to the next set of 
options in the configurator
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• We have “pauses” built into our configurator so 
that you can work your way through it at your 
pace

• As you get more comfortable with where options 
are at inside this configurator, you can turn 
those pauses off by clicking the Turn Pauses Off? 
button

• Just double right click with your computer mouse 
in any free white space and we’ll open up every 
tab taking you to the end of the configurator

• Then, you click on the tab you need to make the 
add to and complete out the configuration
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• This informational message is to let you know that the 
system has everything it needs at this point and one 
additional right click will end the configuration

• If you right click, you will be taken out of the configuration 
and returned back to the main estimate page - the line will be 
updated to the changes made in the configurator as well as 
the pricing

• If OK button is chosen instead, you will remain inside the 
configurator until you click the Finish button

• Clicking Finish will return you back to the main estimate page 
with the line and pricing updated to the changes made in the 
configurator

*NOTE: When the Turn Pauses Off button is selected, this 
message window will prompt with each selection made until 
you click Finish or right click inside the message box
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• You will find that a lot of popular options within 
the hardware sets will auto populate locations.  
Locations are per template with clearances 
taken into consideration 

IMPORTANT:

If you are prompted by the configurator to enter a 
location for a hardware set and you are not 
certain, please reach out to your Ceco Customer 
Service Professional. 

Guessing the location will result in your doors or 
frames getting manufactured incorrectly
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• Open: Open the estimate 

• Open New Page: Open the estimate 
in a new tab on your web browser

• Print: Print off the quotation

• Copy: Copy the estimate into a new estimate

• Delete: Remove the estimate from 
your Estimate Search view

• Export: Export an XML copy of the estimate to 
save to your local desktop

On the Estimate Search page, each project listed will have an estimate actions 
icon that you can click on to get a menu of additional options:
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• On the Orders Search page, each project 
submitted will have an order actions icon that 
you can click on to get a menu of additional 
options:

• Print: Print off the quotation

• Export: Export an XML copy of the order to 
save to your local desktop

• Go to Source Quote: This will take you back to 
the Estimate tab to the quote that was 
originally built for the order submitted
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• Import and Export are helpful tools for Ceco 
customers that have multiple locations with a 
different Ceco account number for each location

• If you were to enter a project under the wrong 
account number, you can export a copy of the 
estimate to your desktop, logout, log back in 
under the correct account, and import into a new 
estimate

• OrderPro will bring all line data into the new 
estimate so that you don’t have to rekey your 
lines
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• To export a copy of the project go to your 
estimate, click the actions icon on the 
project line, and select Export

• Your computer will download a copy of the 
estimate as an XML file and will store that in 
your downloads folder  (this example comes 
from using the Google Chrome browser)
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• Once you have secured a copy of the downloaded file, 
log out of OrderPro and log in under the correct Ceco 
account

• At the top of the estimate, click Import

• Click Choose File and find the XML file you want to 
import

• Click Import  (if you need to exit out click Close)

• OrderPro will import all the items built in the original 
estimate into the new estimate

*NOTE:  The original estimate will remain under the 
starting account until you delete it
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IMPORTANT:

• Since this is a new estimate, the lines will be 
received in red which indicates that the pricing 
and program type validations need to be done

• Please go through the Factory PO Info button first 
to set those validations

• Once you are back on the estimate, you will notice 
that the lines are yellow which indicates that the 
line validations need to be done

• Click the Validate All button and run the 
validations
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What’s the difference between exporting an 
estimate and exporting an order?

• Exporting a copy of the order from Orders 
Search will not only copy the line items but 
also details entered under Place Order and 
Factory PO Info

• You will still have to run the validations at 
the Factory PO Info and line level but it will 
pass those details so you don’t have to 
rekey it
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• Use Distributor Resources to find Ceco 
Info’s, Tech Literature, Price Books, Order 
Writing Manuals, Ceco Lead-time Sheet, 
training tutorials…

• Use either Name or Category field to search 
a keyword by

• Click the Resource Action icon to print a 
copy of  the resource selected



Table of Contents – Page 1 Page 2Table of Contents – Page 1 Page 2Table of Contents – Page 1

Table of Contents – Page 1 

Page 2

Page 2

OrderPro Tips

117

• Double Egress Doors are entered with Item option DR – this will provide you with double egress 
handing options of LR2 and RR2

• Display Add’l Detail in the Rapid Options should be left to the default of Yes
otherwise, your order details will not be seen in the shopping cart view 

• If you cannot find your hardware model or trim, double check your prep code.  If it is correct, contact  
your Ceco Customer Service Professional with hardware information so that it can be reviewed and 
added to the hardware list

• Personal List items cannot be renamed inside the list.  You would need to add the item to your 
Estimate and resave under the new name.  Be sure to delete the original saved item to avoid 
duplicates.

• OrderPro is to be used for Ceco factory ordering only.  Using the print off to provide to other 
factories including the Service Center can result in your product getting manufactured incorrectly.

• If you need a login for OrderPro, contact your Ceco Customer Service Professional

• For a full list of production exclusions refer to the FAQ’s in OrderPro under Distributor Resource
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