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Order Entry & Invoicing

Johnstone Supply Data Services, LLC
DSPro Software Training

Order Entry & Invoicing

> PUI‘EOSE

? Menu 1, Order Entry and Invoicing

? This process combines all possible Order Entry functions into one comprehensive
utility to;
+ Create orders, credit memos, dropships and quotes
+ Release, maintain and cancel backorders

+ Unfinalize, maintain and cancel releases
+ Convert quotes into orders.
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Order Entry & Invoicing

» Although somewhat complex, Order Entry/Invoicing is very versatile
»  with special features:

Order and invoice numbers assigned at the end of the order entry (OE) process.
Quick access to product data with Line Detail screen
Multiple warehouse shipping within a single order
Complete audit trail in both order and release files.
Parameter-driven display and function options.
Continuous on-screen order information

Easy dropships

Automatic credit checks

Product entry of non-stock or special items

Special Dashboard future.

Help windows and option lists are available with a ‘7.

NN ) ) ) ) ) ) ) ) N

Order Entry & Invoicing

MENU-1 ORDER ENTRY AND INVOICING How to Access Order Entry

15:24:19 12 Sep 2008

Inquiries Menu 1.2 or Enter OE at any

1. Sales Order Inquiries 25. Reprint Invoice on Plain Paper Menu Path or <Enter>:Prompt
26. Reprint Signature Capture Invoice

Input 27. Fax Invoice with Signature Capture

----- 28. Email Selected Invoices Screen

2. Order Entry/Invoicing 29. Display PDF Invoice

3. Maintain PO on Finalized Invoice 30. Display PDF Quote

4. Fix Serial Numbers after Day-end 31. Upload Handheld Signatures

Reprints & Others 32. Email Invoice - No Linux Server
33. Copy Quote to Company/Customer

10. Invoice/Credit Memo Reprint 34. Email Quote thru Linux Server

11. Quote Reprint 35. Email Pick/Pack thru Linux Server

15. Credit Release Maintenance 36. Fax Pick/Pack thru Linux Server

16. Fax Invoices 37. Reprint Laser Pick/Pack

17. Fax Quotes
20. Signature Capture Menu
22. UPS Tracking (Future U2008.1)
40. OLD Menu-1

Enter a Menu Path or <Enter>:

http://dst.sitemax.com
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» Basic Procedure

» Follow these screen
sequentially for the basic
Order Entry/Invoicing
process

Operator Screen
Header Screen

Line Input/Line Entry

Total Screen

Invoicing Options
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» Basic Procedure

» Follow these screen
sequentially for the basic
Order Entry/Invoicing
process

Operator Screen

Header Screen

[ Line Input/Line Entry ]I

Total Screen

Invoicing Options

Order Entry & Invoicing

Line Input/ ||
/ sy
\ Line Detail ||
Maintenance

Line Entry ||

FLOWCHART
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Order Entry & Invoicing

The Purpose of the Line Input Screen:

» To enter product quantities and messages into the order

» To check stock and pricing on a product

» Line Input maintains automatic pricing based on
customer discounts, programs and contract pricing.

Order Entry & Invoicing

The Line Input screen actually has two screens:

» Line Entry Screen

» Detail Maintenance Screen
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At the Line
Input screen

Input the item
number and the
quantity to order

The product is
automatically priced

Enter <CR> to accept
the line and move to
the next line

Enter ‘D’ to access the
Detail Maintenance
Screen

Enter ‘C’ to Cancel Line

http://dst.sitemax.com
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Order Entry & Invoicing - Line Detail

Product Number

Type a ‘7" for a list or _—II_I_HI
input one of the : (EDER 1WWD
following options. DT TRERRERRRRRRRRS

FIE
LIS PRREY, VENDOR PRETF, "N MESSACE
" T CET MEXT MUMBER 1N SEOUENCE
FRC TO CET CSAME FRITIN-R0R
LT LD, <ENTER>, (R "END°

WFET OF DESCRIFTION FOR AUTO LO0ELF
=" IR DS

5" PR STOCKE STATUS SCREEM

N PR CROSSREF, "N B0 CHECES
‘LS" LOST SALES, "CPR° CUST PRICES
“INDT R (17 FOR INOUIRIES MEMU

Order Entry & Invoicing - Line Detail

Product Number

== TEN WMHEE— = ——NMH[ 1] ES
There are several DESCRIFTION  ODER 1WCD PICK
options at the ! [T T

Product Number
Input

Type a ‘7" for a
list or input one

p—
B PRICE 150X

of the following = Enter the product number or use the barcode scanner
options.

