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Path: DB Distributor > Order Processing > Order Entry

This document provides a quick overview of the fields and panels used for sales order entry using

the Summary Panel for Order entry lines.
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ER distributor

d_ Order Entry Defaults - FMGODX

Order Date:

Order Divisior: | 00-DISION 00-HEADGUARTERS

~|

Order Type: &) Sales Order

) Release

) Eill as Shipped

() Billable Release

CSR: m Anita Corless

FOB Haw ta Ship

Ship WA

D - Destination jl

- Prepaid b add v || | S - Standard ~|

[ Proceed l E zit l

| Order D ate

Verify Information is correct for the orders you are entering now, set the Order type and click Proceed

d_ sales Order Entry - FMGODM

[=] & (=)

Order Mumber: @ Custamer:
Add New Order Order Date:

Get next new
order # from; | Order # j On PAD:

Date Fequested:

Salesperson;

[ Header ] Lires ]

Shipping l Hotepad [ Purchase Order [ Item Specs ] Entry Defaults ] Job Mote

Line| Descriptionltem | Drdered| /M

.t’-‘n.mount| Eost| Grozz F'lc-fit| GPZ| Shipping

4 UL

|Drder Murnber
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Click Add New Order

d_ Sales Order Header - FMGODA

Order Mumber: | 00-024750

1. Cugtamer Info

Customer: |

Custorner PAO:

Order Date: | 04/23/2015
Date Requested:
Ordered by:

Tems:

Address:

City:
State:
Phone: ([ ] -

Order Type

(®) Sales Order

() Release

Order Options
Freight kark.up:

Zip Code:

() Bill az Shipped
() Billable Releaze

Eepeat[lrderl See Images I LCancel

Cuztomer Code

Enter your Customer Number or use the query option to select your customer code

d_ @ Customer- QRY_ARL1

[o]l e ]

Start From; kMER
Sort b Laookup + Division + Customer [Defalt] -

[ Lookup I Cuztomer I M arme I Salesperson I Address ’:‘
BMERICAM & 00-00100 Arnenican Advertizing, [he. Laor Cave 109 Regency Drive
AMERICAN & 00-10000 American Advertiging, [Bill From] Wamen M. Zindler 1487 Techwood AvenueJ
AMERICAM P 00-00521 Armnerican Paper Company Jezse Bryan 123 Pine Valley ‘way

AMITA LOMG O0-AMIT A, Anita Long's Compary Robun Shumaker BT Huey Drive

AMOTHER Ca 00-00286 Another Cave Lori Cave

APPLY PLAC 00-00124 Apply Place Lori Cawe 123 Apple Spice Way
APPLY PLAC A0-00605 Apply Place Warren M. Zindler 123 Apple Spice way
APRIL 0-007o April Theresa M. Anderzon 11 Catuz Rd

ASH CAVE G 12-01008 ASH CAVE Group Warren M. Zindler

Example of Query - in this case, position over the desired customer number and double click or

return to select.
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'd_ sales Order Header - FMGODA B |

Order Mumber: | 00-024750

1. Cuztomer Info

Cugtamer: | D0-00100 Amencan Advertizing, Ine.
Cusztomer PA0: | AJ-3702414 Addresz: | 109 Regency Drive
Order Date: | 04/23/2015 E] Suite 100
[Date Requested: | 043042015 E] City: | Morcross
Ordered by: | (GBS Ctate: |G& | O | Zip Code: | 30071- E]
Tems: |02 E] 2% 10 days Met 30 Phone: | [770]448-1484.

Order Type
(®) Sales Order () Bill az Shipped
() Release () Billable Release
Order Options

Freight Markup: (02 | S

Eepeat[lrderl See Images I LCancel l [ Finizh I Meut >

Ordered by

As needed enter:

- Customer P/O
- Date Requested
- Freight Markup - this will default from Customer if preset.

Verify the Order Type is correct for this order; this information will default from the Order entry
Default panel.

Click Finish to proceed to order entry lines.
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R distributor

d_ Order Line Entry - FMGODB.VT -5 |[me3e]
Order Mumber: | 00-024750 B Cuztarner:  00-00100 American Advertizing, Inc.
Order Line Mo.: | [ Q ] [ New Line l

P/0 Code: Custom: |_ Line Type: | Customer Specific ltem ﬂl Specs Required: Cugztarn [ten Line Type:
Cuztamer: Itern Code: I:E] Description: | |

i arehouse: -mﬂ
Unit of Measure Oty Per Unit Quantity Ordered % Per Unit Extengion
Price: | Al | 0| | oo | om, | o 00| RACHNumber |

Cost: | [Q ] | 0 | | .an | | oo | Starting Murmber: I:I

Special Shipping: |_

Linel Drezcription/ltem | Dlderedl (B | .-’-‘«mount| I:Dstl Grozz F'n:-fit| GF'Zl Shipping

1 10 | P

Dielete Order Select line frlnm hele to edit lI*;e nrd? lirve: | Delets Line ] Exit

|Line number -zhould be ¢ 207 for FSE use

At Order Line No: Click New Line

|d_ Order Line Entry - FMGODE.VT -7
i

Order Humber: | 00-024750 - Customer;  00-00100 American Advertizing, Inc.

