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Experience Order Entry with Sage CRM 
 

Conligo™ OrderDesk for Sage CRM provides your sales and customer service reps with the 

ability to take orders for seamless entry into Sage 300. This document intends to provide an 

overview of standard OrderDesk features. For assistance in configuring any of the features 

described below, please reach out to Conligo Support at support@conligo.ca if you have any 

questions. 

Quotes and Orders 
 

Convert quotes to orders, copy a quote, and copy orders, all with a single click. Ship and Invoice 

orders. Print customer invoices, packing slips, or quote confirmations. Permissions to allow 

quoting, ordering, shipping, and invoicing are all possible on a system-wide basis. 

 

Figure 1 Order Entry screen 
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Multiple Documents and Reports 
 

The ability to choose from a set of reports is now available as OrderDesk now supports multiple 

documents per document type. Order, Quote, and Invoice confirmations must be pre-

configured in OrderDesk. These reports need to be in a format that is compatible with 

OrderDesk. Please contact your Sage 300 partner to discuss which specific reports you would 

like made available from the OE screen. 

 

Figure 2 e.g., Multiple confirmation documents for orders 

 

Order Search 
 

Search for quotes and orders by customer number, order/quote number, CSR, REF#, PO#, and 

Warehouse. 
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Figure 3 Sample Search Result set 

Invoice Search 
Search for invoices historically by CSR, Warehouse, Customer, Order Number, Invoice Number, 

Reference, PO Numbers, or by date range.  

 

 

Figure 4 Sample Invoice Search Result set 
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Customers 

 

Unknown Customers – Default settings 
 

Define a template customer number to allow the creation of orders for unknown customers. 

Default Currency Code 
The default currency code for these types of orders derives from the template customer record 

in Sage 300, or you can override it using the administration tool. 

Default Discount Level 
The default discount level for these types of orders derives from the template customer record 

in Sage 300, or you can override it using the administration tool. 

Default Price List 
The default price list for these types of orders derives from the template customer record in 

Sage 300, or you can override it using the administration tool. 

Quotes Only  
Hide the create order button on the quote screen for unknown customers if required. 
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Order Entry 

 

Billing and Shipping Addresses 
Add new ship-to locations and update existing billing and shipping addresses with ease. Disable 

the ability to edit the billing address or shipping addresses, or both using the administration 

tool. 

 

 

Figure 5 Customer Bill-To and Ship-To 
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Figure 6 Edit Bill-To 

 

Get detailed address information quickly by clicking on the Google maps icon. 
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Figure 7 Edit Ship-To Address 

Get detailed address information quickly by clicking on the google maps icon. 
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Order Header 
 

Using the administration tool, choose whether to display the following frequently used fields in 

the order header: 

• Warehouse 

• Customer PO# 

• Description 

• Expected Ship Date 

• Discount level 

• Terms 

• Reference 

• Tax Group 

• Ship Via 

• CSR 

• Comment 

• Price List 

 

Order Header Optional Fields 
 

Choose whether to display any of the optional fields configured for order headers in Sage 300. 

Note:  You must configure CSR as an optional field as part of the OrderDesk installation. 

 

Order Details 
 

Using the administration tool, choose whether to display the following frequently used fields in 

order details: 

• Location 

• Inventory Details (Available/Sales Orders/ On PO) 

• Committed Quantity 

• Deliver by date 

• Shipped status 

• Ship Via 

Note:  Unit of Measure is always displayed. You cannot hide it. 
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When inventory details are enabled, there is a dedicated column for each metric (Available, 

Sales orders, on PO). 
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Order Details Optional Fields, Instructions, and Comments 
 

Enter comments and instructions for each order line item. Choose whether to make available 

for editing any of the optional fields configured for order details in Sage 300: 

 

Figure 8 e.g., Dropdown type optional field selection 

 

Configure OrderDesk to display comments, instructions, and optional fields always or to keep 

them hidden until you click the comment icon. 
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Figure 9 Always visible Comments/Instructions and optional Fields 