= Enter ‘.’ (a period) to obtain the

next number in sequence.

= After entering B80-530, enter ‘.’ and B80-531 will display

. Enter ‘.nnn’ to obtain the next number with the same prefix.
. After entering B80-530, enter ‘.542; and B80-542 will display

=  Enter ‘L’ to access the Product L

ookup screen

. Enter JX to access the JXI Cross Reference System.

2 to access your store’s cross-reference Look up.
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Order Entry & Invoicing - Line Detail

Product Number

Type a ‘7" for a list
or input one of the
following

options.

B0 PRICE D15

. Enter ‘-’ (a dash) for the Dashboard

. Enter ‘S’ for the Stock Status Screen

. Type ‘NSF’ to access the screen for bad checks
. Type ‘LS’ to record Lost Sales

«  Type ‘CPR’ for customer pricing

. Type ‘INQ’ or ‘I’ for the Inquiries menu.

Order Entry & Invoicing - Line Detail

Product Number

Enter the product MELE ] ——RICING

number. I ROER IWWCD PICK B0 PRICE DISCH DERICE X FH KT
Iy CENT M. F & wap

The screen will 77 THERMOMETER

display important

information

regarding the part
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Product Number

Contract Pricing/
Program Pricing

Each Price - displays
the calculated price
for the customer.

Lot pricing /
quantity pricing

Catalog Page

Available quantity

SP - Standard Pack

==ITEN HUMHER==
W DESCRIFTION
Al 1 37-aa

1=EHD

SEnIRUGRES MODULE

infer ERCH
J1. % 1775

Order Entry & Invoicing - Line Detail

—— QT T]E5—— PRICIN-——-—-
DRDER: YLD

FICK B0 DPRICE T PH ORI

1 [N 7.9 Y H
COHE [RM <Fnfer>cYES DEDETRIL  CoCRHCEL

[
T35
=] Hy SeCASHT  B=CASH 7=CODT  @-COD

Order Quantity

Enter the quantity of
the item to be
ordered.

If you are issuing a
credit you may enter
a negative number

Enter ‘C’ at the
prompt to clear the
entry if just checking
stock availability

Enter ‘-’ for the
Dashboard

http://dst.sitemax.com

==ITEM HUMBER==
W DESCRIPTION
TR

SEGIRUGNNS MODULE

1=EHD

DRDER [ LD

infer ERCH
T % 177. 5

Order Entry & Invoicing - Line Detail
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Order Quantity
Follow the quantity
order number with a
letter to indicate the
following

‘R’, for Warranty
Credit Exchange

‘O’ for Credit Line

‘K’ for Core charge
only

‘M’ for Merchandize
only

‘E’ for Exceptional
Sales

Examples

Order Entry & Invoicing - Line Detail

==|TEW HIMEBER==

DIRHTITIES

i
LW DESCRIFTION  ORDER IWNCD FPICK DPRICE

TR 1R
S6 IR0 MODULE

q-| 1) SORSHT  GCRsH T-C0D

T¥ Pt KT

Press ‘Enter’ to
Accept/Confirm the
order. The product
is automatically
priced.

To access the Detail
Screen enter ‘D’

To Cancel the line
enter ‘C’.

If the order quantity
is more than the
available quantity,
the Detail
Maintenance Screen
will display.

http://dst.sitemax.com

Order Entry & Invoicing - Line Detail

~=TTEW MR- == AT ITIES " ~=====n
N DESCRIPTION  ORDER IWWCD PICK
201 137-506 ]
SEGIRITN0Y HODULE

intar ERCH
T 5 177 T 9

1=EHD q=1H0 OGHT  BeCRsH F=CODT
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Detalil
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The information processes after you
enter a product and quantity.

The screen that displays next is
determined by a few factors;
product availability,

quantity of order,

price hold,

or if the product is hazardous.

Either the Line Detail Maintenance
or Hazardous Certification sub-
screen will display.
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Order Entry & Invoicing — Detail Maintenance
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Order Entry & Invoicing — Detail Maintenance

(RDEE ENTEY LINE DETAIL Mol NTEMNAHCE

STATUS MESSAGES

OEDER. LIME #: 13 Parl Ships and Hackorders ok,
. B85 Subrs i tubes ok

You can access the Order
Entry Line Detail Maintenance
screen one of three ways from
the Line Entry screen.