Order Line Ma.: | DD'I[' l [ Mew Ling ]

F/0 Code: Cuztom: |_ Line Type: | Stock [tem ﬂ| Specs Required: Cugztam Item Line Type:
|tern Code: I:@ Deszcription: | |

At the P/O code field, you have several options. The single character segment in this field can trigger
specific output options. Your DB/d representative can help you define options that best meet your
needs. Here are 3 examples for the P/O Code.
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ER distributor

1. Use a ‘Number’ at this field if you are ordering a custom Item specific to this customer, the
Custom Box would then be checked and the Line Type would be set to Manufactured item.

Order Mumber: - Cuztomer:  00-00700 American Adwertizing, [no.

Order Line Ma.: | o [r ] [ Hew Line ]
P/0 Code: Custom: p Line Type: | M anufactured ltem j| Specs Required: | Full Specs j Cugtom Item Line Twpe: | e j
Customer: | 00-00100 [ i ] Itemn Code: - Description: | #10 white Envelope with Calar Logao |

2. Use a ‘Letter’ at this field if you are ordering stock item from a vendor to be shipped direct to
your customer. In this case, the Custom field would NOT be checked. This range of PO codes
can be used to print stock PO form.

P/0 Code: Custam: |_ Line Type: | Stock ltem jl Spec: Required: Custom Item Line Type:

|tem Code: | DO02000 - Degcription: | Four ficrogs Continuous Labels

3. Leave Blank if this is an inventory item coming out of your Distributor Warehouse location.

P/0 Code: Custam: I_ Line Type: | Customer Specific [tem ﬂl Specs Required: Custom Itern Line Type:

Customer:lDD-DD'IDD [’ ] Item Code: | MAILER - Description:lMaiIer

Warehouse: mﬂ

Sales Order Entry for Custom Iltem:

.4 ~

d_ Crder Line Entry - FMGODB\7 ¥ =
Order Mumber: | 00-024750 - Customer:  00-00700 Amenican Advertizing. Ine. r
Order Line Ma.: | 0o [ t ] [ New Line ]

F#0 Code: Custom: p Line Type: | b anufactured [bem ﬂl Specs Reguired: Custom Item Line Type: m
Cuztomer: |tern Code: Deszcription: | |

-
@ Customer Specific Items - QRY_FM1 el B S
Start From: |DF' |

Itermn Code I Itern Description l Left-Right I Top-Bottom Fid Cdl Order Date I Order MHa. I Cugtomer's lbem  a
P-100 Continuous Accounts Papable Check  [971/42 i RN 07/28/2008 00-07186E1 CICCODEISAPCH
DP-120 #10White Ervelope ooz o |12/0142mz 00-008577
DPF-200 Continuous [nvoices 9172 1 05 oM - APP KEOSCT
DP-300 Paprall Check 101 3 71/2 02 006 |03/21/2013 00-024263
DP-340 #10 Large White Envelope oz .
|| [DF-40 #10White Envelope ooz -
L[DP-400 Continuous Customer Statements 91742 7 03 |jom 11/20/2003 00-003653 M5 25
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At the Item Code, enter your Item Code or Use the Query option and select from the Drop Down for
this customer. If the item you wish to order is not listed, you will be given the option to add. For
purposes of this example, Item DP-340 will be selected

-

d _ Modify Item Master? [5m]

M odify [tem Master before entering order data’?

This option will always display, a good practice is to select Yes and review setups for all items, and
change if needed. If these are items that you are reordering and as you become comfortable with
order entry, you may select No and just proceed with Entry of Line.

d_ Order Line Entry - FMGODB.V7 ¥ S

Order Mumber: | 00-024750 Cuztarner:  00-00100 American Advertizing, Inc.

Order Line Mo | oo

P/0 Code: | 1 Custom: [+ Line Type: | Manufactured ltem Specs Required: | Full Specs w || Custom Item Line Type: | Few
Cugtomer: | 00-00700 Item Code: | DF-340 Degcription: | #10 Large White Envelope
Unit of Measure Oty Per Unit Quantity Ordered % Per Unit Estension
Price: |BOx% | G 250 10.00 40.00 400.00 RC Number: | 101
Cozt: | M =} 1.000 250000 12.00 3000 | Starting Mumber:
Wendor: | 00WISCO o} Envelopes - Wisco Envelopes, Inc. Special Shipping: I_
Flant Code:
Line | Dezcriptiondtem Ordered | UM Amount Cogt | Gross Profit GP% | Shipping

4 e

Delete Order Delete Line ] E xit |

After reviewing the Custom Item master, you will be returned to Order Entry line to enter your
Quantity.
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The Packaging, Cost, Sell, and vendor information is defaulted from the Custom ltem master; you
have the ability to modify this information for the purpose of this order at this time. If you are using
RC Numbers for this customer, you will enter at this time (this is not a required field).

