
USER GUIDE TOA.DMS
SALES ORDER
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FUNCTIONAL PROCESS
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FUNCTIONAL PROCESS
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FUNCTIONAL PROCESS │Detail

SALES SUP
1. Receive sales order from mail & 

notification (DMS app)

2. Sales sup check & accept sales 
order

3. Reject sales order in case wrong 
item, quantity 

4. Send automatic replies sales order 
to OB mail after Sales Sup accept 
sales order

DEALER
1. Add new sales order
2. Select product
3. Submit the order => send sales 

order to Sales sup, ASM

2 3

OB
Manual update to SAP
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MASTER DATA
=> Import & update Master Data by Sales admin (use Customer code & Stock code SAP)
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SUBMIT NEW ORDER
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I. SUBMIT NEW ORDER │ DEALER / DISTRIBUTOR

1. Dealer login to TOA.dms 2. Select Order 3. Tick       icon to show 
product list

Scan barcode to search 
product



7

7

I. SUBMIT NEW ORDER │ DEALER / DISTRIBUTOR

4. Select product & input 
order quantity

5. Update order cart

1. Search product or scan barcode 
2. Input order quantity
3. Tick cart to check & submit 

order cart

(1)

(2)

(3)

Agent can view guide “How to 
place sales order” on top screen



8

8

I. SUBMIT NEW ORDER │ DEALER / DISTRIBUTOR

6. Enter order delivery 
information

- Tick Select product to place more item
- Tick Cancel to cancel sales order
- Tick “Submit order” to complete sales order

7. When you click Submit order button, 
there is a pop up notification to review 
and reconfirm before sending sales order 
to Sales admin,, Sales supervisor & ASM

8. After click OK button, system 
pop up a notification “PO number 
and sales order sent successfully
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I. SUBMIT NEW ORDER │ DEALER / DISTRIBUTOR

After Agent submits sales order sent 
successfully, an automatic replies will be sent 
sales order info to mail of Sales Sup / ASM

Dear Mr / Ms

Please check order 2012281 (AGENT TEST) information in the 
attached file

Thanks & best regards,
*Email sent automatically from the DMS system, please do not reply

Sales order - 2012281



EDIT ORDER
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II. EDIT ORDER │ DEALER / DISTRIBUTOR

1. Select Report 2. List of sales order

Note: only New sales order can 
be modified

Cancel

3. Select sales order 
details to modify / cancel
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II. EDIT ORDER │ DEALER / DISTRIBUTOR

4. Select sales order 5. Order details 6. Edit order



SALES ORDER ACCEPTANCE
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Review order and click “Accept / Reject” button
è Accept: The order will be sent to OB email (or distributor) for 

delivery as normal process
è Reject: The order will be changed order status by canceled in 

database
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III. PENDING ORDER │ Sales sup Accept - Reject

When “Accept / Reject” is
successful, the message below
will appear

1
2

3
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After Sales Sup accepts sales order à Send automatic replies sales order to OB’s mail with 
Subject “PO number and Agent name) and attach sales order file (Pdf & excel) à OB will 
proceed sales order as normal process

SALES ORDER 2012281 – CUSTOMER NAME

Dear Mr / Ms

Please check order 2012281 (AGENT TEST) information in the attached file

Thanks & best regards,
*Email sent automatically from the DMS system, please do not reply

III. PENDING ORDER │ Sales sup Accept - Reject



SALES ORDER REPORT
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IV. SALES ORDER REPORT │ MOBILE APP

1. Select Report 2. List of sales order

4. Report summary of 
sales order
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IV. SALES ORDER REPORT │ MOBILE APP

5. Check sales order 
details
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IV. SALES ORDER REPORT │ WEB REPORT



THANK YOU!

CHI THANH TECHNOLOGY
Floor 5, HHM building, 157-159 Xuan Hong stress, Ward 12, Tan Binh District, HCMC

Viber / WhatApp / Line / Messenger / Zalo : +84908364010 / +84908363165 
W: www.chithanhco.com

http://www.chithanhco.com/