Press ‘D’ at the CONFIRM

prompt on each line L1}

1 W

[
SAES] I TUNE PeODOCTS
Ll P00 MR DESCRIFTION  PRICE i

Enter a line number

Enter a quantity greater than
quantity available

B Sk L lubes feai lable

CRUCRATED ORE  PIK  BACKIED
DEFRILT

NBTITIES
|

5. el 18665
ghis i lules, Jotes, T bo Reccept _
-1 SOl GCRsl F-CooT §-000

Order Entry & Invoicing — Detail Maintenance

The Line Detail Maintenance
screen has eighteen
numbered fields, many can be
altered to customize the

(RDEE EWTEY | IRE DETRIL Ml NTE N

STRTUS
Part Ships and Backorders ok,
Subrs 1) hbes ok

[EE-0
40 VENT mOTOR

order.

The screen also displays ary.. CURITITIES T OTHER WiHOE
special status messages, } . D01 7 03 B 25 VOC FDC
quantities available in other (] . 3 3
warehouses and substitutes. L LU ARSI TINE FREOMICTS

B RETIEN [HD LH FRID W DESCRIFTION  FRICE AW

N THRARLE. . .

§ PRICE HOLD.
L1, 1.

Ho Subsli lubes feal lable

ORI PICE BaCKRD
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Order Entry & Invoicing — Detail Maintenance

Line Detail Maintenance Fields

1. Product # - Displays the current product
number. Enter a new product number on Line
#1 and all fields on the screen will change
accordingly.

2. Description - Displays the current product
description. You can type a new description to
print on the order and invoice forms.

3. Order Qty — Number of items ordered. To
change the quantity ordered, enter a new
amount. Pick and backorder quantities will be

recalculated depending on product availability.

4. Pick Qty - This is the number of products
currently reserved for this order.

5. BO Qty —Backorder Quantity, the amount of
stock that is ‘backordered’. The quantity
ordered is more than what is currently

8 REAGOH CODE
N RETURH 1HD.
N TIRARLE. .. .
A PRICE HOLD.
§ IMRR SED.. .
8 PRICE CODE.
§ PRICE. .....

| oroesinie.

Order Entry & Invoicing — Detail Maintenance

Line Detail Maintenance Fields

6. Whse - Warehouse, this field
is based on the company
number entered in the
previous screen. You can
change the warehouse and
pick stock available in other
locations.

Be aware, that an order will
be split if products have
have different warehouse
numbers.

When you alter this field, you
will be prompted to select
one of three options,

» Transfer

* Ship to

EDER ENTEY LIME DETAIL el WTESNCE
THE

Par | Shaps ol Rackorders ok,
St i tulirs ok

DEFRL]
EATTIES

http://dst.sitemax.com
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Order Entry & Invoicing — Detail Maintenance

Line Detail Maintenance Fields

6. Whse -Continued SR LDE B M Far] g and Bactarders of
1 | it Sebs i hebes. o
* Transfer — The product is added to a A oe- 175 [Tt ST
running transfer purchase order for the : : - -

selected warehouse, and the product
remains on backorder for the current E. Y ] § 1 13 1
customer order.

. . § ¥ 1 e e 0

» Ship to - Separate Pick/Pack orders are 0 5 ¥

created for each specified warehouse after Lk I

the Total screen has been accepted. This is }';_ L - iy

similar to the Split Credit Memo option in i - .1 _

which two documents print. The specified i ¥, I ’ ¥

warehouse receives credit for the sale of .

this line, as though it had been entered at :: . 3 L i

that warehouse. )
+ Dropship - The line is flagged as a iater [l Fraedor . 0ig s § bropdip

dropship and a Pick ticket is created at the
selected warehouse with the selling store
as the bill-to and the customer as the