If this line item is to ship to a warehouse or to be shipped to multiple customer locations, then you
would also Check the Special Shipping field. If this line item is shipping direct to your customer, you

will leave this field Blank.

Click Save

d_ Purchase Order Setup - POGMAA.OR

= % -

Yendor

£ip Code:

PAO Type:

Print this P/O:

Confirming:

PA0 Date:

Gr. Cukoff D ate:
Date Requested:

Terms:

Code: |00w1SCO [ ]

Mame:
At
Address:

City:

C | Mew/Repeat:| New

Send Yendaor Data:

mEerm

P/0 Mumber; | 00-024750-1 | C,

Ervelopes - Wisco Envelopes, Inc.
Mr. Riley bMcdole
1234 Main Street

@ Q Flant o E] Q
Plant Mame: Ernvelopes - Wisco Envelopes, Inc.
Attr: | Mr. Riley Medaole
Address: | 1234 Main Street
Suite 100
State: |G E] City: [ Marcrozs State: | GA E] I
Phone: [770)443-1434, Zip Code: | 30071- E]F'hnne: [1-
w || Sales Order/Custorner:  00-024750 00-00100
Cust PO/SlefCust Rep: | AJ-8702414 LT ASC

(& Yes ) Mo

[T Wendor PO ML sent? [

a
a

2]

04/30/2015 E]
01 [ 2 ] Met 30 days

Ruzh Service Person:

1]
Plant Cluate Mo.:
Previousz Job Mo:

Job Mumber: E]

Job Status: E]

Proof Statuz Date: | Mat Required E]
Scheduled Ship Date: ]

[ Camment I Hatepad l Job Hote l

Mao Days:

olle

e |

Yendor

Purchase Order Setup Panel. This panel will always display once for each unique PO code entered in
the order lines. Verify the vendor and plant, enter job information if appropriate.

Click Save

ORDER ENTRY - SUMMARY - STREAMLINED | 8



'd_ Modify Specs? - FMGOBS [ B[]

DP-340-#10 Large White Envelope

?ﬂppass Specs; Commentz I:Inl_l,ll [ Modify Specs l

This question will appear for custom items to allow you to make changes to the specifications for this
order. Select the appropriate option, after changes are made to Specification, you will be returned to
0

d_ Order Line Entry - FMGODB.V7 L S
Order Humber, | 00-024750 Cugtomer;  00-00100 American Advertising, Inc.
Order Line Mo.: [ E]
F/0 Code: Cugtom; |_ Line Type: | Manufactured ltem Specs Required: | Full Specs w || Custom Item Line Type:
Custamer: | 00-00700 Itern Code: Description:
Wwharehouse:
Unit of Measure Oty Per Uit Quantity Ordered % Per Unit Entenzsion
Frice: a oo oo oo RC Mumber:
Ciogt: i] jui] 00| Starting Mumber:
YWendor | 00-9wI5C0 Ervelopes - Wizco Envelopes, Inc. Special Shipping: I_
Flant Code:
Line | Descriptiondltem Ordered | U/ ArnoLint Cost| Gross Profit GP% | Shipping
ool #10 Large Wwhite Envelope 0.00 00024750-1-: Envelopes -
[00-00100] DP-340 10 BOKX/2E0 400,00 30.00 37000 9280 Tol 0005 Amencan Adve
400,00 30,00 370,00 EEeAE]
4 m 3
Delete Order Select line from herle to eEht the D[dl’:il line _:Iear I
Line number -should be < 207 for FSE use

Order line entry.

You now have the ability to Exit order entry lines or another line can be added.
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ER distributor

d Order Line Entry - FMGODB.VY

Cusgtorner:  00-00100

Order Number: | 00024750 | © |

DrderLineNn.:l Dgz[f ] [ e Line l

American Advertizing, Inc.