 

Figure 10 Click the comment icon to toggle visibility. 
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Re-Order Line items 
 

Easily drag and drop your newly added item to the desired location in the list. 
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Inventory/Inventory Search 
 

The following settings are configurable via the administration tool: 

• Line-item location override 

• Allow negative inventory 

• Allow inventory details to be displayed 

• Default warehouse (used when no default is found on the template customer) 

• Customer item numbers may be appended to a product description during order entry 

For Inventory Search: 

• Include non-stock items in Inventory Search 

• Filter items by selected price list in Inventory Search 

• Filter items by the selected warehouse in Inventory Search 

Search parameters always include customer item numbers. 
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Price Calculation 
 

The following settings are configurable via the administration tool: 

• Price List Override 

• Unit Price Override 

o Show Default Unit Price when Unit Price Override is enabled. 

• Allow % Discount to line items on the calculated extended price 

• Allow Flat Discount to line items on the calculated extended price 

• Apply a discount to the Unit Price (before extended price calculation) 

• Use the Advanced Margin calculator (requires configuration of optional fields) 

o Show the Standard Cost of an item when the Advanced Margin Calculator is 

enabled. 

o Use the associated Vendor Cost in place of the Standard Cost when calculating 

margin. 

• Let Sage calculate the order taxes and total with tax (Avalara) 

• Use allocation to calculate the total amount 

 

CRM 

 

Persons and Opportunities 
 

Attach the CRM person from the opportunity to the order by configuring BUYERNAME, 

BUYERPHONE, and BUYEREMAIL optional Fields for Order Headers and enabling this feature 

using the administration tool. 

Configure OrderDesk to set the ship-to email address and contact email address to the person 

on the order opportunity. 

Enable OrderDesk to display a link back to the CRM Opportunity from the quote or order. 

 

Communications and Documents Library 
 

OrderDesk creates a record of Communication and copies printed quotes to the configured 

CRM PDF copy location. These are then available in the CRM documents library.  If the CRM PDF 

copy location is not configured, documents will not be saved.  
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Figure 11 Admin panel CRM configuration 

 

CRM Users 
 

Identify the CRM user that placed the order by mapping CRM users to Sage 300 users. When 

configured, OrderDesk will attempt to connect to Sage with the configured CRM user.  

Otherwise, the default user will connect. Configure CRM users using the administration tool: 

 

Figure 12 Admin panel CRM User Configuration 
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Tax Calculator for Prospects 
 

When there is no AR-Customer in Sage, Order will calculate tax on the quote given the tax 

group assigned to the CRM Company (tax groups must be assigned in CRM). Configure the tax 

classes and authorities to be used by default using the administration tool. Sage 300 must have 

all configured tax groups. Configure this feature with the OrderDesk Admin Panel. 

 

 

OrderDesk Settings Administration 
 

CRM Administrators are configured for access to the administration panel from their My CRM 

dashboard.  From here, many features of the application can be managed.  

Order Entry Settings 

 

Figure 13 Order settings panel 
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Figure 14 Toggle the visibility of common order header fields. 

 

Figure 15 Remove order header optional fields. 

 

Figure 16 Add Order Header optional fields. 

 

Figure 17 Configure Order Detail optional fields. 

 



 

21 | P a g e  
 

Countries and Regions 
 

OrderDesk comes with a preconfigured list of all known ISO Country Codes and related Regions.  

The list can be customized based on your needs.  

 

Figure 18 List of Countries 

 

Figure 19 List of Country Regions for Canada 
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Price Calculation Settings 
 

 

Inventory/Inventory Search Settings 
 

 

 

System Wide Permissions Settings 
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Customer Settings 
 

 

 

Application Logs 
 

For troubleshooting and information purposes, the Message log is the place to look for specific 

activity in your OrderDesk application. 

 

 

Figure 20 Search Criteria for logs 