the

Order Entry & Invoicing — Detail Maintenance

Line Detail Maintenance Fields

7. Reason Code —Enter a code for a credit situation.

‘Cl'gg::'\ ?” (question mark) for a list of reasons ORDER: LINE & 3 .
SR
8. Return Ind- Return indicator used on product d o DC305G 189 BATTERY
returns, input ‘R’ to return the item to stock, enter IEI_".F" I}_II' .-
‘N’ to indicate the item is not to be returned to PILK .'“"r- o -1
stock. All warranties will be set to ‘N’ i
automatically. o
FERSOH CODEEETIE IRl
9. Taxable - Indicates whether or not the line item is H
taxable. This field is automatically set by the flag TBLE. .. .Y
in the product file. FRICE HOLD. g
N s
10.Price Hold - Accessed only if the product is sold for ¥a PRICE CODE.J3
too much or too little, based on the parameters set PRICE (LSOO [ 50 PRICE
in the Company parameters. 1] 1, 35
T COGT. . . QU T URRTHCH COG]
11.Warr Seq — Warranty Sequence, Enter the tag LRt 5. S0
number for the warranty return. The system will CORE COST. . WRECT Cils]

automatically launch the Johnstone Supply

DEDFIF. . . Ty, 8

http://dst.sitemax.com 14
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Order Entry & Invoicing — Detail Maintenance

Line Detail Maintenance Fields

12. Price Code - The code is either “O” or “F” where O
defaults if you override the price and F displays if you
use the file price already in the system.

13. Price - Based on customer pricing, contract pricing and
program pricing.

14. Disc % - This is the discount percent applied to the line.

8 RERSOH CODE

15. Avg. Cost - This is the Average Cost of an item. - Flnlt'lljl:l?ll [ HD.

16. Core and 17. Core Cost - these fields are informational R PRICE HOLD.

only and should not be maintained. § IMRR SED.. .

8 PRICE CODE.

18. Dropship - Enter the dropship code, the default for the § PRICE. .....
regular line item is “ND”, while “DS” indicates that it is a

dropship line.

| oroesinie.

Order Entry & Invoicing — Detail Maintenance

Item on Backorder with Substitutes (RTER EHTRY LIHE DETAIL WalNTEWHCE
STANLES MESSACES
. . Part Ships and Backorders ok
If a backorder item has substitutes, a prompt . 1 Sl utes ot

appears
Enter ‘C’ for a new order quantity

Input ‘SUB’ and return, input the line P v

number for the substitute listed, the &= -"‘: )
product and pricing will automatically \ "_-,]'r'“ 1 EE=160 ] .
change to the substituted item. N PRI D ’

*Enter ‘CAN’ to Cancel the line.

*Press ENTER to leave the order quantity
unchanged and to override pick or
backorder quantities.

http://dst.sitemax.com 15
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Order Entry & Invoicing — Detail Maintenance

TR EHTRY LINE DETEIL Wil WTERGCE
STRILS MESSIGES

Farl Ships and Backorders of
FRIDLL| =117 Sulrs ] Rl ok

Item with Substitutes

The system will add a message line

to the order indicating the part was 2 GG 0T 1O A
a substitute. LM |

CUETTTHES IH OTHER: Wi
0 (3 f N D6 OO

LIFTION  PRICE A
MR E .4

— I TEN MR K — | -
(RIFTI(N  ORDER IMWD FIEE BAD

o Bl 1 1 o
BX-1635 047614 LIGERIER

s

fitroe § boat saites 08 tubed for “ROI-126
3 N

Lo .
O ERERERERERREREY
=

i
& CO0T47  Ce3

Order Entry & Invoicing — Detail Maintenance

Status Messages - Displays information regarding the
customer, from the Customer Master Record.

If the customer will accept Partial Shipments, Fart Ships N
Backorders or Substitutes. Caibes 1) it ok

Quantities in other Warehouses - Displays the
quantities available in other branches as well as
quantities available in the distribution centers.

VDC = Las Vegas Distribution Center
FDC = Florida Distribution Center
PDC = Portland Distribution Center
MDC= Memphis Distribution Center
ADC= Allentown Distribution Center 3,

Substitute Products — Will list the substitute products
and the quantities available.

Calculated Default Quantities — Displays order, in-pick, (T3 ¥l
and backorder quantities. I . ;

http://dst.sitemax.com 16
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Order Entry & Invoicing

When you are finished with Line Detail
Maintenance, enter one of the following
options:

‘B’- Backout to exit Line Detail
Maintenance without accepting any
changes. Returns to Line Input.

*‘CAN’ to cancel this line

«‘SUB’ — Substitutes, to recall the status
display screen and any substitute product
information.

*‘N’ - To display product notes. The
product number will blink when there are
product notes.

‘0’ to accept the changes and return to
the General Entry Line screen.

— Detail Maintenance

QEDEE ENTEY LISE DETAIL MAIRTEMACE
STANE: WESSR0ES
Far} Supe aed Baschordors o
Lo ] S 1§ e gk
il

&l
=50 AR FILTER CAck

QURNT I TEES |H DTHEE WSeT HOEE

1
i1
B ML BT (ML e N VIO
|

FEICE

o S 1 bubes Pal Labd e
D% PEILE

t.-:f

Order Entry & Invoicing

Hazardous Certification Selection
l
The second screen that may appear
at Line Input is based on the item
number entered.

If the item is Hazardous, a sub-
screen, Hazardous Certification
Selection will display.

e
Y]
inq
1Lr]

1=K

— Detail Maintenance

Y

1o 4 ALLTH SaE-A19-5139
Tack ]

Boascon Bock Hoat ing 1. Hoacon Hock Heat ing e & wik
11637 Beacon Reck O fve 2. 11632 Boscon Rk Orive MW

L
F
POrLland DR 925 3. Porlland

~-I1EN RUMEEH--  -------OUANT ITIES- -
I SCRTPT I (RIER TMVCTH  PIERC

15-084 1

Lu-m-’ o FLUTD

Moove matorial |5 HAZARD 2]

12%-08 1 1

lo-5457 o0 FLUID LCIOEMET

H

Moove matorial s HAZARD i)

=271 16eas

Al4E- X} CAL-SHIELD af

HI =THI
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Order Entry & Invoicing - Line Detail

LI
Message Lines ok

B Bescon Bock Bealing

To add a message line, type “M”
at the item number prompt,
then, simply type your message.

To view the pre-programmed
message lines, type “M” and type

a ‘?’. The list will display, select L ;!Elgﬂg

a message from the list. "
THIS 15 R TEST
L2181

1085 Boacon Kock Drive

H IR TE ] ] m1 [GH
.50

. Beacon Rock Healing

. VL Bescom Rack Driwe R

. L]

. Par tland . ]

Forlland (R 37720

1
F
)
q
k.

T ] 0 Y N

B 2T 2T Y M

1-E80 L}

Order Entry & Invoicing — Line Detail

The final line entry screen provides
eight visible options as well as several
hidden ones. Type ‘?’ for a screen of
available options.

The visible options are;

Line# -Enter a Line # to display the
Detail Maintenance screen for that line

item. " ;““ Lo
THIS 15 & BEST
Hdr - Press ‘H’ to display the Header 3 -5
POCH CAPRCTDOR

Detail screen. o i

Add - Press ‘A’ to add more lines to the
order

this iz & lesl.
L]

']

s
THRE ¥TUI T T YR ELESINESS

1. Bascan Eock Healing

T TIELD Beacon Bock Drive
i
L
5, [P ]

o Ior. Jod, [Eert, Feriagp, Qeri-m, Jackat, [oles, [ 1o memd;
B4 -
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Order Entry & Invoicing - Line Detail

INSert — Type ‘ins’ to insert either a
product or message line in-between
existing lines on the order.

~-Scrl-up / ?-Scrl-dn - Use the up and
down arrow keys to scroll through the
lines on your screen.

Backout - Type ‘B’ to backout of the
order. The program will issue a
warning and requires the user to input
‘y’ to continue. The system will exit
the order, and discards any data
entered during the session.

‘0’ to Accept — Type ‘O’ to accept the
data entered. The system will move to
the next screen - The Total Screen.

B TR

L]
THIS 15 @ TEST

N
thiz is & le=l. 8

1
THE ¥l T DR YO BLGIHESS

|-n1'|1d- b |

EBert, f5erlap, Ieueri-, Jackat, Jobes, ] o aomd:
uy

Video Placeholder
Your video will display here.

http://dst.sitemax.com

8/25/2009

19



Johnstone Supply Data Services, LLC 8/25/2009

PROPERTIES

On passing, 'Finish' button Goes to Next Slide

On failing, 'Finish' button: Goes to Next Slide ; Bronerikes ) Ediin Guzmaker
Allow user to leave quiz: After user has completed quiz —

User may view slides after quiz At any time

User may attempt quiz Unlimited times

Thank Youl

Click on Link to download Order Entry Invoicing Part2

If you have any questions, please email Johnstone Supply Data Services at
DatabaseSupport@johnstonesupply.com

Websites:
Johnstone Supply Data Services (http://dst.sitemax.com)
Data Services Docs Site Support (http://dstdocs.sitemax.com/)

Data Services Training Academy Site (http://dstdocs.sitemax.com/training_academy.asp)
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