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Fulfillment Environment Setup 2016-03-25 
 

To understand this third-party fulfillment system, think of it as having four tiers:   

 
 

 
The Fulfillment Company’s Inventory records (Tier 1) hold the 
fulfillment service Stock Numbers.  The Billing Template in the Client 
Company’s Customer Account (Tier 4) record sets the price for 
(fulfillment service) order processing and pick/pack fees in the 
Fulfillment Company’s Client/Customer bills.   
 
 
 

 
A Client Company’s End-Customers can vary widely; inventory and 
order fulfillment pricing has to be flexible and specific.  Setting the 
service price in the End-Customer Account record allows customized 
pricing for each of the Client Company’s Customers. 
 
Tentative Order 440 Menu Option 472 Generate Fulfillment Billing 
analyzes the Client Company activities, generating Client Customer 
“orders” (billing) in the Fulfillment Company.    

 
 
 

 

Individual Client Companies contain the 
Inventory and Orders, and End-Customer  

Order Fulfillment happens here. 

Your Clients each have a Customer Account   
in your Fulfillment Company.                        

You bill clients for the services you provide 
through these Customer Accounts.  

Your order Fulfillment Services belong            
in the (primary) Fulfillment Company 

(Company 100).   
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First:  Company 100, Option 301 Fulfillment Company Inventory:    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Standard Fulfillment Client Services are intangible (Mrf. ZZZ) stock.  These (may be pre-loaded) fulfillment Stock 
Number records can be edited.  The Description field can be changed, but the Stock Number field is permanent.   
 

Stock Number Description  Function:  

Carton Out  Master Pack  Pick/Pack Fee, Master Pack.    

Ex Docmnts  Extra Documents Order Processing, International. 

FDX Handle  FedEx Shipping FedEx Shipping, incl. Markup. 

Inner Pack  Inner Pack   Pick/Pack Fee, Inner Pack. 

Order Proc  Per-Order Fee  Order Processing, Domestic. 

Outbnd Mn  Outbound Minimum Minimum Fee, Any Day with Activity.  Net fee appears in  

billing report as “Miscellaneous Charge”.  

Pick/Pack  Unit Pick/Pack Pick/Pack Fee, per Unit. 

UPS Handle  UPS Shipping  UPS Shipping, incl. Retail Discount. 

 
Service Prices can be specified:   

 here, and  

 in each End-Customer (Tier 4) Account’s Billing Template, and 

 in a Client/Customer 419 Default Order. 
Because 3rd-party fulfillment is usually client-specific, we recommend NO prices in these 301 Fulfillment Stock 
records.   
 
Add Stock Numbers any NON-standard services (i.e., Storage, Labor, Reimbursed Expenses, etc.) and any 
Tangibles (Supplies) as Stock Numbers.  
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Second:    Company 100,   201 (Client) Work with Customer:   

 
Add the Client as a new Fulfillment Company Customer. 
 
Decide whether you want the Client Customer Number to match the Client Company Number.  
You can use [AddByNbr] (F20) to specify the Client Customer Account Number.   
 
A Sales Rep can be assigned, as well as an automatic Sales Commission percentage.  
 
For the Default Ship-Via field, select BILL (no shipping service).  All orders that require shipping will occur in the 
Client’s COMPANY.   For the same reason, leave the UPS Account field blank.   
 
A Blanket PO Number may be recorded here, but this field does not default to orders.   
 
You might use the Note field to specify your billing cycle (daily, weekly, monthly). 
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Third:     419 Default Client Order:   

 
Use this pre-set list, if you like, for manual client invoicing.  
 
A Blanket PO Number assigned here DOES default to manually-generated orders, and can be made unique with a 
date or sequence suffix.  
 
Save time by including the NON- Pick and Pack Services (i.e., Storage, Labor, reimbursed expenses) and Tangibles 
(Supplies).  This “stock” list will appear in each new Client Order.  
 

 
 
Key Unit Prices here, if desired.    Note that prices entered here do supersede the 301 Stock Number  record 
Prices in a manually-generated order.  
 
A line-item Commission percentage here supersedes any in the Customer or Inventory record.  
 
About Boxes (and other supplies):  There are several ways to charge clients for shipping cartons.  Starting with the 
simplest method: 

1. Have the Fulfillment Company buy the boxes in bulk, and pass-through the bulk cost to the client, 

adding a handling fee or percentage markup.  The Carton line-item is billed only when boxes are 

purchased. 
 

2. Have the Fulfillment Company buy the boxes.  The Carton line-item is included with each manual 

Client billing.   

a. Use the Order Count(s) as the Carton count, OR 

b. Use the parcel shipping manifest(s) as the Carton Count.  
 

3. Include boxes in Pick and Pack fees.  This one is complex.  IF boxes/cartons are:  

a. Added to each Client’s Inventory,  

b. Added to End-Customer orders (as a $0. line-item), AND 

c. Added as a Special Stock Number to the Customer Billing Template with a unique price, 

the system can count and add boxes to Client billing as a Pick/Pack line-item with that price.  
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Fourth:     Admin Menu, 626 Company Setup:   

 
Add the Client as a New Company:  
 

 
 
The Client Company Name and Address here will appear on documents sent to end-customers.  
 
Some special-function fields appear here:  

Fulfillment C#Cust#:  This is the Fulfillment Company Number with the Fulfillment 
Client/Customer Number (tier 1 and 2) that this Company (tier 3) corresponds to.  The format is 
(company) 123 (customer) 000000890 (no punctuation: 123000000890). 
 

This field requires an entry in an environment set up for third-party fulfillment.  To setup a new 
company that’s NOT a client, key “0” (zero) here.  

 
Billing Template#: There’s currently only one, #3 (the default).   
 
UPS Account#:   

 IF the Client Company will ship parcels under its own UPS account, key the account number here, 
use the [UPS/Whse] button, and follow the other steps to set up the UPS Account functions.  In 
the End-Customer record (tier 4), Count UPS Charge will become No (and is display-only). 

 IF the Client will ship under the Fulfillment Company UPS account, key that number here.  The 
Client’s shipping charges can be billed with other fulfillment fees.  

 
 
 

Fifth:     In the Main Menu, Use 301 Work with Inventory, with the Client Company Number, to add the 

Client’s Stock to Inventory.  
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Sixth:  The Fulfillment Client Company will have at least one Customer Account.   

 
Use Main Menu 201 Work with Customer Account to add the (end-customer) account, or, if desired, use the 
Customer 99 House Account for orders that are loaded from a website.  Set up an end-customer account’s 
fulfillment pricing structure by bringing up the account’s Billing Template.  
 
Client Company, End-Customer Billing Template:   
 
(Customer List Option 9=Billing Template)       

 
 
UPS Account message: If the Client Company UPS Acct (in Admin 626) is the same as the  Fulfillment Co 
account: charges can be added to billing with Y=Yes here.  
 

If UPS Accounts are different, shipping is already billed to the client, and charges cannot be added (the field is 
display only, default is N=No).  
 

Key individualized prices for THIS Customer, for THIS Client:  
 

Special Stock# entries generate specified Pick/Pack fees, grouped (on the Fulfillment report) by the fee amount.  
These Stock Numbers do NOT generate fees by the pick weight.   

 

Seventh.  Run your business:  Fulfill your client’s orders.   

For each Client Company, schedule the Day-End reports that you want, as well as those your client wants (easily 
done with scheduled Email reports).  
 

The Day-End Fulfillment report (ful609 “Orders Count Report”) details daily metrics for each End-Customer 
Account.   In addition to per-order and per-pick counts and fees, the report lists any shipping Charges paid under 
the Fulfillment Company’s Carrier Accounts (UPS and FedEx). 
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Eighth: FINAL:      472 Generate Fulfillment Billing:   Set your own billing cycle. 

 
Option 472 creates (401) Client Customer Orders 
based on the Per-Order and Per-Pick pricing in the 
templates of each End-Customer.   
 
Run Option 472 in EACH Client Company.  
Choose to generate fulfillment bills for all End-
Customer Accounts, or for any one Account.  

Additional Stock/Service Numbers can be manually 
added to the 472-generated orders. Otherwise, new 
/additional orders can be created with 419 Default 
Orders line-items.  In 419-based orders, unit pricing 
comes from the 419 Default price (if one is specified 
there).  

 
 

 

Generate (Co. 100) Client Customer Orders (tier 2) from the Client Company’s Customer History (tier 4) records.  
The process includes only orders from history; today’s activity is not included.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note that the system doesn’t return to the Menu with each [Print] command.   Generate Fulfillment reports for 
each of a Client Company’s End-Customer accounts, or for an entire Client Company in one report.  Generate bills 
for multiple Client Companies, if desired.    
 
The system will compile reports for more than a one-week range, but displays a message to confirm a “date range 
greater than normal”.  The system requires a second [Print] command to confirm correct field selections.  The 
(Date-Range) Fulfillment Orders Count Report prints each time the option runs.   
 
Beware of generating overlapping orders; the system will duplicate the billing counts if a date is included more 
than once.   
 
The system can aggregate Client Customer (tier 2) bills for multiple End-Customer (tier 4) accounts. IF the user 
remains on the Generate Fulfillment Billing screen for each successive End-Customer, the Client will have only 
one order, with the counts and fees for all End-Customers. 
 
 
When all Fulfillment Reports are run, exit the screen with [Exit] or [Cancel].  
 
The Order Generation Report (with the new Client Orders) prints; it lists a (Fulfillment Company) Order System 
Number for each Client Customer Account with newly-run Fulfillment Report(s).  This report doesn’t print until 
the user exits the 472 screen.  
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Use the report to verify (and/or edit) the Client Customer Account orders.  You may add (Fulfillment Company) service/stock line-items to the newly 
generated orders, or may create separate orders for manually billed services/supplies.  
 

 
Fulfillment Billing Report, Page 1. 
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Layout, Fulfillment Billing Report 
 

Header (left:) Report:  Program Code (FUL649P)    (center) : Report Name and Date Range 

  User ID:  (Day-End report prints with Admin User)  (right):  Report Date, Time, and Page Number 

  Cust Name:  Client Customer Account Name (tier 2) [with Client Company Number (tier 3)] 

  Acc Nbr:  Client Company End-Customer Account Number (tier 4) 

  Billing Account#: The Fulfillment Company-Client Customer Account Numbers. (tier1-tier 2). 
 

Billing Rules, Template 3: the End-Customer (tier 4) fee list for: 
Domestic Order 
International Order 
Pick/Pack <20 lb 
Pick/Pack >/= 20 lb. 
UPS, USPS (Endicia), and FedEx Parcel Handling Y/N, and 
Special-Fee Stock Numbers, and  
Daily Minimum Fee 

 

Report Billing Summary:  The Template list, for this date range, for this account, with Count and line-item Charges 
   

Details Per Day:  The Daily Order Counts, the Total (then Unit, Inner, and Master-Pack) Pick/Pack Counts and Amounts (for each day with  
at least one order) for the date range.  Any Daily-Minimum  add-on fee is listed in the MiscChg field.  

 

Details Per-Order:  For each day with an order, these columns:  
Ord#:  PO Number  
D/I:   D=Domestic, I=International  
Pick<20 lb:  Total Picks under 20 lbs., followed by detail columns:  
 MstrPack 
 InnrPack 
 Unit 
Pick>=20lb: Total Picks 20 lbs. or more, followed by detail columns: 
 MstrPack 
 InnrPack 
 Unit 

Special Items: A list of any Stock Numbers with itemized Pick/Pack fees (in the Template), with Count and Amount.  
CRR:   Parcel Carrier Abbreviation  
Shipping$:  The Carrier shipping charge for this order. 
OrdTot$:   The total charge for fulfilling this order. 
 

Total:   The Date-Range totals for each Per-Order column. 
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Fulfillment Billing Report, Page 2 

Layout, Fulfillment Billing Report, page 2 

 
The final section of the Fulfillment Report is “Zero Weight Stocks”.  This area lists any Stock Numbers that have no specified weight in 
the Inventory record (the list is empty here).  The system uses the Inventory record weight field(s) to determine the Pick/Pack fees.   
 
Use this part of the report as a reminder to complete the weight record for each listed Stock Number.  

 
 

 

 
 

 
This Order now appears in the Fulfillment Company 100 Order list: 
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The Fulfillment Billing Order has its System Number as the PO Number.  This PO Number field can be 
edited, if desired.   
 

Delete or edit any orders (surplus, or in-error) in the Fulfillment Company 401 Order List.  
Note that daily or weekly report/billing can be used to provide detail before running a final monthly invoice 
for a client.  Remember, then, to delete the detail bills from the Fulfillment Company Order List.  
 

Here is a detail screen for an Order generated by this process: 
 

 
 

The Fulfillment fees are reported and sorted by Price here: 
 

Order Proc.= Domestic or International Order fee. Here, the 3 orders are domestic. 

Carton Out = Master Pack.  Here, the 3 Master Packs are all >20lb. 

Inner Pack = Inner Pack.  Here, one Inner Pack is <20 lb, and one is >20 lbs 

Pick/Pack = Units. Here, these picks were all <20 lb. 
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Third-Party Fulfillment Reports in Conveyorware: 
 
Menu Report:  

 
337 Customer Services Daily Report:  The RF Gun (Scanner) process creates a daily work  

file that compiles the time spent and service counts 
for each warehouse employee for each Customer 
Account.  This report prints one day's service data, 
sorted by employee. 

Day-End Reports: 
 

Admin 626: [Email Reports]:     Four Warehouse/Inventory csv reports to schedule  
for Fulfillment Clients, reporting:   

Stock Receipts (Freight), 
Stock Receipts (Parcel), 
Orders Shipped and Stock Shipped, and 
Stock to Re-Order. 

 
Admin 901: 
 FUL609CL Billing Report   For 3rd-Party Fulfillment companies, reports the  

client billing counts and amounts for yesterday’s 
services.  

 
 FUL700CL Ord Qty by Day   (Order Activity Summary) Count of yesterday’s new  

and completed orders for all (client) companies, with 
open orders counted by fulfillment status. 

 
On-Demand Report:  
 
 301 Work with Inventory [InvEmail]:  (F11) Sends a csv spreadsheet file with current  

(real-time) status data for stock quantities on-hand, 
in active orders, on holds, and in orders completed 
today.  

 
 


