
Open Janela Quick Start Guides 
How to Edit Quotes & Orders 

 

 

Step 1 Highlight the quote or order you would like to edit and select the edit button. 

 

Step 2 Now that you are in the quote or order select the items button at the top of the screen. 

 

Step 3 Select the line item you would like to edit. Click on 
the pencil with the paper icon to edit that item.  

 

Step 4 The dialog box may open that will ask you to “Automatically Update Prices”. Majority of the time you will 
select “YES”. Selecting “YES” will ensure that any changes that are made will automatically update your pricing.  
The ONLY time that you would want to select “NO” would be if you do not want any of the changes to affect the 
sales price of the unit for your customer.  Clicking “NO” will allow you 
to make changes to the order and hold the original price for your 
customer.  Any changes made to the unit will however affect the cost 
of the unit when the order is placed with WinDor. 

 

Step 5 Now you can make the changes you need to. After your changes are made make sure to save the quote by 
clicking the blue disk located on the bottom right side of the page.   

NOTE: If you make changes to a quote or order and do not save it you will get the following message when you log 
back on to Open Janela. “Items Found in Cart” that will allow you to either 
“Keep” or “Delete”.  If you select “Delete” then it will delete it from the 
record.  If you select the “Keep” option the item will be added to the next 
new quote you do. 

 

 If you select keep, it will now prompt you with another option when you start to enter a new quote.  

“Add Cart Items to New Quote” or “Purge Items”.  If you select “Add the items” it will add them to the next quote. 
If you select “Purge” the items will be deleted from your next quote.  Always remember to save your quotes before 
logging out of the system to avoid this. 

 


