
 
Once the Report has been installed (see “Installing PCS Catalogs & Report” for help installing the 
report), it adds the “PCS Order Form” option to the “Report Dialog box” that already exists in 2020.   

  
  

  
    
  
  
  
  
  

  
 
 
Select the “PCS Order Form” and the below report will be displayed. The green box indicates what 
customer information can be added to the order. The Account #, Account Name and Email Address 
are required fields. There are also optional fields at the bottom to enter your factor, tax rate, freight 
and any other adjustments that apply to help you calculate your true pricing. The other information in 
this report will generate on its own.  
 
Once you are ready to submit an order, click on the “Send to PCS” button.   
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Note: When selecting the order form, it 
can take a few seconds to generate all 
the pricing and items into the report. 
Make sure your door style, finish and 
any global options have been selected 
for the form to generate pricing. 



 
   

  
  
A pop-up box will appear telling you that the order was sent successfully.   

  
  
  
  

    
  
  
  
  

  
The “Send to PCS” button generates an automatic email to our Customer Care department with an  
attached file including all the order items along with all the necessary customer and order 
information. You will also receive a copy of this email to the address entered in the customer 
information in the report. If you do not receive a copy of this email, please check your spam/junk 
mail, if you still do not have a copy, please feel free to reach out to our Customer Care team to 
ensure it was received.   

 
  

  
 
 
ADDITIONAL INFORMATION:  
  
Need additional help? Contact 2020Support24x7@woodmark.com   
 
 
 
 

 

  
  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

customer@email.com 
  

    


