
ORDER ENTRY

STEP 1: 

Start a new cart. Your Material Code should 
always be CBNITEM or CBnINSTALL.

*Please do not use an NSP*

STEP 3: 

Attach all logos and related material. 

*do not leave any notes in the qoe cart internal 
notes. we will not see anything here*

STEP 2: 

Use vendor #1030740. The Manufacturer part 
number should be the code from your excel 
worksheet or your quote number.
• when using an estimate, that quote needs to be 

attached to qoe for the buyer

In the Notes for Vendor-po text section please 
include the following contact information:
• sales pro name
• sales pro email
• phone number    

You should also include any artwork edits or 
installation contacts if that hasn’t already 
been provided.
• if artwork has already been approved, that 

proof needs to be attached in qoe.
• lwo is no longer needed



ORDER ENTRY

If your art description notes require some extra explanation feel free to send an e-mail to
Fanaktivewi@fanaktive.com listing your clients needs.

Here is an example of the format that works best:


