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400  Orders, Fulfillment & Shipping
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b To Add a New Order.
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Delete/Void an Order
To Delete an Order:

Order Management with BackOrder Holds
To Do Nothing:

To PartalShip an Order with a Partial B&xder Hold:
To Place an AGPPCKL Order on Full Bae®rder Hold:
To Place an AGWHSE Order on Full BagRrder Hold:
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To Enter a Fee as a Stock Number:

To Save the Credit Memo:

To Print the Credit Memo

OPTION 440: Add a Tentative Order

About Tentative Order Status

b To Add a Tentative Order:
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b To Release a Tentative Order to Active Status:
OPTION 419: Work with Default Orders
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OPTION 407:
p

To Work with Default Orders:

To Add a Default Orddpr a Customer Account
To Edit an ExistingDefault Order:

To Copy a Default Order:
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p
p
p
p
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To Navigate a Long List

To DisplayMore Details
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ToDisplayan AR Transacti:onds Payment
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b To Display Details fong Payment:
b To Display Customer Account Comments
b ToDi spl ay the Customer s records in a

OPTION 408: Customer AccountDisplay

b To Display an Account by Customer Number:
b To Display the Customer List
b To Search by Account Name:

b To Search by Phone Number:

Layout forDisplay a Customecreen

To Display Shipping Options Window:

To Use the [F7=Jump] Function:

To Display Sales History for Prior Years:

To Display tHieAddkescount 6s Ship
To Display the BHT'o Address

To Display Comments:

To Display a Different Account:

To Exit Display a Customer
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OPTION 409: Display Sales History

b To Select Display Sales History:

b To Display All Sales for the Past 12 Months:
Layout Display Sales Histdigt screen:

History Search Options:

b To Disply a Specific Customer Account:
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To Display Invoices for a Specified Date Range:
To Display Inoices for a Number of Months:

To Display Invoices withib an Account Number:
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Display Record Details:

b To Display @&arcellracking Number:

Layout Display Shipping Infaindow:

b To Display the Contents of a Specific Carton:

Layout Display Packing Listindow:

b To Display the Orderod6s Shipping Manifest:
Layout Display Shipping Manifasindow:

b To Disphy Daily Order Totals
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To Display Comments for a Transaction Record:
To Display Comments for the Customer Account:
To Search with the Details window:

To Page through Records:

T T T T

Print Sales History:

b To PrinfEmail onelnvoice or Credit Memo:

b To Print Invoices by Date(s) and/or by Customer(s):

b To Email a Daily Sales Summary Report:

b To Email theDaily Orders Shipped/Stock Shipfeports:

OPTION 420: Deleted Orders

About Default Orders
b To Display Deleted Orders:
LayoutDeleted Orders List

OPTION 415: Invoice Message

u To Create or Edit an Invoice Message:

OPTION 416: New Credit Holds Report

b To review orders placed on credit hold during the current run date:
LayoutforlCr edit Hol d Report (Todayds)

OPTION 417: Back-Order Report

b To Print a BaclOrder Report:
Layout forBackOrder Report

OPTION 411OrdersFulfillment & Shipping (Sub-Menu)

OPTION 981: Work with UPSShipping

b To Select UPShipping

LayoutWork with UPS Shippin§ccount list screen
b To Add aUPS Shippingccount to the System
b To Display theshippingManifest screen

LayoutDisplay fortUPS Shippintnfo (Manifest) screen
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OPTION 983: Print-On-Demand Order Sheet

b To Print/Reprint an Order Sheet:
LayoutOrder Sheet/Pick List

OPTION 984: Print Order Sheets by CompanyWVarehouse
b To Print a Group of Order Sheets:

OPTION 988: Order Scan Verify

b To selecOrder Scan/Verify

b To specify th&®rderTo Ship
LayoutOrder Scan/Verifgletail screen

b To Fill an Order:

Bypass Order VerificatidBpecial Permissions

b To use Method A:
b To use Method U:
b To use Method Z:

LayoutPacking Slip

OPTION 986: PrintOrder Packing Slip
b ToPrintanOr der 6s Packing Slip

OPTION 989: Pallet/Carton Shipping Label:
b ToPr i nt an p@yLdbelr s Ship

OPTION 990: Work with PRO Number:
b To Select Work with PRO Number:

OPTION 440. Fulfillment Billing (Sub-Menu)

OPTION 472: GenerateFulfillment Billing

Thisspecialty Option processes tpedty fulfillment
services into Client Customer Invoices.
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400  Orders, Fulfillment & Shipping

Menus

OVERVIEW
TheOQrders, Fulfillment & ShippiMenusallowyou to add, modify, fulfill, and ship
cust omer s & o pidgkiegr, shippingVandirerdntory fenetions arentegrated
with the order process.

Order Entry isthe first step in therocess Orders may be

1 manually entered,
1 may be imported from a webstore, or
1 canarrivethrough EDI.

OrderStatusissuessuch aBack-Orders andShipping Holds, are managed through this
menu. Default Orderscanbe created with templates (Option 419), and are used to
streamline customer serviceTehtative Orderprocess (Optiod23 allows unconfirmed
orders to be consideredsisting with planning for optimal inventory levels.

Order Fulfillment is accomplished through
1 ThewarehouséScanndGun Meny 6 d e s mapile eanputescanner use,
or
1 Option9880rder Scan Verifyn the 41Fulfillment & Shippin¢ylenu
or
1 Bypassing fulfillmeifand shippingyith the4010rderList Option 7=Compled.

Both Freight andParcel Shipping areincorporatedn the systemEor each aler, the
Ship-Via Codedeterminesitsstattm o t r pc b @ e s Hprocess.0 ma i |

ShipVia codes for freigl@ommon Carrier serviceslirectt he or detuckG nt o t he 0
process Working with(usuallypallet quantities, the system pregheeBill of Lading
(BOL), manifestand comprehensive pallet/cargimppingabels.

Parcel &rviceShipVi a codes direct o rRared shippingpdarobet he 0 ma
completedlirectlythrough UPS accounts, which directlyintegrated through Option 981
Work with UPS ShippingParcels may also be shipgsgdgany other online service.

FulfillmentCustomer Accountsan be assignedAaito-Shipping status, which bypasses
thewarehouse picking and shipping process, to directlystipatag labels afthcking
Slips/Invoicedor standarizedpackagesln this specialuse systemstockis first deducted
from inventory as a blockee thfinal section of Option 40Work with Orders

b To Select theOrders, Fulfillment, & Shipping Menu:
From theMain Menu

C Click on400.0Orders, Fulfillment, & Shipping Menu, or
C Keycommand 400, 6 [Enter].

TheOrders Fulfillment, &hippingMenuappears.
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S FMW U100000019
Conveyorware Distribution System MENU APU152D3

Orders, Fulfillment & Shipping
Select one of the following:

401. Work with Orders 415. Invoice Message

IS
piry
)

. Create Credit Memo 416. New Credit Holds Report

IS
~
[

. Add a Tentative Order . Back Order Report

IS
iy
©

. Work With Default Orders

~
iy
=

. Fulfillment & Shipping Menu

. Accounts Receivable Display

~
iy
~

~
IS
1)

. Fulfillment Billing Menu

IS
1)
o

. Customer Account Display

I
)
o

. Display Sales History

IS
N~
®

. Deleted Orders

90. Signoff

IS
)
~

THIS COLOR = REQUIRED FIELD

Command
===
ii" Exit ‘a.) Cancel | Menu_Search ‘E;’ Help B

Orders Fulfillment, & Shippinlylenuscreen

Note that this menu contains tv@ab-menus:
ﬂ 411 Fulfillment & Shipping Menu, and
ﬂ 44Q Fulfillment Billing Menu.
TheEulfilment and Shipping Meholds the warehouse functionwoéler

Sheet/Pickist printing, order Stock verification and packing, and Parcel and
Freight shipping.

Fulfillment Billing is a thirparty order fulfillment process.
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OPTION 401: Work With Orders

The 4010rderprocessets yowcreate, edit, and delete ord@rslers are the first stepthe
ConveyorWarerderfulfillment processWhen an order is ready, the systam
automatically prinhe Order Sheet/Pick List to control warehouse fulfillment.

Openordersdisplay here ilistf or m, sorted by the customer 6s
Ordersfilledtoday stay on the list i tCOMRO (complete) statustil they areemoved
by the dayend process.

Every ordemuststart withaCustomer:an establisheglistomerAcomount, or &Counter
Sale(Cust. 99Point-of-PurchaséCust 1account. Seabe200Customer Menabout
creating customer accounts in Conveyor\Wareount settings create default entries in
Order fields, simplifying this complex process.

PaymentandShipping info are added, and then the invenfogk. Multiple screens
allow for exacting details.

As orders armanually keyed (or imported from a webstore or other sourc@jder
Sheet s ( 0ddhatdtwaysaumrasicallprint. An onscreen message (inaaner
above the Shipo Addreskindicates if aActive order is automatically placed on a Hold.
Ship Date later than today also holds the o8tatusis displayed for each entrytia

Work with Ordesscreen lisOrders with piority shipping display in red.

If automatigrinting isnot set upprint theOrder Sheets/Pick Listsof ordersenteed
andeligiblefor shipmentUsethe411Fulfillment and Shippir§ubMenu) Option 988n-
Demand Print Order Sheet 984Print Order Seets by Co/Whse

If an Order Sheet doesnot print, one of the following conditions exists:

1 New Customer Hold: Everyfirst order for anewcustomer account is placed on
Credit Hold. This process helps assure adequate ovéMsighallyeleasethis
first or cepititte ddyeoad pibgranncidatse newcustomehold
setting

9 Credit Hold: Review thaccount.l f t h e PaymenbTerms/Greslit
Limit is Prepaygach order must have a prepayment re@retlit Hold is
triggered bgitherthedollarlimit in the Customer Account, loy time limit(>30
days pagiue)

1 Back-Order Hold: When sme-or alt-of theo r d stacldisnot availabkssign
aB/O Hold to free allocated stock to fulfill other osder

9 Future-Ship Date This Activeorderis scheduled to ship on a spediiiaredate.
Order Sheetw o n 6 t  ptheShiptDatelfieldid clrrent

1 Short Stock This Actveor der candét be filled because
items are natvailableow. The systerhasallocategvailablstock, and will
automatically complete the order when the needed stock arrives.

1 Tentative Order. The order iot active, but has been entered for planning
purposes.

1 Entry Error: A required field is empty, or data is wrong. An eressage
appearsit thebottom of the Order screen.

1 Informal Hold : TheShip-Via field can be used to prevent printing an order
whose det ai ITBD (BoBe Determined)ekpstah arder.iRicklist
status.

If you find arerror, or if a customarancelsit, you mayleletethe order. Find any
printedorder sheefanddestroy Xto prevent shippingrrors.

1/26/2016
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b To SelectWork with Orders.
From the4000rdess, Fulfillment, & Shippinleny

C Click on401 Work with Orders or
C Key command 4 O [Entey].

TheWork with Ordesselection screen appears.

2 FMW U100000019
Conveyorware Distribution System WORK  ORD300D3
Work With Order
Company [y Cust# Y 100
P.0. Number...[y System Number. :
Stock# [ Invoice Number:
Select option, press Enter. Ship Date.....: & mmddyyyy
2=Change 3=Copy 4=Delete 5=Display 6=Rel Crd 7=COMP  8=Rel B/O
9=Put B/O 10=Comments 11=Prt Inv 17=Unvoid 18=Hold/UnHold 19=Rel Tent
Op System# Cmp/Customer#  Create Shp Date Ship To PO Number  Status Cm
Q Help ‘? Exit Q Prompt Add Yy Jump UPSInfo 3
Enterl
@ Cancel Repeat Opt ActCmt ') Continue &
Resetl

Work With Order selection screen

The Work with Ordeselection screerhasheaderfields for specifying osearchingfor
Customer Order€ompanyNumber®! is arequiredield forany search.

Thesearch/position-to fields are:

1 Compam@/ Customer Number&: These searchields will list Orders for a
specific Customer AccoufRrompf can be used to seledte listsorts by
CustomePO Number.

1 Ship-To Name: This search field displays orders that have -4 &kipntact
Name thastartswith a letter/word keyed here. A Customer Number is not
required.Note that only théirst word in this field is searched. Only orders that
matchthe search will display.

1 PO Numberkd: Thispositionto andsortfield willlist ALL ordersi fAG 0 s
gpecified, or vliposition a long order list to any other entry. Using [Prompt] for
this field requires a specffiastomer Account.

1 System Number Thispositionto andsortfield requireaspecifio r d 8N, 8 s
displaying it with all subsequent SNkafist SystenNumber is ssignegdn
sequence, to eaabtiveOrder as it is create@his can be thought of assh
s y s tCederdNamber. (up to7 digits, numeric

T Stock Number=!: A searchield, $ock Numbersearctwill display a list of all
orderswith a specifiethventoryitemONLY if a Customer Accountisfirst
specified [Prompf can baised to select the Stock NumbBdis searckortsthe
orders bypate.

1 Ship Date A positionto andsortfield, this field limits the liginlyif aCustomer
Account is specifiedirst. Selectclick on the calendar icarearliestlateto
displayonlyorders with futurship datedp exclue held orders, or teort orders
by Ship Date.
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1 Invoice Number: A positionto field thatsortsby PO Number. Use this fieldor
orders withCOMP statugcompleted todayhathave assigneédvoiceNumbers.
Find, alsoCustomer Orders that originated througtRétirns/Repairs Menu
thesehave thesystemNumber in theirlnvoice field, and the R/R Order Number
in the PO # field.Key 0 lithelnvoice field to displagll of these orders.

b To Display ALL Orders for the Company

C View, select ordythe Company Number&d [Tab]

Up to 10 digits, numeise[Prompt] to select, if desired.eave
the Customer Account Numberfield blank.

In thePurchase Order Numbel field,
C Keyd A ,

[ Enter].

Up to 10 digits, numEhis.value (A3elects for all possible

alphaumeric entries.

TheWork with Orderdistappears, sorted Bustomer PO Number; listing all of the
c o mp a n y OActiveandpendiag orders, as well as tentative ordersluakedin

Conveyorware Distribution System

Work With Order

FMW
WORK  ORD300D3

Company [y Cust#{y 100
P.0. Number...[y System Number.:
stock# Y Invoice Number:
Select option, press Enter. Ship Date.....:
e r# . € k ate hi T i L J
182 100 101  6/10/15  6/11/15 BOF. ORD $@ ACT-PCKL
APRIL MAY
110 100 99 4/22/15  4/22/15 REPOOOEO31  REP-WHSE
BETA DATA VISION
111 100 99  4/22/15  4/22/15 REPOOOEO35  REP-WHSE
BETA DATA VISION
190 1e0 100 7/09/15  7/09/15 2015 ACT-PCKL
IZZY SPYNEL
57 100 99 3/02/15  3/62/15 2015 3-2 ACT-PCKL
54564UP0
a Help ‘? Exit Q Prompt Add ¥ Jump UPSInfo
& Cancel Repeat Opt ActCmt ') Continue

U100000019

@] mmddyyyy

The systerhelps taprioritize fulfillment by displaying IRED TEXT the orders with

ShipVia codegor Next-Day Delivery.

b To Display the Orders for One Customer Accout

C View selector keythe Company Numbet@, [Tab]

Up to 3 digits, numérse[Prompt] to select, if desired.

)

Select or &ythe CustomerAccount Number@, [Enter]

Up to 1@igits, numetitse[ Prompt] to selectif desired.

TheWork with Orderd i st
by (CustomerPO Number.

det ai |

Sscreen

appe asoded

1/26/2016
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Conveyorware Distribution System

Work With Order

Comvanyg(ust#g 100

P.0. Number.. g

Stock# g

Select option, press Enter.

208 1ee
207 1ee
209 1ee
197 100
204 100
211 1ee
212 1ee
216 1ee
189 1ee

203 100

Q Help “f Exit

& Cancel Repeat Opt

99  8/@7/15  8/23/15
le1  8/e7/15 10/81/15
101  8/67/15 12/20/15

99 7/27/15  8/31/15

99  8/67/15  9/10/15
1ee  8/11/15  8/11/15
lee  8/11/15  8/11/15
102  8/7/15  8/20/15
e 7/e7/15  7/7/15

100  8/@7/15 11/84/15

Q Prompt Add

54564UP0  COUNTER PU TEN-ACTV

NLZ & TEN-ACTV

NLZ 7 TEN-ACTV
54564UP0 PO 9397 ACT-PCKL
54564UP0 PO 9397c ACT-PCKL
EYE IN TH REP@GO14006 REP-WHSE
EYE IN TH REP@@14886_R REP-WHSE
VERNON CL 2015- FLF 12 ACT-PCKL
I2ZY SPYN 2015-07-87 ACT-WHSE

IZZY SPYN 2015-07-07c ACT-PCKL

Y Jump UPSInfo

Act Cmt

'J Continue

FMW U100000019
WORK  ORD300D3

@] mmddyyyy

Layout forlWork with OrdelList detail screen:

ColumnsOpt: Option List:
Displays angermits editing of the order.

2=Change
3=Copy

4=Delete

5=Display
6=Rel Crd
7=COMP

Copies the existing order (which may then be editedhew
orderappears in the list with a new System Numpeiththe

Action:

Ship Date todaynd the origin®O with thes u f f i x

0co.

Voids the orderAny dlocated stock is returned to available
inventoryTheDayEnd process remves the Order from the list.

Provides ao-editing display of the order.

Releasaheorder froman automate@redit H old.

Completesthe Order(bypases the order fulfillment astipping
process). Order statbiscome€£OMP, and the Invoice can be
printed with Option 11=Prt Inv.

7=COMP can beestricted by the Syadmin;permissionfor this function resides in the Admin

900 Menu, 90®ork with User ID.

8=Rel B/O

9=Put B/O

11=Prt Inv

17=Unvoid

ReleasesBack-Order Hold for active pocessingThesystem
can allocatavailable stocknd print the order if it is ready for

processing.

Places thentire orderon BackOrderHold (B/ O) statusand

releases any stock already allocated to theTdriddrold must be
manually removed(with Opt. 8)before new stodk allocated

10=CommentsDisplay/Edit/Add aLocalCommentor theOrder. ThisOrder
Comment record will disappear when@nder iompleted and
saved to History.

PrintaFormall nvoice (onlywhenstatuss SHIP or COMP)
before daygndprocessemoves the order from the list

Restores a voidétbday)order to Active StatuEhesystem can
allocate stock and print the order if it is ready for processing.

1/26/2016
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18=Hold/Unhold : Shipping Hold ; toggles ttold/release parcelorder with
COMP Status. Hethismanual hold ONLY whenan order isot
picked up by the carriebefore daygend The orderstaysn the
warehousevernight, and is NOT removed from the Order List
bythedayend process

19=Rel Tent Changereleases) Tentative Order to confirmedictive Status

System #: System Numbethes y s tl@ asgighed at order creation.
Cmp/C ustomer#: Company and Customer Nunser
Create: Date the Order was created.

Shp Date: Date the ordeis (or wa$ scheduled to ship.

Ship-To: ShipTo AddressName Thiscanbe different from the Customer
AccounilToAtdreSh i p

PO Number: Cust omer 0 sNuRber iepute arderesntry. If austomer
doesndt s uemmédr,thSysterp Mumbeltdefailsto this field.

Status: Order Type andCurrent Status

Status: ACT: An active order;the system allocates available stock, and moves the
order through the fulfillment process.

CRD: Order is orCredit Hold. The reportgt62:Credit Hold Report
(Complete)or 463C.H.R.(_ T o d arovidesligtsvith reason, history, and
contactinfoACu st omer fixst arderinas thid statumtil
released

TEN: A Tentativeorder, for planning only, with no stock allocated to it.
OrderSheet/Pick List willNOT print.

B/O: This order is on BadRrder Hold: it is either a
1 Full BackOrder:an entire order purposely helddption 9=Put
BO, <OR>
1 Partial BackOrder (he rest of the order has already shipped),
created with thiine-item B/O Column, or th&kemarksvindow
B/O Short Stock field of the order.

B/O Holds must bananually released

Active ordersshort-of-stock do NOT haveB/O Hold statustheseareprocessed
assoon as new stock is recelsedilable

REP: ThisActive order originated through tReturns/RepagMenu. It
may include standard Inventory Stockpay beepairedqor returnasis)
items from the Returns Warehouse.

Process PCKL: Pick List/Order Shees NOT yetprinted. The order may be
unfinished (waiting for more info), or may havesamr or aproblem
(such ashortof-stock).

WHSE: Stock is allocate@rder Sheets printedand is active in the
warehouse.
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COMP: (Parcel or Freight) Order is completed, and will be removed from
the orcbr list by the Dafgnd process.

SHIP: Freight (only) order is ready for carrieitl & Ladingis not
finalized/printed (waiting for truck arrivaBrintingthefinal BOL changes
this status to COMP.

HOLD: Completegbarcelorder is still ithewarehousevernight This
manual shipping hold geventghe dayendclearingf anorder when the
carrierdoes 0t ma kday pigkups(er hmes already finished pickup).

VOID: Order has been voided togawill be removed from the order list
by the DayEnd process.

Cm: * indicates &ocalComment exist®r the Order.

Active [Buttons] (FKey9: Note that somgButtons]/~Keysare common to all
ConveyorWare screens; someiaigue to this screen (=function isunique to this
screen)

[Help] (F1) Brings wup a oOHel pdé winamobswith i nf
field. From anyHelp (F1)window, presgExtended Help] (F2)
for detailed information about testirecreen.

[Exit] (F3) Cancels the current screen and returns to the menu.

[Prompt] (F4) For f i e o odgkupisignit lis alttata choices to fill
the field.

[Add](F6) Brings up a screen to add a new record or transaction.

[Jump] (F7) Displays the curre@tustomer Accound s screen i n your ¢
other MenusAccounts Receivabfgystomer Account, Sales
History,OrderList, andReturn/Repairs.

*[ UPS Info] (F11) With a specified Company/Customer Account, brings up the
Display Parcel Shipping Irdoreen (th&JPSManifesifort o day 6 s
shipmentsOthe carri er s 0 displayedhere.st s canot

[Cancel] (F12) Cancels the current screen and retortie previous screen.

*[ Repeat Opt](F13) This selection functions only witle non-GUI (i.e., only
HOD O gr e en s-ntogepaatah acton. g n

[Act Cmt] (F19: DisplaysGlobal Comments, specific t@ Customer Account.
This window can b&ccesseith manysystenactivities when
working with the Account

[Continue] (Enter): Saves any entries.
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The Order Entry processproceeds througeveral screenswith:

1.
2.
3.
4,

Stock Entries,

Shipping and Payment Entres,

Ship-To window, and
Remarks andDetails window.

Conveyor War e

0s

Contblex; witke hurtdireds offehroioes that @e i s

adaptable to a wide range of business need<Cofopany defaultsand youilCustomer
Account records however, streamline the process:

1 Many fields are filled with selections from @ustomer Account recordsShip
To Address, Shiygia, order fulfillment settings, etc.

1 Some fields have genelétault entries Package Type defaults to the generic

package;

Ship Dat e

assumes

todayds

dat e.

1 Some fields will berelevantto yourbusiness needs. Leave them blank, or keep the

default entries.

b To Add a

New Order:

From the 40Work with Ordeiscreen,

C
C

View, glect or kyCompany Numbet@,[Tab]
Select or &yCustomerAccount Numberi | [Add] (F6)

TheAdd An Orderdetail screen appears witkfault information from the 20X Customer
Accountrecord Pink= aRequired Field. Any defaulted values may be changed, if

appropriate.

If the Customer Account has a £afault OrdertheLine Items andany(preliminary)
Purchase Order Numberfrom that template also appear.

If the order idPrepaid (thru AR 101)y o u & |tHePapngert HdCheck Number

Conveyorware Distribution System

User ID :

s MIKES MENSWEAR
o 456 SIXTH

L

D CITY, MI 48555

Add An Order

Company/Cust.Nbr
100 - 100
Sys # Typ Sts

W0

Inv.#

FMW  D000000012
ORD305D3

ADD

PRINT PCKLST
YOU WILL BE PROMPTED
TO TYPE ADDRESS LATER
OR APPLY F13 (SHIFT+F1)
Now

00000

Whgshpl‘rg Termsg P.O.# Ter# slsofg quTypg ShpVia, Shp Date Pp Nm/Am
‘ 1 PREPAY NET30D 1 1 PACKAG BILL 08252014
Res Code NET 30 DAYS Bill .00
Seq# Qty  Stock ﬁg Price B/O Comm% Line Total
ooo1 .00 .00
0002 .00 .00
0003 .00 .00
0004 .00 .00
0005 .00 .00
0006 .00 .00
0007 .00 .00
0008 .00 .00
Sales Tax: .00 Total: .00 @
6 Help \i\:)»— Override uv? Exit Q Prompt r a Refresh ! ”’; Jump Del_Ord B
o e T o e o A T Enterl
% Comments Dup_Order @ Cancel ShipToAdrr More keys .
Resetl
—
Add An OrderScreen
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Layout Add an Ordeprimarydetail screen:

Header Column@&lisplayonly fields)
(Left) UserID: Th e o oriyirated(Still blank on th&dd screen
Sold: The Customer AccouBill-To Name and Address

(CenterCompany/Cust.Nbr: As specifiedoselectiorscreen
Sys#: Or der ds Syst e naftekbuSabveer6 )( assi gned
Inv#: Or der 6s | nvoi cafterd@omplbté.y (assigned
Typ: Order Statuél_etter)Code (now blank).
Sts:  Order Process Code (now blank).

(Right) Status Messaged Pr i nt appdars &nlnéwsotdaireens.

Ship: The CustomeBhipTo Name& Addresdieldsdefault hergif not
changean the secon{BhipTo) order screen

Shipping and Payment section:
wh & Warehousdlumber(default isVhsel).

ShpTr a] Shipping Payment TermsTS Code(PARCELor FREIGHT
PaymentTerms. Some codes are specific to UPS ser{acemther parcel
services andsometo freight carriers

This field specifies WHO pays the CARRIER. Each of the codes has a unique
function. ONLY the UPS codes can be used to add actual parcel shipping cost to
the order at the time of ordeifillment.

All Freight shipping REQUIRES printing a FINAL-BfliLading (BOL) talear
an Order from SHIP status to COMP status.
C&F - Cost & Freight: UPS interationalonly shipping; specifiye
(Freight Collect) UPS Account to bill. The (Customs) DeWahael will
be InvoiceplusShipping.

COD Code- UPSCollecton-Delivery codes. UPS collects the Invoice
Amount at delivery, and sends the payment to the Shipper.

COL - FREIGHT Collect: The Recipient pays the freight. The BOL
prints with identical Shipo and BillTo information. Thénvoice payment
terms are not affected by the Shipping payment

FRTCOL - THIRD -PARTY-Billed FREIGHT. After the Order's Ship
To panel, the 3rBarty Billing window appears. Thefsady infoprints in
the BiltTo section of the BOL. This code is oftesedfor freight billed to
the recipient's office address.

FRTTPB - Like FRTCOL, this freight code brings up aRBadyBilling
window, but the BOL prints with ti@istomeBill-To info. Same as
Prepaid Freight.

1/26/2016
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PREPAID- BOTH ParceAND Freight ShipV/ia codes.
--—-ParcelPrepaid: Your COMPANY Account is B#éld for parcel shipping
---Freight Prepaid: The CUSTOMER Account is Bilb on the BI of
Lading

PREOWN - Freight Prepaid, with th€EOMPANY as BillTo on the

BOL.

TPB - Parcel3rd party shipping. The UPS Account window3at&arty
Billing window assign the shipping cost. UPS rether&XACT BiliTo
Account Name andddress, in addition to tB&ll-To Account Number.
Errors in the 3rdParty window assigostto the Company UPS Account.

TPBCOL - Freight 3rd Party Billed Collect. No 3prduty BillTo
window. Same as Prepaid Freight.

NOTE thatthe Shipping TermsPrepaidand Collectdo NOT refer to WHEN the
shipping cost is paid. This standard freight jargon only spEEllepaysthefreight
CARRIER:

Prepaidmeans th€onsignor (shipper)pays, and
Collect means th€onsignee (recipient)pays the carrier.
Third Party means the carrier is paid by a taitity, specified on the BOL

TheseShip Terms amenlyused for &freight)Bill of Lading,thes hi pper dwithclontr act
the carrier.

Shi p Ter mtresolvh the gaestiordod whd Wwidlarthe freightcost: The shipper
canpay for the freight ( pr espaesnwire, Thend [t hen add
recipient might pay the freight (collect), but be allowed to subtract all or part of thatlamount

from thesalesnvoice (aad0 f r ei ght al |l owanced) .

Terms &: Invoice Paymentterms, TR CodeT hi s or der 6s def aul t
code comes from th@ustomer AccourRayment Terms field.
TheseCodesnclude

NET15D Net 15 Days

NET30D (default) Net 30 Days
NET60D Net 60 Days
N30210 Net 30 2% 10(2% Discount within 10 Days)

PREPAY: Prepay Accourfautomatic Credit Hold if a Prepayment
i sndt specified). areprepadweb shop

TPB: Third Party Billing

PO #: TheCu s t o P@Ref@renceNumber (No default from 201
Customer recordlf. left blank, a promptappears teonfirm
addngt h e oSysteeNudter to this field

A default PO Number (from a 41®efault Ordetemplate) can be edited to be unique
add a date, or other suffix, to theskt PO Number.

Ter #: Territory Number. Th€ustomer & ¢ 0 uassigriedales
territorydisplaysand annot be edited here.
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Sls #&8: Sales Rep Numbeppears, if assigned in the Account
record [Prompt] allows selection of any otRep assigned tbe
Cu s t oTareitoryd s

Shp Date: (Scheduled) Ship Date; defauibdmy. A future dateholds the
order for automatic fulfillment on that date. This date appears in
sales reports, even if the ordlay e shipdntthis date

Ship-Via &: Code foraParcelor Freight carrierthe codenamedisplays
beneath afterselection This code determines fa#illment
procesdor the orderparcel 0 meoifreigh)( 0 t 1. Allc k 6
Freight carrier codesequire printing afinal Bill of Lading,
Option 336See Menu 411/98Rulfillment and Shippirfgr
more details.

Pkg Type@: UPSrequires the specified packaging in the [Prompt] list;
for other shipping services, leave the default, or blank.

Pp Nm/Am: PrePaymenNumber above PrPaymenAmount If the Order is
Pre-Paid, the CustomerCheck N umber and prepayment
Amount(nonc heck payments a iebbasadmber 0699
(imported)ordersautomaticallpopulate this field.

Line ItemColumns:
Seq: LineNumber

Qty: Quantity Ordered

Stock #E:  Stock NumberThe [Prompt] lishlsopermits morepecific
selectionpby Mfr. Serial Number; if used.

Price: Price petnit (Blank=801InventoryRecordPrice).

ThePricefield doedNOT automatically change if tB®ck Numberfield is editedtorrect
the price manualifyStock Number is changed after ailiev is entered.

B/O: BackOrder; Placespartial Quantity on B/O Hbld.

Do NOT use théBO column for arentire order, or the Order Sheet wilever(manually
or automatically) print.

Comm%: Sale€ommissiorPercentageAn entry hereverrides allother
commission ratdsom Customer, Stock Number, ®ales Rep
records

Line Total: Quantity timesPrice. This columrcandisplaya running

Subtotal use thdLnTotal/Subtotal] toggle button.

Active [Buttons] (F Keys)Note that somgButtong are common to all ConveyorWare
screens; some aneique to this screen (*=function isunique to this screen)

[Help] (F1) Br i ngs uwndavwith lfermation about theursod s
field From any [F1] Helvindow presgExtended Help] (F2)
for detailed information about tletirescreen.
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*[Override] (F2): Warning (or error) messages are built into/gters. This key
confirms avarenessf belowcost pricingor of a missing or
duplicatePO#.

[Exit] (F3): Cancels the current scrgeturringto theWork with Orderdist

[Prompt] (F4): For f i e o fodkupisignhin the field name: lists all data
choicedor thisfield.

[Refresh] (F5): On thisscreen,Refreshupdates calculatiowithout progressing
to the next screen

[Jump] (F7): Displays the curre@tustomer Accound s screen i nh your ¢
other Maus:Accounts Receivabfgystomer Account, Sales
History,Order List, andReturn/Repairs.

Note: Using[Jump] (F7)from anew (unsaved) record, or one in chamgele,
will lose any unsaved data

*[Del Ord] (F8): Deletes the oscreen ordergquiresconfirmation of the
command.The Order Status chasge VOID, and the ordeis
removed from the list by the dayend pro&edecting 4=Delete in
the Order List screen also voids the order.

[Commentq (F10): Display and/or enteEomments for the cunmné(order)record.
Order Comments are NOT saved to Invoice records.

*[Dup Ord] (F11): Onlywhen pressedhileon Add an Orderscreenthis
commancreates amentical new order (with a different System
Number)that appeain the Order listThe new order can be
edited, but the Customer Account N

[Cancel] (F12): Cancels the current screen and returns to the previous screen.

*[Adrs/Remk] (F13): Di s p | ay s ShiphoeAddvessdirelowdsdthen
[Enter] displays tiRemarks & Detailsindow

*[More Keys] (F24). Click onthiskey todisplay the following Buttons/F-
keysactivefor theWork with Ordes cr eens, evneth when t
displayeqd

*[Itm Ser No] (F15): Displays & line for eacHine-item, with3 detail fields:

1. Serial#(this could be Wanufacturei® serialor Mfr lot), an
active field for recording a unique registered unit.

System Serial #displays the stock latlocatedto thisorder),&

CustomePO Line #, an activdield fortheendcustomed s
tracking purposes; this referepigats onthe Packing Slip but
notonaninvoice.)

*[Ln Total/Sub Total] (F17): Toggleghe datalisplay in the fin&@tock Entry
column alternatindtine Totals andCumulative SubTotal.

*[Act Cmt] (F19): Displays Global comments, specific to the Customer Account.
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Shipping and Payment Entry:

In thefirst phaseof theorder you need the following:

ExpectedPaymentandShipping terms: How will the order and any shipping costs
be paid?
Transportation Metho@arrier, andservicespecifics.

1.

arwDn

Customerds Purchase@ovidedder Number (i f one
Preferred Ship Date.

Any Prepayment information, if provided. Record the Prepaymdéhtl01
beforecreating the order.

C

([@%

)

)

Viewor slectWh @ [Tab]

Warehousdlumber If more than onexistsuse[Prompt] if desired.
One order can be filled through only one warehouse.

Viewor SelecBhpTr a [Tab]

Shipping Payment TS Code TransportatiofPayment TermSoce.

Use Prompt] (F4)for selectionNot e t hat f or Shipping Te
means that the shipper pays the carri.
that the recipient pays the carridnird -Party Billing (TPB) for

shipping is complex: see the TPB section following 8hiormation

window.

Viewor SelecTerms @ [Tab]

Invoice Paymentterms,TR Code. A default value appeass specified
in the Customer Account Record. #meyInvoiceTermsCodecan be
selected with tHérompt] buttorn

Key (CustomerlPO #, [Tab]

Up tol2 digits, alphemerit.he cust omer ds Pidhechase Or
201.CustomeRecord maglisplaya blanket PO Number, but thaitl

not default herékeythe PO, if provided. Amddition&ustomer

Reference Number can be entered oR#marks and Detadsreen.

Note: IfthePO field isleft blank, a warning appears as the screen is saved, and the

Or d &yst@m Numberwill default here. THerder Listis sorted by this field,
with alphéfirst, andthen numerisorting

C

)

ViewTer #, [Tab]

2 digits, numeFerritory Number. Th€ustomerA&caunt 6 s assi gned
sales territory, a displayly field here.

KeySls # [Tab]
3 digit, numeBeles Rep Number; ifusBde f a u | tAnyBates Refr 6 .
specified henmust(alreadype assigned toifCustomes Territory.

Viewor KeyShp Date:
8 digit, numeric (mmddtyyyDateDefault is today

1/26/2016
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Note: Scheduleanorderto ship in the future: Keythe dateo process the order.
The order displayctive statusbut the order sheet/pick list will not prir@n the
ship-date, the systerautomatically allocatesstockandprints the order.

Note also: If thédccountis on Credit Hold, orders donodt 3
hold reportuntil the ship-date. If short of stock, or errors exist, the order will
continue to havACT/PCKL status.

C Keyor selecShip videl [Tab]
Up to 6 digits, alpimaerivl Code. Use[Prompt] to select fronthe
ParcelandFreight carries and/or service

Position the long ShiVia [Prompt] list witlre for FedEX,
UP for UPS, orUSfor USPS

TheShip-Via field controls theorder fulfillment andshipping process Each
Code sends the omdilér pt brc pascglbervieei t h
shippintguckbopr obhess, whi ch BOL)eshipping
manifest, and comprehensive pallet/carton labels.

I

SpecialShip-Via Codes:
BILL: No shipping, ndOL (Bill of Lading).

CPU: Customer Pick UfFreight, but nota commercial carrier.
Printingthe BOL is stiltequired but use the BOL as piak receipt.

TBD (To Be Determinedjolds anincompleterder (with PCKL status)
until a different code slected.

¢ Viewor selecPkg Type Codesd, [Tab]
Up to 6 characters, dhatfault isSPackage generic. Us@fompt] for a
UPSrequired selection, ishipping byJPS.
'SELCODE “Code Selection RPN EAL
Category: PK PACKAGING TYPE
Position To Code:
v ;CO[:EV EXPRESSCOD \E‘N:V‘ELOPE
v LETTER UPS LETTER
v PACKAG CUSTOMER SUPPLIED BOX
v TUBE TUBE
v UPSBOX UPS BOX
v | UPSPAK UPS PAK
v 1eKBOX 10 KG BOX
v 25KBOX 25 KG BOX
Q Help uv? Exit i] Detail a Cancel ‘:j Continue
C Viewor keyPp Nm/Am, [Tab]

7 digits, numd?ie-Payment Number (active field)abovePre
PaymentAmount (displayonly field) If the Order is Préaid keythe
CustomerCheck Number (noncheck payments are number

0 9 9 9 9. PBtImdanuapre-payment tAccounts Receivabléefore
entering the ordeiPrepaidwebstore ordersautomatically populate
these fields.
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Stock Enties

In this section, entér h e  anerdhandiSesincludinghon-stock itemsand
servicechargesOrderQuantity andStock Numbermust be specified

Price, Back Order, andCommissionfieldscan be lefblank; enterthese onlyo
override the defaults frormventory, Customer,andSales Repecords.

Note:If there isaDefault Order Template (Option 418)r this Customer

Account theOrder EntryScreen has appeared \W@thantities, Stock Numbers
Prices andCommissiors prefilled Editthisorderhere t he Cust ¢mer 0 s
order template is notfected.

C KeyQty, [Tab]
5 digits, numeri¢ey the full order quantity of ttock Number, even
if inventory is short. This ensures that quantity price breaks apply if a
partial BaclOrder results.

)

Select or ¢y Stock #@ [Tab]
Up to 30 digits, aipimaeriés listed in the 30nventoryrecord.

If desiredpresq Prompt] for the Stockitem Selectiomvindow

Stock Item Selection
Pos. to Co/Stock: 100

Op Stock No. Description Catgy Class On--Hand
| v UPS HANDLE UPS SHIPPING o1 - BDV ]
Y 20 MM LENTICULAR 5 MULTIFOCAL GLASS LE el1 - BDV 27
v 24 M LENTICULAR 8 MULTIFOCAL GLASS LE ©1 - BDV 273
v 4D LENS 1eMM 1eMM POLISHED EDGE 1 @1 - BDV 72
v 4D LENS 1eMM 16MM GROUND EDGE el - BDV 72

Q Help ‘1’? Exit Selections __] Detail @ Cancel ') Continue

(Prompt) Stock Item Selectidist window

TheStock ItenSelectiotist appears
1 Use thePos to (Ca/) Stockfieldto position thestock Listif needed, or
1 Navigate witthe[Next] and[Previous] buttons, or
1 Use[Page Down] & [Page Up] keyson a keyboard

This list displays more than Steck Number: TheOn-Hand Quantity is listed in the
far right column. Is theemnoughstock to fill this order?

On this window[Detail] (F11) displays a second line for each Stock Number:

v | CAT EYE LENS KIT 16MM LENSES, APERTURE €1 - BDV ]
UPC#: 987567856785 Mfg: ZZZ
v | CE APERTURE 8-16 CAT'S EYE ADJUST 8-16 €1 - BDV 179

Mfg: BDV x-ref: CAT EYE AD]

This detail line can help to find or confirm a correct Stock Number, displayni the
UPC, the Manufacturer Abbreviation, and #i&eKNumber from the 301 record. Note
that only the fields with isking entries are displayed.
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For each Stock Numbéehere are twolhwices in thé is©pt dolumn:1=Selectand
2=Mfr Serial #. If thereareManufacturer Serials (designated when stock is received thru
the Warehouse Scanner Menu), a specific MS# can be selected.

Find theStock selecby clicking ori=Select

Note: Add moreStockDetail with aSecondltem-Line, displayin@® more fields:

Presghe[ltem Ser No] button(F15)to displayhem.

ManufacturerSerialNumber (active field)
System SeriaNumber, (displayonly field, forallocatedstock)and
(CustomerPO Line Number (active field).

Notice that15is not displayed on ti@rderscreen; ugdMore Keys] (F24)to
toggle display ofF15, F17andF19,alternating with the many otheKEys.

C

)

)

View, or leyPrice, [Tab]

Up to 7 digits, numerimd assumed decimal§ptional. The 301

Inventoly RecordPrice will default when the Order is saved, including any
guantity price break. Any prie@yechere willbverrideother pricing.

View, or leyB/O, [Tab]

Up to 5 digits, numeri¢Partial Back Order) Optional. To back order

some (but not all) of this lineitem, key the number in this column. The
system can allocate and ship the available stock for this order, ailtl then
create a new orde(with a BaclOrder Hold) for the itefquantity

specified. See tlrder Management sectionfollowing.

View, or lkeyComm©%,

Up to 5 digits, numérmtional. Commission Percentagegif different
from record defaults. 8ales Commission keyed loerrides any
commissions speéifl in the Customer, Inventoaynd Territory/Sales Rep
Records.

b To Add/Display SecondLine StockDetails:

C

Presgltm Ser No] (F15)

Seqh oty  stock #[CY Price B/O c/Pct

0001 3 FEDORA| X .00 .00

Line Total

FMW Seri#: PO Ln#:

.00 .00

FMW Ser#: PO Lni#:

.00 .00
PO Ln#:

FMW Ser#:

Eachsecondihe has two active added fie®ksjal#, andPO Ln#. Between them is the
System Serial#displayonly field.

C

)

KeyManufacturer Serial Number, [Tab]

If these are used for your busin@b#fy Serial can be entereere, or
onewill be displayed when Stock is allocated by the system.

KeyPO Line Number,
If your Customer requires this referdndédr Purchas®©rder,key it
here. Tis fieldprints on thePacking Sip (butnot on thelnvoice)

1/26/2016
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C Press[Enter] toContinue

TheShipTo Informationpanelappearss OR>:

If an ERROR existdn the order,a message appears in the lower left of the screen.
Adjust entrie§F2=0verride] allows beloveost pricingand can confirm a Duplicate
No- PO. Retry saving the order wif&nter].

Note: As the systerallocateswarehousstock,onelineitem may be split into
two or more linesof partial quantity faasingle Stock Number This happens
with FIFO allocation, when each System Serial Number (i.e, receiving lot)
allocated to the order has its own item line.

A lineitem can also be split by Back-Order process. See tRemarks and
Detailswindow, following.

Even when yoknowa Lineltem will be split, entéhne entire quantity of each
Stock Number on single line. This ensusmaccurat@automatedprice breaks

ShipTo Information:

CHANGE
SHIP-TO INFORMATION PANEL

Contact: APRIL MAY

Company: MAY BEEKEEPERS

Street address: 400 S MAIN ST

City: ROYAL OAK
State/Province Abbrg MI

Country Abbrev.... g us

ZIP Code: 48067

Email:

Phone: (Numbers only)
Tax Authority@ MICHIGAN

Residential Code:

g Help Q Prompt Prompt for CA

,—gl Verify { JJ Continue

ShipTo Informationpanel
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Note: Only for orders witHUPS ShipVia codesthese twadditiona[Buttong / F-Keys
appeatr:

[Extra_UPS_Srv](F8): Use theExtra Services windowfor high value insurance,
hundredweightelivery confirmatigrsignatureestrictionfeleaseand/or Saturday
Delivery, if applicable.

[UPS Info] (F8):After order fulfillment, displaghippingManifest info here.

C Verifythe ShipTo Contact, Company, and Address
Upto 3 charactees linalphaumeri¢heCustomeA ¢ ¢ o Gmptod s

address appears.

Note that this panel hag\werify] (F11)AddressButton. Use this function soithenticate
an address through tb& Postal Service Addressatabase. The [Verify] button is alsg
found onthe201Cu st o0 me r BikTodAddiessindSBipTo Addrespanels.

<OR> If therecipientisdifferentf r om t he AToaadiessfods Shi p
thisOrder, key any changes now:

C Key Ship-To Name, Company,Address, City, [Tab]

c Key State Abbrevi! | Country Abbreved | Zip Code, [Tab]
Up to 34ligis, alpmumericALL State, Canadian Province, and Country
codes are two digiféJnited Statesd U S &9e[Prompf (F4) if
desiredfor US StateUse [CA_Prov] (F16) for Canatlae Country
Codecontrols generation @ustomsDocuments.

Key (5-digit only)Zip Code (or Intd Postal Cod@, [Tab]

Verify or keyShip-To Email, [Tab]
Up to 24 digit, alptmeri¢Optional}f parcel shipping through UPS,
USPS, or FedEXx, tlwarrier sends the tracking numbeto thisemail

address.
Key Ship-To Phoneg [Tab]

Up to 24 dig# numeri@®ptionalT he Cont act 6 s or Reci pi
Numbers only; no hyphens.

O Ox

)

View or glectTax Authority & [Tab]

Up to 30digi§ alphaumeriRequired. Default is from tlistomer
Account record. Use [Prompt] (Ff appropriatetp

select @ifferent locality fothisshipment.

)

View, or KeyRes Code, [Continue](Enter).
Blank(default aCommerciaDeliveryAddressoR6 codes for
aParcelCa r r Resideitial Surcharge

)

TheRemarks and DetaWisndow appears. Intleenteo f t he scr 8stem t he ord
Number(t he systemds Or der INoicebdaatappears Ifdi spl ayed,

there is atatus issuewith the order, eed messagelisplaysabove the active fields.
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Third-PartyBilled(TPB)Shipping

1 TPB Freight requires an agreement with the freight carrier.

1 TPB Parcelis availablenlyfor systerintegrated UPS shippingyote
thatlF the thirdparty charge refused or anythe account info is
incorrect, the shipping cost is charged back to the Shipper

For Third -Party-Billed (parcel UPSshippingTheUPS Account window
appears:

CHANGE
3 RD PARTY BILLING
UPS ACCOUNT:

9 Help IJ Continue

C Key theUPS Account Number, [Continue].
6 digits, alphanumeric.

For TPB Freight or Parce| the 3 Party Billing window appears

CHANGE
3 RD PARTY BILLING
UPS ACCOUNT:

Contact: SYDZ LIDZ

Comp...:

Street.: 9882 2ND AVE

€City.oss DETROIT

State> : MI

Cntry..: us Allowed 'US' or 'CA'.
ZIP....: 48202

Phone..: 5555555555

If the UPS account or address is incorrect, the
shipper will pay the return shipping charges.
If you are uncertain about Account address, use
Ship Terms 'Freight Collect' (COL).

f F16=CAProv.
Q Help Q Prompt @ Cancel (~J Continue

NOTE thered warning messag®n this window. If th&/PS AccountNumber
i s not correct, or i f ot her fiel ds
shipment might be billed to your Company UPS Account.

7

>

C Key theUPS Account Number, [Tab]

C KeyAll Other fields, [Continue] (Enter).
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Remarks and Details window

Include Frt Charge On Inv (Y/N): N v| (Parcel Shipments Only)
REMARKS
System Number.....: 185
Invoice Subtotal..: 1,950.00
....... 2 117.00 <=-Not all items Taxable
Invoice Total.....: 2,067.00 Check Item/Class
Order Taxable (Y/N): Y v Tax Exempt#:

Cancel Date...:
Truck ID

Override Qty/Pack (Y/N):
Back Order Short Items (Y/N):

& -

Order On Credit Hold

Bill Lading:
Cust PO#

@ Cancel [J Continue

)

)

)

)

)

Remarks and Detailsndow

View or leylInclude Frt Charge oninvoice (Y/N ), [Tab]

Y is default.This fieldwill addParcel Shipping Feesto thelnvoice.

For UPSservice, the chargarismediately added, and can be printed,
shipping with the parcel. HeedEx andUSPSservice, the charge
calculates witBay End, and appears dhe invoices printed overnight.

Bypass ordyRemarks, [Tab]

Up to four lin€Bhis note appears on tRe&k TicketPacking Slip,and
Customerlnvoice. Enterinstructionsor anote to the customer
about the orde©rders originating from the Return/Repair process
display reference fields here.

View System Number,

7 digits, numddisplayOnly field: thes y s assigmeil ©rdé&tumber
appears.

ViewSubtotal, Sales Tax, anthvoice Total,

Up to 9 digits, num@&isplayOnly fields. thes y st e md s
computedSubbtal amount for all ordered stock (whether
available onot), for applicable Sales Tax, and Order Total

Key Cancel Date, [Tab]

8 digitsnm dd yyy¥Optional). Key a date tdme-limit order
fulfillment. This prevents the ordeym shipping after a deadline, but
does NOT cancelrvoid the order. Date must he earlier than today.

ViewTruck ID field:(Blank)
Up tolOdigitsnumeric. Displa@nly field.Displays the Trudb for a
finalized freight shipment.
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(o ViewBill of Lading field: (Blank)

Up tal8, alpmumeri©isplayOnly field. Displays the
Bill of LadingNumberfor afinalizedfreight shipment

C Key asecondCustomer PO#, [Tab]
(Optional). A Customemayspecify asecond Referencer Purchase
OrderNumber for this shipment his field also prints on the Order
Sheet an8ill of Lading.

C KeyOverride Qty/Pack (Y/N):
The default i s 0N .-standarddaase packs.o ws
(Example: A cageack normally contains 12 units, but you have some
containing less or mattean 12).

C KeyBack Order Short ltems(Y):

(Optional) Blank (default) keeps an order thathiert-of-stock on the
Order list with statusCT-PCKL. The order will be automatically
fulfilled wherall stock becomes available.

0 Y @éutomatically createsexond Orderwith Back-Order (hold) for
allstocknot ininventory The new ordeBtatus will bBO/PCKL ; this
hold must benanually releasedo fulfill thatorder.

Complete the Order:

C Press [Enter] to save the order.

When requiretields have all been completed, dystem returns to tWéork with
Orderlist page.The new order appean the list

Displayan Order

Display any Order in the list, regardless of its Status cod€ginidrg Order
Screerlisplays with the list Opti@¥Display.

To display th&hipTo PanendRemarks Windowirst click onfShip-To Adrr], and then
on [Continue].
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Edit an Order

All activefieldsin an order can be changed, and additions made.

TheCompany, Customer Account andSystem Numberscannotbe changed Nptice

that these fields are dispieyy). An order for the wrong Customer Accommist be
voided, and then+entered correctly.

Order Statusaffects the editing process:
1 There are no restrictions for editing any orderRGHKL status.

1 For ACT-WHSE orders, only th8hipping PaymentTerms andShip-Via fields may
be changed without changing the order Status (and reprinideh&hegt This

feature allows the waresoe t o prepare freight orders

definite.

1 To change amyther fieldsfor anACT-WHSE order, the systemaverts its Status to
PCKL. Be sure to retrieve the original Order Sheet, and reprint it.

Do be careful, when changthg stock section of an orderyagify customized pricing

(if used). The system will defaulstemdardpricing when ite-computesprice amounts.

b To Edit an Order:
From the401Work With Ordeiselection screen, display the order/list.

C Select, or kegompany Numbe@, [Tab],
Up to3 digits, numgse.[Prompt] to select, if desired.

(@

Select, or ke@ustomerAccount Number@, [Enter].
Up to10 digits, nunldsie.[Prompt] to select, if desired.

INote: Any of the Headefieldsmaybeusedo searcHor or specifyanorder.

TheWork WithOrdet. i st screen appears with the

FMW D000000012
Conveyorware Distribution System

WORK ORD300D3
Work With Order
Company>/cust# Y 100 ¥ System Number..:
.0, Number. ..} Invoice Number.:
stocks [ Ship Date......: &/ @/ &
Select option, press Enter. M pd Y
v 36 100-100 7/31/13 7/31/13 MIKE MIKEY $02 ACT-WHSE *
v‘ 67 100-100 11/05/13 11/05/13 MIKE MIKEY PKL 1105 ACT-WHSE
ﬂ 66 100-100 11/05/13 11/05/13 MIKE MIKEY 1105 B CRD-PCKL
v 65 100-100 11/05/13 11/05/13 MIKE MIKEY 1105 w CRD-PCKL
v| 54 100-100 10/21/13 10/21/13 MIKE MIKEY 372-3732 TEN-ACTV
v 64 100-100 11/05/13 11/05/13 MIKE MIKEY 64 , L
a Help ‘Y Exit Q Prompt W Refresh Add 3 ump @
Emeri
UPS Info & Cancel Repeat Opt ActCmt
- Resel’

Work With Ordelistscreen

1/26/2016
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From theOpt box on
C

the order line,

Click on2=Change.

| f

t he

Or dPekLys s atisist hat

printed), th&Change a®rderprimary screen appears.

me a h a syptd £

However, it h e

Or d e AGISNVHSH, adelacton wisdow appears:

O -

Order Sheet already printed

CAUTION:

_3 Change_Order @ Cancel

Change_Shipping

2=Change Ordegelection window

order ds

Chooseto change th&hippingf only theShipping Termsand/or Ship-Via fields will be

different.

To changeother fieldsof the Order, remember taestroythe Order Sheet

If you:
C
TheChange

Click on[Change Shipping] (F8),
an OrdegChange Shippingscreen appears.

S  THREE CORNERS COST
O 56 65TH STREET
L
D CIT, MI
Whs
1
SYDZ LYDZ WHSE

Shipping Ternsfy

FMW D000000012

Conveyorware Distribution System CHANGE ORD307D1

Change Printed/Shipped Order

ACTIVE-IN WAREHOUSE
UMES Company/Cust .Nbr S BENEDICT ARNOLD
100 - 107 H 56 65TH STREET
Sys # Inv.# Typ Sts I
35555 187 A P P CIT, MI 35555

Terms P.O.# Ter# Sls# Pkg Type sShip Date Res Code

NET30D 001 2 2 06252014

NET 30 DAYS

PREPAY

Ship Vvia..... g HMES USF HOLLAND
a Help l? Exit Q Prompt @ Cancel
Change an Ordg€hange Shippingscreen
C Select or keBhipping Terms, [Tab]

Use [Prompt] to select, if desired.

Billingwindow does

Note: ForTPB, Freight or Parcel, use th&€hange an Ordscreen. Th&hird Party

not work here.

C

Select or ke8hip-Via, [Enter].
Use [Prompt] to select, if desired.

cannotbe changetb

Note: For an order witBHIP status, only Breight carrier can be selected; the order

a parcel carrier after fulfignt

The system saves the shipping change. When the order is prepared, the new information
will appear on thievoice(as well as on thaill of Lading.

1/26/2016
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If you:

C Click on[Change Order](F11),
The[Change Ordegelection window appears.

CAUTION:
Order Sheet already printed
RETRIEVE and DESTROY the original

< Continue @ Cancel

[Change Ordegelection window

Note: ThdChange Order]procesghanges h e dProdessrCddao PCKL, even if
no changesare made or saved. A second (correCtelgy Shedé®ick List will print with
the normal process.

When the printe@rder Sheds retrieved,
C PresgContinue].

TheChange an Ord@rimary screen appears.

e FMW  U100000019
Conveyorware Distribution System CHANGE ORD305D3
Change An Order
User ID : U100000019 ACTIVE-PRINT PCKLST
s EYE IN THE SKY Company/Cust.Nbr S IZZY SPYNEL
o 34 W WILLIS ST 100 - 100 H 34 W WILLIS ST
L Sys # Inv.# Typ Sts T
D DETROIT, MI 48201 198 A P DETROIT, MI 48201
WhEyshpTr Y Ternsy P.0.# Ter#  Sisefy Shp Date shpviafey PreTyply Pp Nm/Am
| 2 PREPAY NET36D 20150727 2c 1 2 7/29/2015 | @]  BILL PACKAG
NET 30 DAYS mmddyyyy Bill .29
Seq# Qty  Stock #Y Price B/0 Comm Line Total
0001 24 CE APERTURE 8-16 70.00 10.00 1,680.00
eee2 .0 .00
eee3 .00 .09
0004 .00 .00
eees .00 .00
eees .00 .00
8007 .0 .00
0608 .0 .00
Sales Tax: 100.80 Total: 1,780.80 @
a Help \;., Override lﬁ Exit Q Prompt 2 W Rofresh Y Jump Del Ord
-~ S— . e — Enter
- .
@() Comments Dup_Order & Cancel ShipToAdsr More keys Res&tl
e - e et —t

Change an Orde@rimary detail screen

See the sectiinAd d a N efar defailed seneed instruction®ll of the active
Shipping and Payment, Stock Item Entry-Bhiimfo, and Remarks and Details fields may
be changed.

Note thatanewly-added Stock Numbem anexistingorder will display witRED
Quantity andPrice until the system has allocated stock to tfigm. Ser_No.] (F15)
displays the second itdime with the (allocate8ystem Serial Number

The Stock Numberfield will be red only when theres n 6 t e ok to fillghle ordet. o
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T h e OBales RefNsmber and/orWarehouseNumbermay be edited. The same
Stock Number in differei/arehouses can have diffel@mmnmissiongnd Sales Reps can
have specified commissions, too. When changing these fields, a confirmation window
prompts toRecalculate Commission:

RECALCULATE COMMISSION %
SalesPerson or Warehouse Changed, Do you want to
Recalculate Commission Percentages? Y/N Y

a Help ‘J Continue

Recalculate Commissiwimdow

C PresgEnter] to confirm.

oY6 thedefaultKe W60t o keep the existing
accrual calculation.

Note that Sales Rep Warehousgeassignmentalso strips out amganual entries in the
Or d €& solumn. Commission will becalculated accordingppe-setrates
unlessa manual rate is-emtered

Recalculating Prices

When an Order is edited, be aware that phicest automatically recalculate This
feature prevents the automated override of any manually entered pricing, but it also requires
user attention:

1 Whenalné t eStobksNumberis changed, tHmei t e md s notchacge. do e s
Deleting the displayed price wit make the system insert the correct price.

When changing ti&ock Numberof a lineitem manually keheSt oc k Nu mbiler
Price.

1 Be aware that QutityPrice Breaksdo NOT re-compute.Price Breakisom the 301
Stock Record are computady whenadding a Stock Numbersiot whenchanging
Quantity of a Stock NumbeiThe line total will recalculate when the new Quantity is
saved, but thiine totalwouldjustreflect thenewquantity at theld price.

Whenchangng theQuantity of a Stock Number with Price Breakanually kethenew
Quantity Price.

b To Save the Edited Order,
C PresgEnter] to Savechanges.

PresgEnter] to progress througdl order screens. Changes to the primary order screen
will not be saved until the firkémarks & Detailscreen is saved.

NOTE: Track downanddestroyobsoletgrinted documesiPick Ticket/Order Shegto
prevent order fulfilmerand shipping errars
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Release Order Holds

Any ordemwith astatugprocess codes fdcredit Hold, Back-Order (H old), (Shipping)

Hold, or Tentative, orwith aFuture-Ship Date can be released to Active status.

The systerthenallocate Stockto the order, and the GedSheet/Pick List will priift the
order can be filled novDption box selections automatically gheestatus changand the

system returns to tivgork with Ordel ist screen.

FutureShip Orders already have A@ctivekstatus. They may be releasenhioediate
fulfillment by changing tt&hip Dateon the Order detail screen.

P.0. Number...[}

stock# [5Y

Select option, press Enter.

companygc.mng 102

Conveyorware Distribution System

Work With Order

Ship To Name..:

System Number. :

Invoice Number:

Ship Date.....:

FMW U100000019
WORK  ORD300D3

@] mmddyyyy

p Syst Cmp stomer# Shp Date Ship To PO Number Status  Cn
233 102 99 10/23/15 10/23/15 CAR;EN MI FULL L-I BO B/O-PCKL
236 12 99 10/23/15 10/23/15 MARCELLUS ©e4575A ACT-HOLD
230 102 99 10/23/15 10/23/15 CARMEN MI 2015-1023A ACT-COMP
231 1e2 99 10/23/15 10/23/15 CARMEN MI 2015-1023B ACT-COMP
232 102 99 10/23/15 10/23/15 CARMEN MI 2015-1023C ACT-COMP
235 1e2 99 10/23/15 10/23/15 MIKE COWA 2015-1023E CRD-PCKL
234 102 99 10/23/15 10/23/15 CARMEN MI 2015-123D ACT-COMP |
0 Help i * Exit Prompt Add "; Jump UPS Info
‘ Q Enterl
@ Cancel Repeat Opt ActCmt )| Continue e [i
Work With Ordelist screen
b To Release an Order witta Credit Hold:
From the 401Work with Ordet. i st scr een, in the
C Click onOpt 6 =Rel Crd.
The system releases the hbjghassing credit limit and payment terms issirdess
another issue exi sA-PCKkLhe Orderds stat
b To Release an Order witta Back-Order Hold:
See the following sectianOr d enagenMiat with Backr der Hol d 6.
C Click onOpt 8 =Rel B/O.
The system releases the hol d. Unl ess
PCKL.
1/26/2016 400 Orders, Fulfillment, Shipping 32

Order
us 1 s
anot he



Orders, Fulfillment, Shipping

b To Release an Order wittShipping Hold:
A Manual Shipping Hold maintainsoanpleted, notpickedup Parcel

order in the warehousgernight. This hold keeps the Order in the active
list, bypassing the normal EEyd removal.

>

C Click onOpt 18 =Hold/Unhold .

The system releasesthe hdld.e Or der 6 s s-CGMPwwwilidsappearw ACT
from the Order List with the Dd&nd process.

b To Release a Tentative Order to Active Status:
C Click onOpt 19 =Rel Tent.
The system releases the hol d. UnNACEB-ss anot he

PCKL. Normal order fulfillment takes place.

b To Release a FutureShip Order for Fulfillment:

A FutureShip Order status &readCT-PCKL, but theshp Datefield
prevents fulfilment. From the 40ork with OrdeiCustomer List screen,
in theOpthoxger 0s

C Click on2=Change.
The Order detail screen appears. IistigeDatefield,
C KeyTodayds (or any desired) Date, [

PresgEnter] to progress througdll Order screens. Changes to the primary order screen
will not be saved until the firkémarks & Detailscreen is saved.

Unless another issue existh, e Or der 6 s HPEKLt us i s now ACT
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Copy an Order

It can be useful to duplicate an existing orfleere aréwo ways tacopyan order, but it is
not possible to change the Customer Account when doiAgtse fields inhe new order
can be editedChoose the methadh at meet s the customerds need:s

1 Copy theorder as it is beirgdded. Onlyone copy of anorder can be created this
way. ThePO Number field in the copganbe changed before the copy is saved.

1 Copy arExisting orderfrom the Work with Ordes list. The new order will have
the sam®O Numberas t he or i gi,ardtke,POfieiddaimotoeuf f i x océ
changed

Expectthen e w o statug/proiess codedo be thesameas the original order; any
holds or a future shipping date still apply. If, howtneeoriginabrderis alreadyACT-
WHSEor ACT-COMP, he new ordestatus will be AGPCKL.

b To Copy an Orderwhile Adding:
From theAdd an Ordeprimary screen,

C Complete th&hipping, Payment,andStock Entry sections
for the primary screeyi thefirst new order.

C Click on[Dup Order] (F11)

The Duplicat®©rderis created with the saprmary screen as the original; the duplicate
will display aftetompletinghe screens of thfirst order.

C PresgEnter] to Continue.

C Complete th&hip-To Information Panel, then[Enter] to
Continue.

C Complete th®emarks Panelthen[Enter] to Continue.

A secondPrimary screen appear#thva differenSystem Number and with
ODUPLI ORDERS at | d'keP® Numieef field is the same as thginal
order, it can be editedow.

C Edit the Duplicate Order.
Click through all screens to samg changes the duplicate.

Any active fields in the new order caohangd, ifdesied. Continue through th8hipTo
andRemarksvindows, completing the second arder

TheWork with Ordes List screen displays both new orders. To display any changes to the
duplicate order, refresh the list screen.
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b To Copy anExisting Order:

From theWork With OrdeiCustomer Account List screen, in@p box
of the Order to be copied,

C Click on3=Copy.

C PresgCancel] or [Exit],
This kacls out of theDrder list exiting to thérder Menu This process will teompile the
Order list.

C Click on401Work with Order,

C Redisplaythe Order List.

Selecthe Customer Numbeor position the lisis desired.

TheNew Order, wi t hCreat® RhtaandasnevibystemNumber, is on the listThe
PO Number has an added suffixc. 6

Note:Many copies of a single order can be created@w@lopy. Subsequent copies haye

progressing letter suffixesThe second copyd6s is o0do6, |[foll owe
Inthec 0 pQ@pbbex,
C Click on2=Change

TheWork with Ordeprimary screen displays.

C Edit the Duplicate Order.
Click through all screens to samg changes the duplicate.

Any active fields ithe new order (except the PO)can be changed, if desired. Continue
through theShipTo andRemarksvindows, completing the second order.

TheWork with Ordes List screen displays both new orders. To display any changes to the
duplicate order, refrestetlist screen.
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Delete/Voidan Order

Deletioncanced an ordeprior to completion/ shipping. This process is useful if:
9 Thecustomer cancelghe order,
1 A single order has beentered twice or
1 The order was created for thwng CustomerAccount.

Other ordemproblemscan be corrected with tBeChangeediingprocess. If the order
has the statBCT-WHSE, be sure ttrack down and destroythe Pick.istOrder Sheet;
a warning window prompts for confirmation.

Note that the systepanallow an order to be deleted when itC@MP or SHIP status;
permissionfor this function resides in the Admin 900 Menu, o8k with User ID The
0del edesvd d | remain in the system, but
generated to of$ the transaction.

b To Delete an Order from the List screen
From the 401Work with Ordeiselection screen,

C Select or &y CustomerAccount Number&! [Enter]
Up to10 digit, numbise[ Prompt] to selectif desired.

TheWork With OrdelList detail screen appears, with the Custoenders.

IR FMW D000000012
Conveyorware Distribution System WORK ORD300D3
Work With Order
Company>/Cust# [} 100 7 System Number..:
P.0. Number...[CY Invoice Number.:
stock# O} Ship Date......: &/ &1/ &
Select option, press Enter. Mo Dd Yr
I 53 100-099 10/21/13 10/21/13 SYDZ LIDZ BO ON-LINEc ACT-WHSE
v 52 100-099 10/21/13 10/21/13 SYDZ LIDZ CW 403 CRD-PCKL
v 63 100-099 11/04/13 11/04/13 SYDZ LIDZ CW 444 CRD-PCKL
v 55 100-099 10/22/13 10/22/13 SYDZ LIDZ NEX LINE BO ACT-WHSE
v 56 100-099 10/22/13 11/15/13 SYDZ LIDZ NEX LINE BOc ACT-PCKL
a Help l# Exit Q Prompt 2 W Refresh Add 3 Jump
UPS Info & Cancel Repeat Opt Act Cmt Enter
Rese!
Work with Ordetistscreen
On t he Or deQpthsex, | i ne, in the

Cc Click on4=Delete

If the Orderprocess code BCKL, aDelete Ordeconfirmation screen appears.

If the Order process codedHSE, the Order SheéiVarningappears:

CAUTION:
Order Sheet already printed
RETRIEVE and DESTROY the original

< Continue & Cancel

Order SheéWarning
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C PresgContinue] to confirm.
Or, presgCancelio return to theDrder Listscreen.

TheDelete Ordeconfirmation screen appears.

Conveyorware Distribution System DEL : [)6
Delete Order
Press Enter to confirm your choice(s) for delete.
Press to return to change your choice(s).
<s) Cancel
System# Comp./Acoth Ship Date Ship To PO Number Status Cm
0000046 100-101 00111213 SAME AS BILL-TO BO IF SHORT ACT-PCKL
Enter
<’) Cancel
Rese
Delete Order confirmation screen.
C PresgEnter] to confirm deletion.
C PresgCancel] to preserve the order.

The system returns to tiéork with Ordeltist screen. The deleted order has staids
(or CRD, etc.WOID, and will be removed from the list by the-Bag process.

A secondDelete Orderoption exists in the system: When2h€hangeoption is used,
the Change an Ordscreen displaygDel Ord] button(F8)

b To Delete an Order from the Change Order screen:
From theChangen Orderprimary screen,

C Press[Del Ord].

A confirmation messagppears

Delete This Order (Y/N) :

In the response field,

C Keyo Y6, [Enter].
(Keyo N ¢o preserve the order, returning to @enge Order
screeh

The system voids the order and returns tovibilk With Ordetist detail screen. The order
is still listed, but the status column indicates the o@Ti¥’OID . The order will be
removed from the list by tie®y-End process.
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Order Management with Ba©kder Hold:

ConveyorWarallocates stockin timebasedSystem Number order Stock is assigned to
active orders, and if there is not enough stock for even one line item, the order will not print
for fulfilment. The order list shows the order as active, but it keeps the PCKL status. The
Orderremains with ACT/PCKL status until there is stock available to &htiheorder.

An unfill ed opendiegstitsis mayCcaulsed @dblems:
1. The customer receives NONE the order.
2. The availablstock thatisallocatedto the order sits in the warehouse.

A Back Order Hold can manage these situations.

During Orderentry, the Remarksvindow LR
(third Order screen) has tlfiisal field: Include Prt Chaxge on fnv (1/N): N o] (Pazcel shipnencs Only)

Back Order Short ltems(Y/N ): [ ]

3.12 <-Not all items Taxable
51.12 Check Item/Class

0 Y id this fieldwill automatically ship
available stock for the order, amidl g 7
automatically back-order theremainder.| =~
The system will print an Order Sheet fO] oveeeia auyeacr -

available stock (if any) and wrilate a e

(second orderwith Back Order Hold | 8 = @ et 0 conne

status.

Remarks and Detailsndow

Note: ABack-Order status must be actively assignedBackOrder statusemovesall
stockallocatedto the order, freeinttpe stocko be allocated to other orders. Bac#er is
aHOLD status, and must beanually releasedo re-activate the order.

Check stock status:Duringmanuabrder entry, use th¢Prompt] for each Stock
Numberselectionto display th&tock Lisshowing Orhand Quantities

Or, check stock statafter savingthe order. From thé&/ork with Ordel ist screen,
display the rler with the2=Changeoption.

If anitem line isRED, t h e moeef@iosigh stockto completely fill the order. You have
three choices:

1. Do Nothing.

2. Partial-Ship withPartial Back-Order, or

3. Full Back-Order.
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b To Do Nothing:

Thepending status may not be a problem for your customer, or for you. If sufficient stock
is expected imgavehe order fomutomatic stockallocation andfulfillment when stock is
available.

b To Partial-Ship an Ordemwith aPartial Back-Order:

BEWARE: Do not usethe Back OrderQuantity field(s)for anentire order. If the
Order QuantityequalstheB/O Quantity, there IO PARTIAL tofulfill, and the order
will NEVER be processed.

From the 401Work with Ordet i st screeOptfietidn the Order ds

C Click on2=Change

TheChange an Ordeletail screen appears.

Seq# Oty  stock a Price B/O c/Pct Line Total
0001 4 DERBY 65.00 5.00 260.00

0002 4 CLOCHE 45.00 4.00 180.00
0003 .00 .00

nona

Change an Ordeletail screen, Shart-Stock line item

On the Order screen, asiyort-of-stock line item ised.

C Find theAvailable Quantity of the Stock Number,
C Subtract thigf any) from thé©rder Qty, and
In the Back-Order (B/O) Column of the line item,
C Key theQuantity to Back Order,
C Pres§Enter] to save.

When the edit is saved, Conveyor\Wiaateswo line items for the partial stock

guantities. Only the eaf-stock, backrder quantity line is red. Now, the order sheet will
print, be partially filled, and ship. Blé-of-stock quantity will becarred (by the Day

End procesgp aNew Order, with Back Ordeirold status, andith aNew System

Number.

Thenew Sales Order carries all the specifications of the original order, including quantity
price breaks. Treystem addspar e f i xo the BrigiGaPurchase Ordeffield.

I f t he s ofwawlousebasagament pnacdss
not followed, stock allocateddaeprinted Order can be taker
for adifferentorder.

See 988®n-Demand Order Sheanhd 988rder Scan Verify
(Fulfillmen) for more Short Stock/Back Order options.

1/26/2016 400 Orders, Fulfillment, Shipping 39



Orders, Fulfillment, Shipping

b To Placean ACT-PCKL Order on Full BackOrder Hold:

If the Order Statusis ACT-PCKL: The Pick List hasot been printed. From the 401.
Work with Ordett i s t screen, in the Order6s Opt box,

C Click on9=Put B/O.

The Or der 06 B/OSRCKIlt. Uihe stocls édcatedwio the order has been released
from it. The entire order will be held until the Baxder status is manually released.

b To Placean ACT-WHSE Order on Full BackOrder Hold:

If the Order Status is AGNWHSE: TheOrder SheefPick List has beeinted. Prevent
problems:
C Retrievethe Pick List!

When you are certain the ordes in the process of being shipped: from the \ Wik
with Orderl i s t screefptbok,n the Order ds

C Click on2=Change.
A selection window apgres:

CAUTION:

Order Sheet already printed

Q Help Change_Shipping E] Change_Order @ Cancel

2=Change Ordegelection window

C Click on[Change_Order].

A window appearsith an Order Sheet warning

CAUTION:
Order Sheet already printed
RETRIEVE and DESTROY the original

~ Continue & Cancel

C Presg Continue] to confirm the Pick List retrieval.

The panel disappears. The Order may now be @litetje the ordesstatusto PCKL
by continuing through ALL ordscreers

C Presg§Enter], [Enter], [Enter] .

The systerdisplayshe ShipTo window and then th®emarksvindow andreturns to the
Work with Order list screen. To place the Back Orderholdi n t Optfie@dr der 6 s

C Click on9=Put B/O.
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The Or der 6 B/OSRCKIt. Uihestacksallopatedto the order has been
releasedirom it. The entire order will be held until the Bader status is manually
releaseds e e t he pr KReldasearsOrdeHoldt © o n , 0

Note: When a BadRrder Hold is released, available stock is allocated based on the|System
Number. The system dassre-allocate stockfrom existing orders unldbseorders are
placed on Bae®rder holdpor the 4110rder Fulfillment & Shippg MenuOption 983
Print On-Demand Order Sheep r o ¢ e s s iPsint wits Redllocationt ofi 0
ltems=Y0 .
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OPTION 41Q CreateaCredit Memo

This process posts credit@@ustomer Accounit is the opposite of an invoitgsue a

Credit Memo:
9 for returned stock
9 to correct goricing error, or
1 for a (noninventory)serviceor intangible.

For anyReturn/Repair Order that wagprocessed througtil R/R Orders aReturn
Authorization wasrequired, and &Credit Requisitioworksheet has printed.

If commissionsapplied or if a crediinvolves stockfrom multiple invoices, do usea
credit requisitionf a Return Authorization s meéded (as in the 701 process), pter©

708 Createa Credit Requisitigrbeforecreatinga Credit Memo here.

For returned Stock,Gredit Requisitions e ar ches t he
9 verifies that the customaurchasedthe stock,
1 retrieves therice paid (unit price or discounted), and
1 pulls ancommission paid into the cretiing process.

Cust omer

For asimple stock credit the requition processanbe skippedbut the (saleshvoice
N umber is requiredVerify pricing andstock entriego ensure theorrect amount of

credit.

For a norinventory, intangible customer account credit,

To correct amver-pricing error, a simple credit (with an intangible Stock Number) for the

difference might seem simple and easy. That process, howeweaptureaccurate

pricing for reportirg and accounting functions.

b To Post a Credit Memo for Returned Merchandise:

From the 400 Order Menu,

>

C Click on41Q Create Credit Memg or
C Key c¢ o mdbig[Ender] o

TheCreate a Credit Menselection screen appears.

FMW D000000012

Conveyorware Distribution System CREATE CRD305D3

Create a Credit Memo

Q Prompt
é) Cancel

3 a Refresh

Enter I

Reseti
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Create a Credit Menselection screen.

At this time, mangf the fields on the selection screen are visible, but not active yet.
Complete the following active fields:

C

)

Viewselect, or &yCompany Number@, [Tab]
Up to 3digits, numeric.

Key Customer Number@, [Tab] <OR> [Enter]

Up to 10 digits, numerigey or select the Customer Account
Number.

Press eithdiab], <OR> [Enter].

1 For aCredit Redrom the701Return/Repair process,
use[Tab], and key the Return/Repair (Rcvr) Number.

1 Ifthe Creditd 0 e smvoldeta 701 Requisition, use
[Enter]. [Enter] bypasses the Rcvr field, actilvates
the rest of the screends

KeyRcvr Number, [Tab]

Up to 7 digits, numeric. Warehouse Return/Repair Number.
Optional: Usenlyif a credit requisition was ated for the
return through the 70R/R Menu

KeyCredit Dollar Amount,theno-6, [ Tab]

9 digits, numeric. Thetal must matchthat on theCredit
Requisition.This field may be edited later

NOTE: Key all Credit Memos witliiiii  ( n e g a ttoipeskas & riegative to
Accounts Receivable. A Credit Memo is a negative Invoice.

C

)

Key Cust Ref#, [Tab]

Upt to 12 digits, numeric. This reference field will carry to the
Remarks field that prints on the Credit Memo.

KeyWarehouse Number, [Enter]

Up to 10 digits, numeric. Enter t8hipping (not the Returns)
Warehouse Number.

TheCreate a Credit Mendetail screen displays the specified information.

1/26/2016
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ST b FMW U100000019
Conveyorware Distribution System CREATE  CRD305D3
Create a Credit Memo
Comp.g/
Custry: 100 99 S BETA DATA VISION S CREDIT MEMO
Return#: 102 O 4643 WOODWARD AVE H
Credit$: L 1
D DETROIT,MI 48201 P
Ref. to Invoice:
Date Number Ty  Sls# Whs# Cust.Ref.#.: a1

6252015 a1 1 1 1
Seq# Qty stock [y Unit Price Comm %

1 1 20 MM LENTICULAR 85.00- 10.00

2

3

4

5

6

7

8

2
’ : a
Q Help \.— Override [ﬁ' Exit Q Prompt W Refresh
» Enteri
F8=Toggle Comm &) Comments & Cancel
Rese

Orders, Fulfillment, Shipping

Create A Credit Mendetail screen

In this screen, more of the displayed fields are active, and some are now filled with
information from the&Credit Requisitigrand from th&ustomer Accoumecord.

C

(@]

([@%

(@

)

(@

)

Review th€redit Total

Up to 9 digits, numeritf decreasing the total with a rekiog
fee,adjust the totalnow.

ReviewSoldTo Name & Address

UptodlinesThe Customer
Address; mayot be edited here.

Account ds bi

ViewShip-To field: Credit Memo

Up to 2 digits, numefiibere is no shifo process for account
credits.

ViewTy, [Tab]

Up to2 digits, numericThe Cust omer
Territory appears, and may not be edited here.

ViewSs #, [Tab]

Up to 3 digits, numeriGales RegNumber, from the original
transaction. A deduction
commission earnings.

mi ght

ViewRef. to Invoice Date, [Tab]

8 digits, numeric, format mmddyyyy. The Invoice or Debit
Memo date this credit applies to, retrieved froAithe ount 6 s
sales history.

ViewRef. to Invoice Number, [Tab]

7 digits, numeric. Invoice number for the first item line of the
requi sition worksheet, retri

1/26/2016

400 Orders, Fulfillment, Shipping 44

Account 0s

be

eved

a

f



Orders, Fulfillment, Shipping

NOTE: when posting a credit from a complegelisition, prices and quantities
are pulled from the requisition record into the credit memo. If the Requisitjon
originated from the 700 Returns Menu, the requisition uses the price from the
specified Invoice from the Return Authorization. Otherthisg@rice paid on the
most recent Invoice is used.

If all of the returned stock wiiem a single invoice enter the Invoice Number
and Date in those fields.

Add the stock:

C KeyQty, [Tab]
Up to5 digits, numeri&nter the Unit Quantity.

C Select bkeyStock Number @ [Tab]

Up to 30 digits, alpmumericEnter the item stock number as
listed in the inventory file, or Usd] to choose the item.

C KeyUnit Price, [Tab]

Up to 7 digits, numetic
C KeyComm %, [Tab]

4 digits numeric. | (Optional: use F8 to activate this column.)

Key

the orderds commi ssion percentage,;

For a 5% commi ssi on, key 056

For a 3.5% commission, key 03.560.
C KeyRemarks.

In the four numbered lines across the bottom odheen, any
note to the customer will print on the Credit Memo.

Restocking Fee
Create a Stock Numbefwith intangibles manufacturer ZZZ) for restocking fees..
Enter the restocking fee in the stock item section. A separate total appears in sales
analysiseports for the fees.

b To Enter a Fee as a Stockem:

C KeyQty, [Tab]

5 digits, numeric. A penit quantity, or a single charge may be
entered, but aumber isrequired.

C Key Stock Number, [Tab]
30 digits, alpha/numeric. Use [F4=prompt] if desired
C Key Unit Price

7 digits, numeric. Key ap@sitive amount, taeducethe
amount of the credit.

b To Save the CreditMemo:
C PresgEnter].
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If there are no errors the system returns a cleared screen with the Credit Memo
Number and System Number.

For an er CrdtMenmosRe@rgoghe Same Invoide:
This credit and another one in history refer to the same invomerfide the
mesage:

C Pres§F2=0verride]

b To Print the Credit Memo:

The Credit Memo appsar i n 40bQiderg IGss
C Click on641 Display Sales History.

The Display Sales History selection screen a
Invoices and Credilemos:

C Key CompanyandCustomer Account Numbers, [Enter].
Use[Prompt]to selectif desired.

The Cust o mEistoryist appears) Ndvigating the tisttheCredit Merm 6 s
Opt field

C Click on5=Display.
TheCredit Memas displayed. Ahe bottom of the display screen,
C Click on[F13=Print].
The system display€anfirmatiorwindow. In thePrint Invoice Y/N field,
C K e Yo [Enter].

The Credit Memo prints. The CM can also be displayed and, pftatetie dagnd,
throudh theAccounts Receivable Me@ption 109 Sales History.

Reverse a Credit Memo

A Credit Memo can lieletedfrom the 40 Work withOrdess List, with list Option

4=Delete. This process Changes thé §tatus to Void, and it is removed from the Order
listby the DayEnd program. This process completely deletes the Credit Memo. The Sales
History will have no record of the credit
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OPTION 4 23 Add a Tentative Order

Tentative orders are helpful in inventory management, for planning stock levels. They
appear in the 318tock Forecast Repoalong with active orders that have Ship Dates in

the future.

A tentative order is added | ike any standard
files, but it is noted &sntative on the Order lisBtatusf i el d, and di splays 0T
Order 6 on the Order screen. Shedt/Rick lsstisa ¢ o mmi t

not printed, and inventory stocknst allocated

The tentative order may be deleted, or it may be changed to active status when confirmed.
Note that if/when the ordas confirmed, th&?O Number field can be edited.

b To Add aTentative Order:

C Click on441, Add a Tentative Orderor

C Keycommand 4416, [ Enter].

TheAdd a Tentative Ord€ustomer selection screen appears.

FMW U300000019

Conveyorware Distribution System ADD ORD301D3

Add an Order

TENTATIVE

Cumpany/Cust.Nbrg 100

9 Help i? Exit Q Prompt @ Cancel Emeri

| IS

Continue
J . Resetl

Add a Tentative Ordé€ustomer selection screen

C View, select, or k&§ompany Numbet@, [Tab]
Up ta3 digits, numeiise [Prompt], if desirea, $elect.
C Select or kegustomer Account Numbe@, [Enter]

Up to 10 digits, numdsie.[Prompt], if desired, $elect.

The 401Add an Ordescreen appears.
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~ Ty FMW D000000012
onveyorware Distribution System ADD  ORD305D3
Add An Order
Order Wtr: TENTATIVE ORDER
s MIKES MENSWEAR Company/cuﬂt .Nbr s YOU WILL BE PROMPTED
o 456 SIXTH 100 = 100 H TO TYPE ADDRESS LATER
L Sys # Inv.# Typ Sts 1 OR APPLY F13 (SHIFT+F1)
D CITY, MI 48555 T P NOW 00000
whiCY shpT-iCY Terms|CY P.O.# Ter#  s1sefCY PkaTyplel shpvialQy Shp Date Pp Nm/Am
1 PREPAY NET30D 1 1 PACKAG BILL 03172014
Res Code NET 30 DAYS Bill .00
Seq# oty stock #[CY Price B/O c/Pct Line Total
0001 .00 .00
0002 .00 .00
0003 .00 .00
0004 .00 .00
0005 .00 .00
0006 .00 .00
0007 .00 .00
0008 .00 .00 +
sales Tax: .00 Total: .00
a Help \ ~ Override ‘1' Exit Q Prompt 2 W Refresh ‘Y Jump Del_Ord G
e e — £
‘(‘) Add_Cmts Dup_Order & Cancel ShipToAdr More keys Emerl
Reset‘

Add an Ordescreen, Tentative order.

0Tent at i stausdpreatseat thie top right of the screen. The Customer

Accountds settings and information def aul

Complete the order as desired; remember to save all three Order screens. More
detailed instruction for adding customer orders is found®i.Work with
Orders.

C Include theprojected Ship Date.

Ship Dateis important for th&tock Forecast Report

C When finished, prefiSnter] to save.

The system returns to the 4¢dd Tentative Ordescreen.

Sy FMW D000000012
Conveyorware Distribution System ADD ORD301D3

Add an Order

TENTATIVE ORDER ENTRY

Company/Cust.Nbrfg] | 100 | - System#: 0000141
Total..: 51.12
A tentative order is added like any standard order, but the Order is not
active, and the stock items are not allocated from inventory. To change a
tentative order to active status, use opt.401: from the Customers Order List

in the 'Opt' field, click on '19=Rel.Tent'.

Enter i

a Help l¢ Exit Q Prompt ™™ Dup Order @ Cancel .
l | Resetl
=4

The new Te nSystamiNuneberahdTdtal Andosnt are displayed.
Thetentative order appears in the @@der List with status TENMCTV.
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b To Delete a Tentative Order:
From the401 Work with Order i st , | Opthok,e or der 6s

C Click ond4=Delete, then
C PresgEnter] to confirm deletion.

A tentative order may also be deleted, when displayed @lithrigre, using the
[F8=Del Ord] key.

b To Release a Tentative Order to Active Status:
From the401 Work withOrder i st , i n the orderds
C Click on19=Rel Tent.

The order is nowctive the system can allocate stock to it.

Note: Be certaithat thePO Number, Ship Date,and other detaikrecorrect.
As it becomes an active order, the system cbiekis Status (first) and then
stock levels. Checkthe order status after using 19=Release Tentative Status.
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OPTION 419: Work with Default Orders

A Default Order sets up a Custormpecific template with commonly ordered stock, and

with (optional)pres e t

price

and commi s s i(amdprickdach wonot

St ock

Number

entry

i f

t hese are

i ncl

uded

With default orders, stock prices and commissions percentage can be unique for each
Customer Acaunt. As you create any order for this customer, all of the defatdtrime

appear on thadd an Ordescreen.

A blanket purchase order number, if used, may be included with the order template. The
ConveyorWare 4@rderprocess alerts the user if a PO Number has been used already; just
override that message, or add a sequential suffix with each new order.

b To Work with Default Orders:
C Click on419, Work with Default Orders
C Keycommand 4196, [ Enter]

TheWork withDefault Ordetist screen appeavdth a list of all customers with
default Orders for the default Company Number. Specify another Company
Number, and its Default Order list appears.

Conveyorware Distribution System
Work with Default Orders

Comp/Cust(y 100

Select option, press Enter.

opt Comp-Customer  Name Blanket PO  Line

v 1ee 160 EYE IN THE SKY 2e1s
101 NEWLENZ

100

a Help ‘?

102 CLIENT 121

&

2015

@ o

=

Exit

FMW U100000019
WORK ORD328D3

Items
1
2
5 L o

Refresh AddCust
Enter

ActCmt

! J  Continue

Reieli

Work With Default Ordeselection/list screen

TheDefault Orderdist columns include

ti@pt field, Customer Account

Number andName, Blanket PO Number,and (Number ofline Items on the

Default Order.

Opt box choices are:

2=Change: Editthe Blanket PO and/or linéems of the template.
3=Copy: Create a Default Order for a different Customer
Account, with identical lineems.

4=Delete: Deletes the Default Order for the Customer Account.
5=Display: Displays a reamhly copy of the Default Order.

Note the[Acct Cmt] (F19) button. Witla Customer Number specified, this brings

up t he Glokat Gommeentdiredow.
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b To Add a Default Order for a Customer:
C Click on[AddCust] (F6)

TheAdd Default Ordescreen appears.

FMW U100000019

Conveyorware Distribution System ADD ORD329D3
Add Default Order
Company/Customer#. ... [} 9
Blanket PO#.......000t
Line# Qty Stock Numberg‘ Price Commission¥
1e
20
3e
40
50
60
70
8e
90
1ee
Q Help l# Exit Q Prompt W Refresh _] Details @
Enterl
@ Cancel ‘4 Continue
ead—— Reset]

Add Default Ordedetailscreen

Each Customer 6s Def alterhsfandiact kitem damhaves peci fi ed
customized pricing and commission. [Details] (F11) button adds a second line with
Stock Description for each hitem.

If the Blanket PO, Price andCommissionfieldsare left blank:
1 A PO Number can be specified as each new order is created.
1 The Unit Price and Commission Percentage that are specified elsewhere in the system will
default to new orders.

C View, key or sele@ompany Number& [Tab].
Use [Prompt] (F4ptselect Company, if desired.

C Key or seleatustomer Number &, [Tab].
Use [Prompt] (F4) to select, if desired.
C KeyBlanket P.O. Number, [Tab]

Up to 12 characters, alphar{@ptoica) If there is a blanket
PO number foall invoices, enter it inithfield; otherwise leave
it blank.

In the Stock Entrysection,
C Key Quantity, [Tab]
Up to 5 digitEnterat least 1as a quantity for all luiems.
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Select or keStock Number &4, [Tab]

Up to 30 charac@phanumetise[Prompt] (F4) toselect, if
desired.

(@

(@]

KeyPrice, [Tab]

Up to 7 digi{@ptiona). Whole dollarassumedadd a decimal,
if neededPrice for this customer for this item.

(@

Key Commission Percent, [Tab]

Up to 5 digits, including déOiptiaina). Commission paid for
this Customer, for thiStock Number

(@]

KeyAdditional Line Items.
As desired. When finished,

C Pres$Enter] to save.

The system stores the PO and default Stock for this Customer. The Purchase
Order number and the line itemay be edited in each order, as desired.

b To Edit an Existing Default Order:

From the 41%ork with Default Ordes i s t , in the Customer
Opt box,

C Click on2=Change.

TheChange Default Ordecreen appears.
FMW U100000019

Conveyorware Distribution System CHANGE ORD3291D3
Change Default Order

Company/Customer#. . g 9 100 EYE SPY
Blanket POW#..........: AB12

Line# Qty Stock Number[Zy Price Commission%
25 120 WIDGET 60.00 10.00
28 240 GEEGAK 12.00

Hel B e Prompt 52 W Refresh =| Details
Q . ( Q c: L —I Emeri
@ Cancel : 4| Continue - ‘I

Change Default Ordscreen
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This screedisplays the Company and Customer NumBlensket PO Numbeand the
Stock Numbers with Quantities, Prices and Commission Rates.

C View, or ediBlanket PO Number, [Tab]

Up to 12 characters, alpharui@€rimay be displayed, but it
may not be changed on this screen.

C View or @it Default Quantity, [Tab]
5 digitdf desired
C View or @it Stock Number, [Tab]
Up to 30 characters, alphanfidesiied
C Edit Price, [Tab]
Up to7 digitsp assumed decimadliit Price for thigustomer
for this item.
C Edit Commission Percent, [Tab]

Up to 5 digits, including d€omatission assigned to this
customer for this item.

The system returns to tiéork with Detault Order Itenscreen.

b To Copy a Default Order:

From the 41®ork with Default Orderls i s t , in the Customer
Opt box,

C Click on3=Copy.

The COPY Default Orderscreen appears.

Conveyorware Distribution System

FMW U100000019
COPY ORD3261D1

COPY a Default Order

Account Number... .Y 100 | (Enter New Customer Number)

Blanke P.0. Number: 2015

a Help i? Exit @ Cancel Q Prompt Enterl
Resetl

CopyDefault Ordeiscreen
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C Select or ke@ustomer Account Number [Tab]
Up tol0 dig#t, numerikey the new Account Number, or use
[Prompt] (F4) to select a Customer.

C View or git Blanket PO Number, [Enter].

Up to 1Zharacters, alphany@eitonal).

The system saves the Default Order, and returnsDefigt Orde list. The new Default
Order is in the list.

b To Delete a Default Order:

From theWork with Default Orderls i s t , i Optbdxe Or der 6s

C Click on4=Delete.

TheDelete Default Ordescreen appears, asking for confirmation of the deletion.

FMW U100000019

Conveyorware Distribution System DELETE ORD328D6

Delete Default Orders

Press Enter to confirm your choice(s) for delete.
e

Press to return to change your choice(s).
& oo

Account # Blankdet PO# # of Items
100-0000000181 eeoe2

L o

Enter I

A Resel]

C PresgEnter] to confirm deletion.

The system saves the change and returnsWotkenith Default Orderiést.
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OPTION 407: Accounts Receivabldisplay

This option displays a Customer6s Accounts R
from the most recent transactions to the oldest. dpelytransactions appear on the list.
Transactions cleared through payment or cash correction are removbtbhthteed
process. Use [Sort/Select] (F8) to expand or limit the list.
b To Display a Customerd6s AR Transacti on
C Click on407.Display AR by Customeror

C Keycomman@d40 76, [ Enter].

TheDisplay AR by Customeelection screen appears.

FMW D000000012

Conveyorware Distribution System DISPLAY ACR300D3

Display A/R by Customer

Comp%ustg 100 | Current...: .00

Pos Seq#..: 01-30 days: .00

Code Type Paid Date Range 31-60 days: .00
A ** = > 61 days: .00

Select option, press Enter. Net A/R...: .00
10=Trans# Cmts 12=Pay History

op Seq # Date Pd Balance Original Bal AR Cmt

g Help [f Exit Q Prompt 3 ump | SortSelect| | =4 PmeHist L

=| Show Detail @ Cancel | DspPmts || Chg Ref Col | ActCmt | .
=
— Resetl

DisplayAR by Customeselection screen

(@

Select or ke@ompany Numbet@, [Tab]
3 digit, numerigse[Prompt] to select, if desired.

C Select or ke§ustomer Account Numbeg, [Enter].
10 digits, numedse[Prompt] to select, if desired.

TheDisplay AR by ustomedetail screen appears.
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G Distribution S FMW D000000012
onveyorware Distribution System DISPLAY ACR300D3
Display A/R by Customer
Ccmp)Custg 100 MIKES MENSWEAR Current...: 1,748.73
Pos Seq..: 456 SIXTH 01-30 days: 1,653.47
Code Type Paid Date Range 31-60 days: 459.30
A ** = CITY,MI 48555 > 61 days: 3,309.78
Select option, press Enter. Net A/R...: 7,171.28
Op seq # Date Pd Balance Original Bal AR Inv. Date Cmt
v| 00038 5/28/2014 29.63 93.28 IN 2/21/2014
v| 00039 255.60 255.60 IN  3/14/2014
v| 00040 93.28 93.28 IN  4/03/2014
v| 00041 520.44 520.44 IN  4/21/2014
v| 00042 1,139.04 1,139.04 IN 4/21/2014
v| 00043 51.12 51.12 IN 4/21/2014
v| 00045 62.36 158.36 IN  4/21/2014
v 00046 158.36 158.36 IN  4/21/2014
v| 00050 18.00 114.00 IN  4/28/2014
Q Help i? Exit Q Prompt | "; Jump Sort/Select \f Pmti#Hist ﬂ
EnterI
E] Show Detail @ Cancel Dsp Pmts Chg Ref Col Act Cmt S
Resetl
—

Display AR by Customkst screen

Layout Display AR by Customer list screen

Header Sectionis the same as selection screen.

Open AR Transactid@olumns:

Opt: Options field: 10=Transaction Comment
12=Paymentistory
Seq #: Account Sequence Number: the-iiaen number in the
Customerds AR history.
Date Paid: Date of last payment, or activity, for this item.
Balance: Current Amount Still Owing
Original Bal:  Amount of the Original Transaction
(AR) Type: AR Code for the account debit or credit:
IN Invoice
CB Charge Back for unauthorized deduction
CM  Credit Memo
DM Debit Memo
NF NSF Check (payment reversal)
PP PrePayment, or an Unapplied Balance
SP Stopped Payment (a payment reversal)

Invoice Date:  Original Transaction DatReference column: display different

fields with [Chg Ref Col] (F15).

Cmt: * means a Comment exists for the transaction. To
di splay the (active) Oftbomrmliekn t

on 10=Comments

wi ndoy
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Active [Buttons] (F Keys) for th®isplay AR by Customerscreen:

[Help] (F1): Brings up a OHel pdé window with infc«
about the cur sor dow press d . From an\
[Extended Help] (F2) for detailed information about drdire

screen.
[Prompt] (F4): Brings up the list of entries for fields with a lookup icon.

[Jump] (F7): Di spl ays this Customer Accountds s
other Menus: AR, Customer Accounts, Sales History, Order Status,
and Return/Repairs

[Sort/Select] (F8): Brings up th&ort/Select window. Choose to SORT by
Sequence Number (1=Seg#) or by Invoice Number
(2=Transaction#). Choose to SELECT by Active Code, AR Type
Code, and/or Date Paid range.

[Pmt Nbr] (F9):Displays a specif@heckpayment for this Account, with the
posting date, amount, any discount, and remark fields, along with
the checkds application to receival

[Details] (F11)Displays a second line of data for each entry, including Due Date,
Invoice Terms, and Aging Slot (as Column#).

[Cancel] (F12): Returns to the previous screen without saving changes.

[Payments](F13)Di spl ays the | ist of ALL the accol
further option to display ttegplication to receivables.

[ChgRef Col] (F15): Toggles thru displayifige fieldsfrom the AR
transaction:
Invoice Date (default),
Invoice Number,
System Number,
PO Number, and
Customer PO Number(3d party ref ono r d Beamarksvindow).

[Acct Cmt] (F19)Displays &lobal Comments window, specific to
the Customer Accountwhich can be accessed in many system

menus.
b To Navigate a Long List:
I'f the | ower MNeglaosod®rr eei odiisOpl ays 0
C Click on[Next] and[Previous]

--OR--
C PresgPage Up] and[Page down]on a keyboard.

1/26/2016 400 Orders, Fulfillment, Shipping 57



Orders, Fulfillment, Shipping

b To Display More Details in the Transactions List:
C Click on[Show Detail] (F11).

TheDisplay AR by Customscreen appears with a second line of data for each list entry.

Display A/R by Customer
Comp>Cust#> 100 100 MIKES MENSWEAR Current...: .00
Pos Seqh..: 456 SIXTH 01-30 days: 620.00
Code Type Paid Date Range 31-60 days: 3,472.00
A > - CITY,MI 42232 > 61 days: .00
Select option, press Enter. Net A/R...: 4,092.00
[v|] 00005 9/30/2013 1,056.00 1,056.00 IN 7/24/2013
Code: Due Date: 8/23/2013 .00 *PREPAY ACCT Slot: 2
[v] 00006 9/30/2013 1,056.00 1,056.00 IN  7/24/2013
Code: Due Date: 8/03/2013 .00 NET 10 DAYS Slot: 2
v| 00007 1,176.00 1,176.00 IN  7/24/2013
Code: Due Date: 8/03/2013 .00 NET 10 DAYS Slot: 2
Q Help ‘)f Exit Q Prompt "- Jump Sort/Select f Pmt#Hist
Trns Cmt =| Show Detai @ Cancel Dsp Pmts | chgRefCol &, Enter

Display Open Itemwith [Show Detail] lines

This functiortogglesto display a second line of data for each entry, including Code (an
inactive field), Invoideue Date, InvoiceTerms, and (Agingylot. The Aging Slot refers
to pastdue periods: 1=up to one month, 2=up to two months, 3=more than two months.

b To Display Different Reference fields in the list:
C Click on[Chg Ref Col] (F15)

Toggle thru displaying five fields on the listzoice Date (default)Jnvoice Number,
System Number PO Number, andCustomerPO Number (a 3-party reference from
the Remarksvindow of the Order).

b To Limit or Re-Sort the Display AR List:

C Click on[Sort/Select] (F8)
TheOpen Item Selectiomindow appears.

Open Item Selections

Sorted by......: 1 1=Sequence #

2=Transaction #

Active Code....: A A=Active D=Complete *=Both
Item Type......: >
Paid Date Range: 0 @ - 09999999 & MMDDYYYY

a Help @ Cancel JJ Continue

Open ltem Selectiomindow
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(@

Choose to SORT by acco@#quenceNumber (1=Seq#,

default) or bynvoice/CM Number (2=Transaction#).

Transaction Number sorting assigns almonbered AR Types

(CB, DM, LF, and PBRYmenwiPP)carrgy 99999 9 9 (¢
the Check Number of the payment.

C Choose to SELECT IActive Code
A=Active Open Balanceand $0 Balandeaidthismonth), or

D=Complete ClosedPaid only, Previous months), or

*=ALL receivables, open and closed.

)

Choose to SELECT AR Type Code

*»*=ALL transactions (default), or key any of these AR codes:
CB=ChargeBack (Unauthorizedustomer Deduction)
CM=Credit Memo
DM =Debit Memo (Unauthorized Customer Deduction)
IN =Invoice with Terms
LF=Late Fee
NF =Nonsufficient Funds (Payment Reversal)
PP=Pre-Payment, or Unapplied Balance
SP=Stopped Payment (Payment Reversal)

(@4

Choose to SELECT Wayment Date Range
Default isNO payment ranged_L Transactions, open and paid.
Click on theCalendar Iconsto select a payment date range.

Key any number (016 workanly in the f
transactions witBurrent Month payments.

C Presd4Enter] .

The system displays the specified list.

4
Code Type Paid Date Range 31-60 days:
3 IN - CITY,MI 48555 > 61 days:
Select option, press Enter. Net A/R...:
Op Seq # Date Pd Balance Original Bal AR Inv. Date Cmt
00082 10/28/2014 .00 219.39 IN 8/27/2014
00083 10/28/2014 .00 51.12 IN 8/27/2014
00084 10/28/2014 .00 93.72 IN 8/27/2014
00085 10/28/2014 .00 187.44 IN 8/27/2014
00086 10/28/2014 .ee 121.41 IN 8/27/2014
00087 11/06/2014 .0@ 51.12 IN 9/24/2014
00088 11/06/2014 .00 159.75 IN 1le/e6/2014
00089 1,431.36 1,431.36 IN 1le/es/2014
00091 1,431.36 1,431.36 IN 1le/e8/2014
[ Previous Il Next ]

Display AR by Customkst,
Active Code=*( bot h 0A6 active, and oD&é6 compl
Item Type=IN (Invoices only)
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Display/Find Payments:

I f you
[Pmt#Hist] (F9).

The entirdPayment Historlyst is available with tfl@ayments] (F13) button. ALL
Payment Types are included: Cash, Checks, Wire Transfer/EFayrRents, Cash
Corrections, and Writeffs, in reverseate order.

b To Display a SpecificCheck Payment for this Account:

Al

ot her

unique here.

C

Click on[Pmt#Hist] (F9).

TheCheck Selecti®treen appear

payment

types have

Company.......:

Check Number..:

X

@ Cancel

Check Selection

100

1,1 Continue

C

Check Selectistreen

Key theCheck Numberto display[Enter].
Up to 7 digits, numeric.

ThePayment History by Chestreen appears.

Date
9/30/2013
9/30/2013

a "gv,

‘f Exit

Payment History By Check

Company/Acct/Check# . :
Date Received.......:

a Cancel

Payment History by Chesgreen

he
he

payment 6s

application

t o

h a v Eheck Nuinbesdislapnthe récsivables it was applied to with

0Check

¢ h e ¢ baiesAmpuatsahyDiscgunt, andRemarksfieldsdisplay, along with
recei vabl

es.
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b To Display an AR Transactionds Payment
In the Opt field of the lindem,

C Click on 12=Pay History.

TheTransaction Payment Hist@green appears.
FMW D000000012

Conveyorware Distribution System DISPLAY ACR330D3

Transaction Payment History

TYPRE g 1h s s s : ™
Transaction Number..: 17
DRESS 2 Jeos shbaavs et 7/24/2013
AMOURE. v veennnnnans : 1,176.00
Applied...ieeiininnst 1,176.00
Balance....evruennnt .00

Date Check # Payment Type Amount Applied
10/01/2013 4868 CHECK 1,176.00

Q Help i Exit & Cancel Resei

Transaction Payment Hist@green

b To Display the Accountds Payment Histo

C Click on[Dspl Pmts] (F13).

TheCustomer Payment Histdist screen appears.

o FMW D000000012
Conveyorware Distribution System DISPLAY ACR325D3
Customer Payment History
Company Account..: 100-0000000100
Customer.........: MIKES MENSWEAR
456 SIXTH
Select Option, Press Enter. CITY,MI 48555
Opt Date Check # Payment Method Check Amount Nbr of Items

v| 11/12/2014 5 CK CHECK 100.00 1

v 11/06/2014 9999999 CC CASH CORRECTION .00 4

v 11/06/2014 9999999 CC CASH CORRECTION .00 ]

v 1e/28/2014 65345 CK CHECK 768.60 8

v 10/22/2014 9 CK CHECK 2,000.00 6

v 10/16/2014 100 CK CHECK 500.00 1

v 10/10/2014 9999999 CK CHECK 50.00 1

v| 10/10/2014 9999999 CK CHECK 100.00- 1

v 10/e8/2014 6747747 CK CHECK 1,344.00 25
v 8/26/2014 656 CK CHECK 1,000.00 4 @
= 3
Enterl
g Help J E}' Exit y Cancel ol
N Resell
—r

Customer Payment Histdist
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Layout Customer Payment History list:

Columns: Opt: Option for each Payment: 12=View Detail Iltems
Date: Payment/Activity date.
Check #: Check Number (display Transaction ID field with Opt 12).

Pmt Method PY Code and Description
Check Amount Payment Amount.

# of ltems: Count of the receivad (invoices, credits, and debits) this
payment was applied to.

b To Display Details of any Payment:
I n t heptBok,ned s
(o4 Click on12=View Detail Items.

ThePayment History Check Detxiteen appears.

Customer Payment History Check Detail

Company Account. . :

Customer.........:

Check Number.....: Type

Check Amount..... 800.00

Trans. D T
Trans # Transac tion Type Amount Date Remarks
0000002 IN INVOICE W/TERMS 564.00 6/03/2013 NET 10 DAYS
0000003 IN INVOICE W/TERMS 88.00 6/03/2013 NET 10 DAYS
0000004 IN INVOICE W/TERMS 100.00 6/03/2013 NET 10 DAYS
0000005 IN INVOICE W/TERMS 50.00 6/03/2013 NET 10 DAYS

Previous

a Help (4,' Exit @ Cancel

Customer Payment History Check Dstaien

The payment detail screen includes the alphanumeric Trans. ID fidR.Traasaction
Numbers (Invoice/Credit Memo, or 9999999 for other AR Typ&R)Type, Amount, Date, and
Invoice TermsorRemarksf i el ds of t he payabenaedistedappl! i cati on
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b To Display Customer Account Comments:
From theDisplay AR by Customkst screen,

C Click on[Act Cmt] (F19).

The globaCustomer Account Commestseen appears.

S———
COMMENT2
Keys: 1000000000100

Position to Line:

Line# Comments
00001 OUR VERY BEST CUSTOMER!

00000

00000

00000

00000

Q Help i* Exit Highlight ' Insert & Cancel HIJ Continue

| S

Customer Account Commetsreen

b To Displayt hi s Cust omer 6s Records i
(o Click on[Jump] (F7)

TheJumpwindow appears.

Select Program to Jump to:

- Selection

— Accounts Receivable

— Customer Master Inquiry
- History Inquiry

- Order Status Inquiry

Woxap

— Repair History Inquiry

:e Help l’ Exit & Cancel flJ Continue

C Key|Letter], [Enter].

The current Customer Account is displayed in the selected module display screen.
To return to the original function, reptee[Jump].
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OPTION 408: Display a Customer Account

This option provides needitingdisplay ofCustomer Account records. Btibal
CustomefComments] (F10) amdbbal[Account Comments] (F19) can be displayed and

edited here.
b To Display a Customer Account record:
From the4000rderMenu
C Click on408Display Customer Account or
C Keycommand 1086, . [ Ent er ]

A Display Customer Accousitreen appears.

FMW D000000012
Conveyorware Distribution System DISPLAY  CUS300D3
Display Customers Account
Work with Comp./Cust: ng [roo g
s i A
Select option, press Enter.
5=Display 10=Comments
Opt Comp.Cust#/Phone Customer Name Address Cmt Del
a Help [? Exit ™ a Refresh ’;‘— Jump @ Cancel Act Cmt ﬂ
Enterl
! Continue Prompt
= Q . Reseti
Display Customer Accousgllection screen
b To Display a Customer Account with an Account Numbels!,
With cursor in th&/ork with Custom.# field:
C Select or key tHéustomer AccountNumber, [Enter] .

Up to 10 digits, numeridse [Prompt] (F4) to select, if desired.
TheDisplay Customer Accoutiétail screen appears.

b To Display the Customer Account List
With cursor in ANY field, display the list of ALL accounts:
C PresgEnter].
The [Prompt] button also works here, but requires more steps to
display the list.

TheDisplayCustomer Accoutist screen reappears, with the list of accearted by
Customer Name.
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FMW D000000012

Conveyorware Distribution System DISPLAY  CUS300D3
Display Customers Account
Work with comp./Custom.«g 100 g
Position to Customer Name:
Telephone Number.........: -
Select option, press Enter.
opt Comp.Cust#/Phone Customer Name Address Cmt Del
100 - 101 BILL TO BILL 54634 WM AVE
BILLYTON, MI 45555
100 - 104 DAPPER DANS MANSWEAR 89 98TH AVENUE
555-555-5555 ABBINGDON, OH 55555
100 - 111 FINAL FINDS 13302 TALBOT
HUNTINGTON WOODS,M 48070
100 - 133 FOURTH STREET FINERY 444 FOURTH
FORETON, MI 44444
g Help [# Exit ‘\» Refresh ‘ Jump @ Cancel Act Cmt £
|
Enterl
‘ i,] Continue Q Prompt .
— Rese(l
—_T

Display Customer Accouligt screen

To navigate the list, click pwext] and[Previous],or us e aPagedgpwmand r d 6 s
Page Up

Il n any s e |Optoors fett, cliclkorbeDisgldy s

b To Search for an Account byZustomer Namé=!:
In the Position-to Customer Namefield:

Cc Key Customer Name anlnitial , or aPartial Name, [Enter].

TheWork With Customerscreen reappears, with a list of accountmtitah or include
the name or initial letters entered. The ksirted by Customer Name.

To navigate the list, click pyext] and[Previous],or us e aPagedgpwmand r d 6 s
Page Up

I n the c oOptaesfield,r ecor do s

C Click on5=Display.

TheCustomer Accourttetail record displays.

b To Sort and Search for Customer Account by Customer Phone:
With cursor in thérea Codefield,

C KeyAny Number, [Enter].
To limit the list, enter an Area Code, or enter an entire phone
number to display one account.

TheCustomer Accoutist displays, sorted by Customer Phone Number. Accounts with
phone number areotincluded in the list.

I n the coOptmefield,r ecor dos
C Choosé=Display.
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TheDisplay a Customeetail record displays.

% Comments
e ed

Conveyorware Distribution System

Display a Customer

FMW U100000019
DISPLAY CUS305D1

Company/Cust#..: 100 100 *CMT A/R: Current : 32.00-
Bill to Name...: EYE IN THE SKY Inventory ©1-30 D.: 339.20
Bill to Address: 34 W WILLIS ST Mgmt@ FL 31-60 D.: 119.08-
> 61 D.: 38.00-
DETROIT, MI 48201 Net AR.: 150.12
State Abbr.....: MI @ Creation MDY: 11/26/2014 Pending: 932.80
Credit Limit...: $9,999,999 FYr Cur Sls: 33,290.80
Crd. Review M/Y: 11 2014 Review Code.: N FYr LY Sls.: .00
Payment Terms.@ NET3eD NET 3@ DAYS D&B Ccde@ High Credit.: 22,491
Territory #.. g 1 SalesReph‘@ 2 NAICS Codeg 9999 Adv.Paid: .09
Telephone #....: 200 000 0000 Contact: IZZY SPYNEL
Email: diane@lutz.com
A/P Fax #......: 200 000 0000 Default Ship VIA.Q BILL e e -5 L
Buyer Fax #....: 000 000 2000 UPS Account #.: * Press ENTER *
Blanket PO #: * for Shipping*
Note:cooooonasat Finance Chg¥k: * Options ¥
Advertising Y/N: N Adv.Earned .08 Commission %: 4.00 * Window ¥
Resident Code..: Discount %..: bbb o sl 2log @
@ Help & Cancel Q Prompt r’f) Jump SLS Hist 4 shipTo )
> Enterl
=) v | 2 5
ES| BillTo ActCmt Toggle_SIs (") Continue

ke Resell

Display A Custometetail screen

Layout for théDisplay Customer Accousttreen

On the Top Right cornerof the screen:

Thesetend at a f
Accounts Receivable,

ields, beginning with AR Cur

Sales, and Credit History.

On the Left and Centerof Screen
Company NumberandCustomer Account Number

«cMT : This flagnext to Customer Account idicates that notes exist in
thelocalComments[F10)window. The global Customer Account

Comment (F19) does

Bill-to Name:
Bill-to Address:

Inventory Mgtg:

not have a flag/indicator.

Company Account Name
Address for invoicing.

The Inventory Management code affects
receiving, storage, and order allocation for stock.

City & State: City and State for invoicing.

Zip Code: 5 Digit Zip Code for US addresses, or postal code.

State Abbreviatiof!: 2 digitJSPS State code.

Creation MDY Month, Day & Year the account was created.

Credit Limit: Highest Amount on the Account to ship new
orders.

Crd. Review M/Y : mm/yyyy Mont h when the account
last reviewed.
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ReviewCode

Payment Terms g,
Dun & Brad® !
Territory #E.
Sales Re;@:
NAICS Codes!:

Telephone Number.
Contact

Email:

A/P Fax #:
Default Ship Vid=!:

B/Y Fax #:
Blanket PO:

Note:

Finance Chg%:

Advertising Y/N :

N=New: Credit asessment took place when the
account was new. Other entries can be subscriber
defined.

Defaults to each new order.
Dun and Bradstreet financial ratimgised
The assigned Salesrritory(default is 01).

Theassigned Sales Rep, if used.

Speci fies the customerds ind
shown. If unknown, or not used, default is
09999. 6

Contact Phone
Primary (usually Bilih Contact Name.

Email address for the primary contact. A shipping
recipient email can be addeth® ShipTo panel
in orders.

Accounts payable/primary contact fax.

Preferred shipping service. This fiefdwdts to
the accountds new order s.

Buyerds/ Shipping recipientds

A Customesspecified Purchase Order Number
for all orders. Informatieonly field: this does
NOT default to new orders.

A short comment abouhis accountthis field
appears on Credit Hold and AR Aging Reports.

If the system is set up to generate Late Fee
Invoices, it will charge this percentage for all past
due amounts.

Default is Nmeracauwss | f the cu
advertising credit.

Adv. Earned: Current advertising credit amount accrued.

Commission %

Resident. Code

Discount %:

On Lower Right cornerof screen:

4 digits, no assumed decimal. If specified here, the
system assigns this sales commissiaiti $twck

sold to this customer. This rate can beriolsm

by rates entered in inventory records and order
screens.

Blank(default)j=Commercial address.
R=Residential, for parcel shippsgcharge

Discount rate given on each invoice (comjites
addition to volume price breaks).

C PresgEnter] to view theShippincand Sales Taxindow:

The Shipping and Sales Twixdow appears.
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SHIPPING AND SALES TAY

Bypass Credit Limit ....... (¥/N)
Bypass 60 Day Limit ....... (Y/N)
Print Packing Slip ........ (Y/nN) :
Print Price on Packing Slip (Y/N):
Print INVOiCE .......oen.c.n (Y/N) :
Put Invoice in Carton ..... (¥/N) :
Include Frt Charge On Inv . (¥/N):
BOL Remarks......:

Charge Sales TaX .......... (Y/N) :
Tax Exempt Number: 3

Tax Authority. . @ STATE OF

WHERE DOES THIS PRINT?

2l 2222

Y

MICHIGAN

a Help ‘? Exit Q Prompt @ Cancel J:j Continue
Shipping and Sales Twixidow

Bypass Credit Limit: o6 ships new orders with

Bypass 60 Day Limit: oYé6 shi ps new orders with

Print Packing Slip: oY6é prints a packing slip

Print Price on Packing SlipoY6 prints prices on
slips.

Print Invoice: oY6 prints an I nvoice for
at order completion (see next field), or with the
dayend process.

Put InvoiceinCarton: Y6 t o print and include
shipment.

Include Frt Chgininv.: Y6 t o add parcel shippin
This can be done at order completion for
integratedJPS shipping accounts, or with the
dayend process for Indicia and FedEx.

BOL Remark: A message here prints on all freight shipment Bills
of Lading.

Charge Sales TaxY/N):Y= Cal cul ate Sales Tax.

Tax Exempt Number:

Tax Authority:

p

purchases are salesdagmpt.

If applicable. Most jurisdictions require that
sell ers keep customer s
file.

The locality foSales Tax for this customer.

To Return to theDisplay a Customerdetail screen:

C Click on[Cancel] (F12)

The system returns to tBésplay a Customeletail screen.
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Note:[Continue] (Enter) andExit] (F3)exitthe Custmer Accountecord, and returo
the Display Customdiist screen.

b To DisplaythisCu st 0 me r @spin afDdferent Menu:
C Click on[Jump] (F7).

TheJumpselection window appeatrs.

Select Program to Jump to:

| - Selection

— Accounts Receivable

- Customer Master Inquiry
— History Inquiry

- Order Status Inquiry

X oxap

- Repair History Inquiry

‘?’ Exit @ Cancel '} Continue

Choices are: A=Accounts Receivable (Option 107),
C=Customer Account (Option 207),
H= Sale# istory (Option 109)
O=Qrder List (Option 401), and
R=Return/Repairs (Option 701).

C Key[Letter], [Enter].

The current Customer Account is displayed in the selected display screen.
To return to the originahodule, repeat thdump].

b To Display the Customerds Sal es Hi
C Click on[Sls Hist] (F8).

TheSales Histowi ndow appears. Data only appears for
history in the system. The most recent year is listed first.

TO0 0000000100

Year Total Sales

2013 5,157.00
2012

2011 .0

2010 00
2009 00
2008

2007

2006

2005 00

£l L) o

Sales Histarindow

b To Exit the Sales Historywindow:
C PresgEnter], or [Exit] (F3) or[Cancel] (F12)

The system returns to tBésplay a Customecreen
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b To Display th&hip To Name and Address
C Click on[Ship-To] (F9)

TheShip To Addressindow appears

Ship To Address
Contact. ..: MIKE MIKEY
Company . . . : MIKES MENSWEAR

Address...: 466 SIXTH
eity et CITY
Country. g us
State/Prvg MI

Zip Code..: 48555

Q Help &? Exit Q Prompt =] verity @ Cancel I] continue

Prompt for CA

Shiplro Addressreen
b To Exit Ship To Name and Addre€creen

C PresgCancel] (F12)
to return toDisplay a Customesr

C [Exit] (F3) exits to thAR Menu

b To Display Account Comments:
C Click on[Acct Cmts] (F19)

The globaAccount Commentsindow appears.

Comments For: Keys: 100

Pos. to Line: / 0000000100

Line# Comments

00001 OWNER IS NEW TO THIS MARKET. RE-ASSESS FOR CREDIT IN SIX
00002 MONTHS .
00000

00000

00000

‘f Exit Highlight 4 nsert @ Cancel

(F19) Account Commentsndow

ThisAccount Commentswindow can be displayed while working with the Customer
Account in any activity. Display and/or add Account Commehi® Drders Sales
History, andReturns

The Account Commentsindow isactive, and may be edited. B@#xit] and[Cancel]
return tothe Display a Customscreen.
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b To Display (Non-Calendar)Fiscal Year Sales:

The display assumes a calehdaed fiscal year. If your Company
operates onon-calendar fiscal yeardisplay current and last fiscal year
sales:

C Click on[Toggle_Sls] (F20)

TheCur SlsandLY Sisfields change to fiscal year net totals witRYndlag.

A/R: Current : .00 A/R: Current : .00
rwentory 01-30 D.: .00 ventory 01-30 D.: .00
kj!!\tg IFL 31-60 D.: 328.00 gﬁ'\tg tFL 31-60 D.: 328.00

> 61 D.: 48.76 > 61 D.: 48.76

Net AR.: 376.76 Net AR.: 376.76

013 Pending: .00 013 Pending: .00
Cur Sls: 618.76 FYr Cur Sls: 376.76

LY Sls.: 282.00 FYr LY Sls.: 524.00

High Credit.: 376 High Credit.: 376

b To Return to theOrders Menu:
C PresgExit] (F3)or [Cancel] (F12)twice.

The System returns to the 4D@ersMenuscreen.
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OPTION 409: Sales History Display

This option provides lists séles transactions, and can be used to locate and display detaded record
Transactions created today will appear in history records only aEaedDay

Only Invoices andCredit Memosare included in Sales HistoBther receivables transactions
(including prgpayments and payment reversailyg item with AR Code) may be found with
Option 107Display AR by CustomeZustomePaymentsmay be displayed there, as well.

Search for, and sort liyompany, Customer Account Number, Customer Purchase Order,
Invoice Number, System Number,andStock Number.

A list oftransactions can be positioned to a specific value in a search fidefaulteéme limit is
12 Months but any number of months may be ent@&Hh specifiDate Rangemay be listed.
Remember tempty the Months #field for anunlimited date range.

Company Number swaysequired. Customer Number is neededifastsearches.

b To Select Display Sales History:
From theMobile Mentscreen,

C Click on409 Display Sales History or
C Key comman@40% , [ Ent er ]

The Display Sales Histasglection screen appears.
FMW  U100000019

Conveyorware Distribution System INQUIRY HST300D3

Display Sales History

Comp.g 100 Cust.Nbr@ P.0. Number.: System #:
Invoice Number...: Stock Numberg
From Date: @] mmddyyyy To Date: i@ mmddyyyy Months#: 12

Ship To..: List = ON Enter any Months#

Select option, press Enter.
5=Display 7=Tracking 8=Manifest 9=Day Totals 1@=COMMENTS

Opt Co. Customer# Date P.O.# Inv.# Total Ship To Cm
g Help l’? Exit @ Cancel Q Prompt f ‘ Jump ;] List On/Off " Details .
Enlerl
N f . L
Sales.Rpt i] Ship.Rpt Prtinv. | ActCmt J  Continue
= Resetl

Display Sales Histosglection screen

b To Display All Company Sales History for the Past 12 Months:

C View select or keompany Number, [Enter].
Up to 3 digits, numeric. Ugaompt], if desired.

TheDisplaySales History cr een di spl ays the companyds

list is inreverse dateorder, and then sorted Imywoice Number.
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C Distribution Syst FMW  U100000019
onveyorware Dis| 1on System INQUIRY HST300D3
Display Sales History
Comp.ﬂ 100 Cust.Nhrg 100 P.0. Number.: System #:
Invoice Number...: Stock Numberg
From Date: & mmddyyyy To Date: i@ mmddyyyy Months#: 12
Ship To..: List = ON Enter any Months#
Select option, press Enter.
Opt Co. Customer# Date P.O.# Inv.# Total Ship To Cm
v | 100 100 2/18/2015 PBO_24TESTBc 3e 546.96 IZZY SPYNEL
v 1lee 100 2/18/2015 PBO_24TESTBO 29 546.96 IZZY SPYNEL
v 1ee lee 2/18/2e15 PBO 24U 28 546.96 IZZY SPYNEL
v 1ee lee 2/17/2e15 BOTBO 5 26 3,974.40 IZZIY SPYNEL
v 1ee 1ee 2/17/2e15 2015-11 25 629.00 IZZY SPYNEL
v 1lee 1ee 2/11/2e15 2015-9 21 583.0@ IZZY SPYNEL
v 1ee 1ee 2/11/2e15 2015-8 20 583.00 IZZY SPYNEL
v 1ee 1ee 2/1e/2015 2015-10 19 583.08 IZZY SPYNEL
v 100 100 2/10/2015 2015-7 18 583.080 IZZY SPYNEL
a
g Help i Exit @ Cancel Q Prompt /‘_\; Jump El List On/Off ' Details 'S
- Enterl
% Sales.Rpt | El Ship.Rpt Prtinv. ActCmt { J J Continue 3
— Resetl
J —

Display Sales Histoligt screen

Layout for Display Sales History (list/selection) screen:

Header: CenteSscreen Name
Right:
Selection Fields:

Company Number&d:

Customer Number&:
P.O. Number:

System Number:
Invoice Number:
Stock Number &
From Date & To Date:
Months #:

Ship To:

List=On or Off :

User ID andScreen ID(HST300D3)

Select only this field for ALL sales transactions.

Di splays only Cust omer

The Customer &8s RderfNembermo entryP u
heresorts the listby PO, positioning the list to the entry.

The syst e m0sDilayd the dethllsareerefor .
the transaction.

one

Invoiceor Credit Memo NumbemDisplays the detail screen for
the transaction.

ForoneCust omer 6 s contamingheact i on |
SockNumber

Empty theMonths# field to search a date range. The system
searches the time period withoutme¢mthe order of the dates.

Search default 12 months To search through a spediiate
Range empty the field. Br anunlimited time spank e 99%0.

When a Customer Account is specified, search fawathpf
the ShipTo Name.

Indicator for the [List On/Off] (F8) display; L3t presents
records as sequential pages.
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Sales Orders li€olumns:
Opt:  5=Display

Display thdnvoice/Credit Memo record.

7=Tracking  Display the Parc8hipping Info screen with Trackigmbers
for each of the shipmentds car
8=Manifest Display he Dayds (Parcel Account)
this order.
9=Day Totals Displaytheday Baily Sales Repqf10) summary data, with net
stock sales, freight/shipping, tax and net total invoiced.
10=CommentsDisplaythe ecor dés Local CiotmeCennt wi
column indicates an existing Comment.
Co./Cust Nbr: Company and Customer Account Numbers
Date: Invoice/Order ShiDate
P.O.#: Customerds Purchase Order
Inv.#: Invoice Number
Total: Invoice Total
Ship To: Or d &shig¥eName, or Credit Memo
Cm: * Indicates a local Comment exists.

Unique ActivgButtons] (F KeysYor this screen:

[List On/Off] (F8)

[Details] (FO)

[Sales Rpt](F10)

[Ship. Rpt] (F11)

[Prt.Inv] (F18)

[Acct.Cmt] (F19)

The List keyoggles the displaybetween &ransactionlist and a
page-by-pageserie®f records.

Brings up a window &earch for/limit details:Invoices or
Credit Memosonly, Text in the transactidRemarksfields, and
POSReceiptNumbers. See following instructions.

Emails a spreadsheet (CSV fil®aify Salegorders and dollars)
with specified limits, indate rangeee following instructions.

EmailOrders Shippedndlnvertory Soldeportsin CSV format,
with specified limits, in a date range. See following instructions.

Print transactions (Invoices and Credit MemoSubiomer
Number/Number Range, and byate/Date RangeSee following
instructions.

Account Comment; when a Customer Number is specified, display
the Account Comments window
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Display Historysearch Options:

b To Display a Customer Accountds His

C View key, or sele@ompany Number & [Tab]
Up to 3digit, numeric. Ug@rompt], if desired.

C Key, or selecCustomerAccount Numbe@, [Enter].
Up to10 digits, numeric; (Optional). [Rempt], if desired.

TheDisplay Sales Historyi st screen di spl ay pastttwelee Account &s
months. To display older sales, changé&hkhenths field.

b To Display Sales History of a Specific Stock Number
Customer Account is required for this search.

C KeyCompany #@ [Tab]
Up to 3 digits, numeric. Ugaompt], if desired.

C Key Customer Account nay [Tab]
Up to 10 digits, numeric. Usgompt], if desired.

C Key Stock #@ [Enter].
Up to 10 digits, numeric. Usrompt], if desired.

The system displays the Customerds invoices
Number, listed frormost recent to older.

NOTE: Displayecords in daterangewitht h EronbDated aTodatéd f i el |ds .
EMPTY theMonths # fieldwhen searchinadate range.

OR: Display anjNumber of Months history with thévionths # field. EMPTY the Date
Rangefields when you search withlanths Number.

b To Display I nvoicesfor a Date Range
C Key, or selecompany Numbe@, [Tab]
Up to 3 digithumeric. Us@Prompt], if desired.
C Key, or selecustomerAccount Number@, [Tab]
Up tol10 digits, numeric; (Optional). [B®mpt] (F4), if
desired.
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C Select or kelyrom Date, [Tab]

8 digits, numeric. (mmddyyyyhe dates can be entered in
recenito-olderor olderto-recent order. Default is blank. Use the
Calendar Icon to select any date.

C Select or keyo Date, [Tab]

8 digits, numeric. (mmddyyyy). Default is blank. Use the
Calendar Icon to select any date.

C CleaMonths#, [Enter].
The system displays a |Iist of the Customer 6s
b To Display Invoicesfor a Number of Months:
C View, key, or seleCompany Numbe@, [Tab]

Up to 3 digit, numeric. URerompt], if desired.

C View, key, or seleCustomerAccount Numbert!| [Tab]

Up to10 digits, numeric; (Optional). Blank=All Customers. Use
[Prompt] (F4) to select, if desired.

C ClearFrom Date, [Tab]

8 digits, numeric (mmddyyypgfault is blank; delete the date, if
one appears.

C Clear To Date, [Tab]
8 digits, numeric. (mmddyyyy). Default is blank; delete the date,
if one appears.

C KeyMonths#, [Enter].

12 Months is the default 09996 fo

The system ditays the list of invoices and credits in the date range.

b To Display an Invoicewithout an Account Number:
Use arinvoice or Credit Memo Number, or System Number to
display the record directly, without selecting from a list.

(o Key, or selecompany Number & [Tab]
Up 3 digits, numeric. Use [Prompt], if desired.

(o4 KeyInvoice Number,

Or theCredit Memo Number (a negative invoice).
-0OR --
C Key System Number,

PresgEnter].

The specified detail record displays.
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With or without theCustomer Number, find the invoice(s) for a spectfisstomer
Purchase Order If needed, change the default date range.

b To Display InvoicesforaCust omer 6 s Pwuwrchase Orde

C Key, or selecCompany Number@, [Tab]
Up to 3 digithumeric. Us@Prompt], if desired.

C Key, or selecCustomerAccount Number &, [Tab]
Up to10 digits, numeri@ptional). Use [Prompt], if desired.

C KeyPurchase Order Number, [Enter].

The system displays a list, sorted by Customer PO, posititireedearch entry.

b To Find Invoices to a Specific ShipTo Name or Address

C Key, or selecompany Numbe@, [Tab]
Up to 3 digit, numeric. Uflerompt], if desired.

C Key, or selectustomerAccount Numbe@, [Tab]
Up to10 digits, numeri@ptional). UsgPrompt], if desired.
C Key Ship-To:
This is the name & address the shipment was sent to. Key any
(evenpartial) word or numbersequence.
C PresgEnter].
The |ist of the Customer Accountds shipments

A HistoryDisplayof atransactiolis similar to the original Order screknHistory,
however , fuffillment, shipging andlteacking information can be displayed, and
theoriginal documerdan beeprinted.

b To Display a (listed) I nvoice or Credit Memo:
In the Opt box on the line of the Invoice,

C Click on5=Display.

The History Inquirynvoicedetailscreen appears
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Pt FMW D00000001.
Conveyorware Distribution System INQUIRY HST305D.
History Inquiry
s MIKES MENSWEAR User: Dooeeeeel12 S MIKE MIKEY
0 456 SIXTH 1e0 y 100 H 466 6TH ST NW
L SYDZ LYDZ WHSE I
D CITY,MI 48555 Back 1 Fud P GRAND RAPIDS, MI 49504
Whs Terms PO # Sls Ship Via System# Date Invoice
201 NET 3@ DAYS BLANKET 2 ool Bill 400 10302014 356
Stock# Ordered Shipped B/O Price
BERET 1 1 40.00
CLOCHE x 1 36.00
DERBY 1 1 50.00
TAX 1 i 8.19
Remarks.......c.uut
Subtotal.: 134.19
Discount Shipping.:
27.00 Total....: 134.19
PO#: Freight Weight Cartons Prepaid..:
2 R
a Help 5 Reset ‘? Exit "—‘, Jump : ' Selct Q) Cmt EJ Cartons | Adr
; - Enteri
& Cancel | Prt | Bck iE Fwd ActCmt Track Manif Ser/DSC ]
. = Resell
—

Display History Invoiceetail screen

Layout, Display Sales History Transaction detail screen:

Header(Left) Sold: TheCustomer Account Billo Name and Address

(CenterCompany Number andCustomer Account Number
Warehouse Name

ACTIVE fields:Back/Fwd : These thredigit fields can be used to PAGE through ALL
salesand credit records. Key any number (up to 999) of records [Enter], to
page or jump to.

(Right) Ship: The ShipTo Name & Address
Whs: Warehouse Numbdnr the Warehouse Name, above
Terms: Order Payment Terms

P.O.Number: The Cust onte/futasérRderfNember

Sls Sales Rep Number

Ship-Via: Orderds Freight Carrier or Parcel (
System #: The systemds Order Number

Date: OrderFulfillment or Credit Memo Date.

Invoice: Invoiceor Credit Memo Number.
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Stock Columns:

Stock #: Inventory StocNumbet
Ordered QuantityOrdered. (for a Credit Memo, Quantity Credited).
Shipped: QuantityShipped with this Invoice.
B/O: For a partial shipment, Quantity placed on Back Order.
Price: Unit pricechargedIncludes any customer or quantity discount.
(Left) Remarks: Notes from t he oAutdmatedreferddeesnar ks pan

appear here, also, noting a related order/invoice (back order,
credit memo. POS receipt #, etc).

(CenterDiscount: All StockQuantity and Customer Account Discounts for the order;
This is displayed here for information only; the amount is not
included in the order charges.

(Righ} Subtotat Subtotal from all linkems.
Shipping: If Parcel Shipping Chargeeaddedhroughintegrated UPS the
charge appears here, rather than asitelime
Total: Invoice Total charges.
Prepaid: Any Prepayment is referenced here, baobtsubtracted

from the Invoice Total.
Active [Buttons] (F Keys¥or this screen:

[Reset] (F2) ReseDisplay After paging through records (with [List Off]) with
[Back] and [Forward], returns the screen to the first record
displayed.

[Jump] (F7): Displays the curre@tustomer Accoundb s screen i n your
other MenusCustomer Account, Saldsstory,Order List, and
Return/Repairsas well a8ccounts Receivable,.

[Select] (F9) Brings up a window &earch for/limit details:Invoices or Credit
Memos only, Remarks field text, or Rofrbale Receipt Number.

[Cartond (F11)Di spl ays the Orderds packing (and

[Adr] (F8): Displays th&hipTo Addressletail panel from the Order, and
several fields from thiRemarks anDetailswindow.

[Prt] (F13):  Window to Print or Email the document.

[Bek] (F14) [Fwd] (F15)page through ALL sales and credit records.
[Bck] pages DOWN the history record IB&ck in time.
[Fwd] pages UP a ligtprwardin time.

[Track] (F20) Brings up a window to display the Parcel Tracking Info.

[Manif] (F21) Displayd he Par cel ds (Carrier) Manifest

[Ser/Dsc] (F22): Displays @nd line for each linetem, with3 detail fields:

4. DSC: Description (from the 301 Stock record).
5. MS: ManufacturerSerial# (this could be a Mfr lot#).
6. SS:  System Serial #the stock loallocatedo the ordel).
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b To Display Parcel Tracking Info:
From thelnvoicedetail screen,
C Click on[Track] (F20)

<OR> From theHistory listscreen, in the Invoicapt field,

C Click on7=Track.

TheDisplayfor Parcel Shipping Infxreen appears.

FMW AFABIANF

Ferber Midwest Fulfillment System INQUIRY UPS700D3

Display For Parcel Shipping Info

P.O. Number....: 224088 Company/Cust.ID > 16 - 99

Cartons... 10.83 Weight (LB)....: .8

1 Freght ($).....:
Select option, press Enter.
.8 2014/06/02

1 1zvB0R450300384288 296943 10.83

Q Help ‘ Exit @ Cancel

Display for Parcel Shipping Irgoreen

Layout forDisplay Shipping Infaindow

Opt:
Seq:

Tracking Number:

Option: click orb=Display (Carton)
Sequence; Number of the carton. hnudti -carton
shipment, each hasatwn line-item here.)

Number assigned by the parcel carrier.

Cost

System #: Sales Order Number.

Charge ($): Carrierds Shipping
Weight (Lb): Weight in pounds, with partial pound as decimal.
Ship Date: Year/Month/Day: yyyymmdd.
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b To Display a Gartond €ontents

ThePacking Lish a s

C Click

this
on5=Display

i nf or @gattieidon .

The system displays fRacking Lisfor this carton.

Ferber Midwest Fulfillment System

224088

12VB0R450300384288

‘# Exit & Cancel

Freght (§) 10.83 Weight (LB) .8 Carton Amount (§) 38.93

FMW AFABIANF
INQUIRY ORD617D3

Display Packing List

cmp/Acent> 16 - 99 Ship Date: 2014/06/02

Carton: 0296943/224088/00001 (1)

Inv-ce# OrdQty B/OQty BoxQty Un/Pre Amount
59880 1 0

1 11.99 11.99
59880 1 0 1 14.95 14.95
5 1 0 1 11.99 11.99

Enteri

Resetl

Display Packing Ligtindow

Layout forDisplay Packing Listindow

Header:
PO Number:

Cmp/Account:
Ship Date

Tracking Number:

Carton:

Freight:
Weight:

Carton Amount

Columns:
Stock

Inv--ce #:
Ord Qty:
B/0 Qty :
Box Qty:
Un/Prc :
Amount:

Cu s t oRuehage ©Order.

The Company and Customer Account numbers

Format isYear/Month/Dayd yyyymmdd.
Number asigned by thgarcekarrier.

This ID combinesSystemNumber +
PO Number + Carton Number.

Carrier &esst Shi pping

Weight in pounds, with partial pound as decimal

Sale#rice of Stockn the carton

Stock Number

Invoice Number
Ordered quantity
Quantity on back order
Quantity in this box
Unit Price

Box quantity times unit price.
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b To Return to theDisplay History Detail Screen:
C Click on[Cancel] (F12)
b To Display the Ordero6s Shipping

TheManifestistsall orders shipped ahis datewith this order, on this
shipping account

From thelnvoicedetail screen,
C Click on[Manif] (F21)

<OR> From theHistory listscreen, in the Invoicapt field,

C Click on8=Manifest.

TheParceBhipping Info, Manifestreen appears.

= FMW AFABIANF
Ferber Midwest Fulfillment System INQUIRY UPS701D3
Display For Parcel Shipping Info
Company/Cust.ID > 16 | - 99 Shipping Date...: 2014/06/02 (yyyy/mm/dd)
Select option, press Enter.
v 1 1zvBOR450300384288 224088 10.83 .8 2014/06/02
1 9400110200883229131600(P) 224092 2.09 5.0 2014/06/02
1 9400110200828205558514 (P) 224119 2.59 8.0 2014/06/02
1 9400110200793141569552 (P) 224121 2.09 5.0 2014/06/02
1 9400110200829205539299 (P) 224135 1.93 3.0 2014/06/02
1 9400110200829205544170 (P) 224137 2.59 8.0 2014/06/02 @
:
B Enterl
“v? Exit @ Cancel B
NPT G457 57 Resetl
—

Parcel Shipping Info, Manifssteen

Layout forDisplay Parcel Shipping Manifestdow

Header:
Cmp/Account: The Company and Customer Account numbers
Ship Date Format isYear/Month/Dayd YYYYMMDD.
Columns:
Opt: Optionfield:5=Display (Carton)
Sq: Sequence; INnber ofthecarton In amulti -

Tracking Number:

carton shipmenteach carton has aen line-
item here)

Number asigned by thgarcekarrier.

Cost

Order #: Customer PO Number.

Charge ($): Carrierds Shipping
Freight: Carrier &@sst Shipping
Weight: Weight in pounds, with partial pound as decimal
Ship Date Format isYear/Month/Dayd yyyymmdd.
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b To Return to theDisplay History Detail Screen:
C Click on[Cancel] (F12)

b To Display Daily Order Totals:
From theHistory listscreen, in an Invoi€apt field for the Date,

C Click on9=Day Totals.
TheDay Totalsvi ndow | i sts the dayds summary:
HST300W2

DAY TOTALS - 7/01/2014
ORDERS : 4
SALES: 392.00
FREIGHT: .00
TAX: 34.52
TOTAL: 426.52

g Help J.J Continue

Orders: Number of all InvoiceandCredit Memas

Sales: Net StockSales (from Invoices and Credit Memos).
Freight: NetParcel Shipping invoiced.

Tax: Net Sales Tax invoiced.

Total:  Net Total Invoiced.

This is the same data included in the HDadliy Sales Summagport [Sales.Rpt] (F10).

b To Display Comments br a Record:
From thelnvoicedetail screen,
C Click on[Cmt].

<OR> From theHistory listscreen, in the Invoicapt field,

C Click on10=Comments.

The Comments window is active; comments may be added or edited.

Comments For: HST300R Keys: 100
Pos. to Line: / 0000029

Line# Comments
00000

00000
00000
00000
00000

(f Exit Highlight 4 nsert & Cancel

Commentsvindow
This Comment windows local, specific to this record.
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b To Display Comments fora Customer Account:
From thelnvoicedetail screen,
C Click on[Act Cmt] (F19).

<OR> From theHistory listscreen, with the Customer Account Number
selected,

C Click on[Act Cmt] (F19).

The Comments window is active; comments may be added or edited.

COMMENT2

Keys: 1000000000100
Position to Line:

Line# Comments
00001 pUR VERY BEST CUSTOMER!
00000

00000
00000
00000

a Help ‘? Exit Highlight f Insert @ Cancel 1_1 Continue

Customer Account Comvimeiue/

This Comment window is global, specific tdCiistomer Accountaind can be
displayed in other functions that work with Customers.

b To Use the Searctbetails Window:
From the Sales History list screen,

C Click on[Details] (F9)

TheSearch Detaitelection window appeahdl. History Items (default) is selected.

Search Details
Y-Select
z All History Items
Invoices Only

Credit Memos Only

Search for text in remarks (lines 1-4)
1)
2)
3)
4)

Customer PO#/
POS Rr’:caipt@ 2 |

@ Cancel IJ Search Q Prompt

Search Detailelectiowindow

Displayall Transactions oronly Credit Memos:

C Clearthed X fiom theAll History Items field,

([@f

Keyo X gext to the record type to display, and
presqgEnter] twice.

The systerdisplays the list with ortlye specifiedecord typés).
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Display transactions witemarks fieldt e x t . I f searching for a si
select the customer account before clicking on [Details].

C Keyo T e x[$eérch].

Useany word number, obeginningf a word. The search
findsmanual notes added to an ordAutomated mesages
(0Customer Referenced6, 0B/ O6, et

The system returns to the History list screen. If no selections are displayed,

C PresgEnter] again.

Records containing the text are in the list.

Display &oint-of-Sale (POS) Tansaction POS transactions can be displayed in the
History list simply by selecti@gstomer Number 1. When theReceipt Numberis
known the transaction can be displayed by searching for that number here.

This search might also be helpful when theiigddumbeiis not known On theHistory
list screen, in th€Eompany Numberfield,

C Keyo 1 6 .
All POS transactions are foustomer Number. 1

C Click on[Details].
With cursorin the Customer POROS Receiptfield,

C Click on[Prompt] (F4).
[Prompt] listall POS transactionggarto-Date, in date/time
order. This sear@nlyworks for Customer 1.

?16/2014 Customer PO/POS Receipt Selection SELCUSPO3

12:17:09

Options: 1=Select

Op Co¥ Account# Invoice Inv.Date Cust. PO/POS Receipt Systemf Whs
v| 100 0000000001 0000054 2014/01/27 20140127001A0003 0000094 001
v/ 100 0000000001 0000055 2014/01/28 20140128001A0003 0000095 001
v 100 0000000001 0000056 2014/01/29 20140129001A0007 0000096 001
v/ 100 0000000001 0000057 2014/01/29 20140129001A0008 0000097 001
v 100 0000000001 0000058 2014/01/29 20140129001A0012 0000098 001
v 100 0000000001 0000059 2014/01/30 20140130001A0004 0000099 001

‘ v 100 0000000001 0000060 2014/01/30 20140130001A0007 0000100 001
v/ 100 0000000001 0000077 2014/02/21 20140221001A0001 0000125 001
v 100 0000000001 0000080 2014/02/25 20140225001A0003 0000128 001
v 100 0000000001 0000081 2014/02/25 20140225001A0007 0000129 001

Q Help l? Exit @ Cancel
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I n t heOpdieldler 6 s

C Click on1=Select.
TheHistory Lists cr een appears wit Optfiedi s or der . I n
C Click on5=Display.

Order (or Return) detail screen displays. Use this search for OTHER Customer Numbers to
find aCustomer POentry. ThisiplOTt he pri mary order screends
specializeRemarks WindoWield used for8party fulfilment.

b To Page through Records (from a List):
C Click on[List On/Off] (F8)

This buttontogglesthe display from It form to apageby-page presentation of
records. Navigate through the records, one at a time, using:

1 [Bck] (F14) andFwd] (F15) at the bottom of the screetQR>

1 Keyo 16, [inEheBaekiarjdFwd fields at the City, State, Zip level of the
screen.

Print Invoice/Credit Memo:

Invoices and Credit Memo can be printed from History records any time afterind Day
process.Choose to print a single document, or print by dates and/or customers. This
process can be used to baidht invoices daily, or to reprint records as needed.

b To Print a single Invoice or Credit Memo:
With the order displayed on the screen,
C PresgPrt] (F13).
ThePrint History Invoicevindow appears.Choose to send the record to an email address,

or to your selected printer (Your selected printeatsatye email). SelattY fr one of
these fields:

’rTs:Fsosml

Print History Invoice Selected

Print Invoice Y/N: Y v
or
Email Invoice ¥/N: N v
Email: sydz@lydz.edu

a HELP @ Cancel j.j Continue
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In thePrint Invoice Y/N field,

C ViewdYé ,  a n[Conpnuek (Erger).
Default is Y=Send tBrinter.

<OR>
In the Email Invoice Y/N field,
C SelecdY6 [Tab]
C View,or keyEmail, [ Continue].

Default isCustomerEmail Addres$rom the 20XCustomer
Accountrecord. Specify a different address, if desired.

Theformallnvoicepr i nt s on the userds designated print

attachment.
EETZ DATA VISICH webwebweb .
4643 WOODWARD fpeker@ferbermidwest.com
DETROIT, MI 48202 Us
PHONE (248)555-1212
FAX (248)555-1212 |NVO]CE
LTI “
N THE SKY | IZZY SPYNEL |
'hI_.LI"' sT 34 W WILLIS ST
L DETRCIT, MI 48201 1 L DETROIT, MI 48201 1
TERME ORDER # SALES # SHIF VIA SHIPPING ORD. # DATE INVTICE &
NET 30 DAYS |BOPBO 24U 002-01 Bill 0000042 1/02/15 44
STOCK W~ UPG - DESCRIPTION OROER EHIF UNIT PRICE KTENSION
0 MM LENTICULAR 24 24 B5.00 2,040.00
094803984
MULTIFOCAL GLASS LENS
X- REF# MULTIFOC 5
STOCE# CARTON DISTERIBUOTION
CARTON #---> 1
20 MM LENTICULAR 24
CARTON WEIGHT--->
We appreciate your business; thank vou.
SUBTOTAL 2,040.00
B/O INV 0000028/0000035 .
SALES TAX $122.40
INVOICE TOTAL $2,162.40
PAGE: 1
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b To Print Invoices by Date(s) and/or by Customer(s):
From theHistorylist screen,

C Click on[Prt.Inv.] (F13).

ThePrint Invoices by Rangereen appears.

C Viewselect, or ke@ompany Number, [Tab]
Use [Prompt] (F4) to change default, if needed.

(@4

View or keyrrom Customer Number, [Tab]

Blank (default)=ALL Customers. A Customer Number that was
selected on the previous screen can be edited or deleted. An
entry in FROM requires an entry in THRU. To avoid printing
POS (Cust. No. 1) and CasfdCarry (Cust. No. 99) invoices
specify Customer Number 100 or HIGHER (Up to 10 digits,
numeric). [Prompt] does NOT work for these Customer fields.

C View or keyrhru Customer Number, [Tab]

Blank (default)=ALL Customers. An entry in FROM requires an
entry in THRU. [Pnmpt] does NOT work for these Customer
fields.

C Viewor keyFrom Date, [Tab]

EARLIEST Invoice Date to print. Default date is
YESTERDAY (most recent history dabetays invoices can be
printed from the 401 Order list). The elaiege memum is
seven daysUse the calendar icon to select a date, or key the
date, format mmddyyyy. BOTH date fields are required.

C Viewor keyThru Date, [Print] (F10).

LATEST Invoice Date to print. Default date is YESTERDAY
(mostrecent history datgdays invoices can be printed from
the 401 Order list). The dasmge maximum seven days.
Use the calendar icon to select a date, or kdgtthdormat
mmddyyyy. BOTH date fields are required.

The records print on the Userds designated p
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