F/0 Code: Cuztom: |_ Lire Type: | Special Charge

ﬂl Specs Required: Cugztarn [ten Line Type:

temcoce [T |

Description: |.&rtwork - Enter Oty

Unit of Measure Oty Per Unit Quantity Ordered % Per Unit Extengion
Price: |EACH [8] | 1] | | 1995 | | 19.95 | RCMNumber: 101
Cost: [EACH [B] | 1] 1o 000 | 1000 | Statingbumber ||
Wendor: | 00-GRAPH| B Graphics At of America, ke, Special Shipping: |_
Flant Code: I:[:]
Linel Drezcription/ltem | Dlderedl (B | .-’-‘«mount| I:Dstl Grozz F'n:-fit| GF'Zl Shipping
001 #10 Large White Envelope 000247501 Envelopes -
[00-00700] DP-340 10 BOi/250 400.00 30.00 9280 ToC 0005 American Advel
400,00 30.00 92.50
1 10 | P
Dielete Order | Select line fram here to edit the order line Save ] Clear [ Delets Line ] Exit |

|Vendnl

This is an example of an ART charge that has been added to PO code A for vendor GRAPH.

The Artwork is being done by a different vendor in this example.

Click Save
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ER distributor

d Order Line Entry - FMGODB.VY

Order Mumber: | 00-024750 - Cuztarner:  00-00100 American Advertizing, Inc.
Order Line Mo.: | [ Q ] [ Hew Line l
P/0 Code: Custom: |_ Line Type: | Special Charge ﬂl Specs Required: Cugztarn [ten Line Type:
Itern Code: I:E] Description: | |
i arehouse: --
Unit of Measure Oty Per Unit Quantity Ordered % Per Unit Extengion
Price: | "] 0| | || || 00| RCNumber:
Cost: | [’ ] | Dl | .DD| | .DDl Starting Murmber: I:I
Yendor: |00-GEAPH - Graphics At of America, ke, Special Shipping: |_
Flant Code: I:[:]
Linel Drezcription/ltem | Dlderedl (B | .-’-‘«mount| I:Dstl Grozz F'n:-fit| GF'Zl Shipping
001 #10 Large White Envelope 000247501 Envelopes -
[00-00700] DP-340 10 BOi</250 400.00 30.00 7000 9250 ToC 0005 American Adve
002 Arbwork, - Enter Gty 00024 750-4-» Graphics Ar
ART 1 EACHA 10.00 95 4987 ToC 0005 American Adve
40,00 90.48
1 10 | P
Dielete Order | Select line from here ta edit the arder line Save ] Clear [ Delets Line ] Exit |

|Line number -zhould be ¢ 207 for FSE use

After all lines are entered for this order

Click Exit
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distributor

Sales Order Entry Shipping Information for Order.

d_ Sales Order Shipping Entry - FMGODG o] @ =3
Order Mumber; |00 -1]2d?5[|: L Custorner: 00-007100 Amencan Advertizing, Inc.
Order Line No.: | General Ship Instructions for the Order Ship Pairt;
Laddess | ] 0her |
Location
Type: | Customer E
Address T & Infoematicn
Cornpary:
Tanable: [ | .
d_ Ship-to by Customer Location - QRY_FM0.ORD = =h =
Start Framm: || | [O[@I?Tlﬁl
[ Location Code I Ship-to Code I Receiving D epartment Description B
jooan 0000 Qoon American Advertizing, hc.
123456739 0om RECWGE DEPT 0001 G4, 0001 - American Advertizing, Inc.
Qo02-ABCO ooz ooz Amencan Advertizing. [no.
ooz ooz 33333333 American Advertizing, ne.
0oo4 0004 44444444 Ship to 0004, American Advertizsing
(] 0005 aLtalalalatatal American Advertizing, hc.
000& 000& BEREERER Amencan Advertizing, [nc.

At the Code Field, enter the appropriate ship to location code for this customer or use the Query
button and select from Drop Down.
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ER distributor

d_ Sales Order Shipping Entry - FMGODG

Order Mumber: |00-024750|© | Customer. 00-00100

American Advertizing, [ne.

{ Order Line Mo |General Ship Instructions for the Order j| Ship Pairt: |

1.Address ] 2 Shipping ] 3 0ther
— Location
Type: Code: |0005 [ Q]
—Addres

T ax Information

Companyy: |.-'1'-.meri|:an Advertizing, Inc.

Attention: |Mr. George Jackson |

Address: | 1487 Techwood Avenue |

| Suite 500 |

. City: |.-’-'-.t|anta |
State: m ZipCode: (30303 |

Taxable:

Sales Taw: |G.-’-‘-.-3EISEIS-EI1EI [ Q ]

GA-FULTOM-ATLAMTA

— Cozt Code

[ ]

b ark. For: |

Done

Enter Mark For if needed.

Click Next
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ER distributor

d_ Sales Order Shipping Entry - FMGODG

Lo & =
[ Order Humber: | 00-024750 . Cuztomer: 00-00100 American Advertizing, [ne. ]
{ Order Line No.: |General Ship Instructions for the Order j| Ship Pairt; | ﬂ| J
léddess | 2Shipping ] aoher |
FOB How to Ship Ship WA
P - Plant v |&-Pepaidiadd v/ | G-UPS Ground ||
|nzide Deliverny Ship with Ship “ia Overide

|Ne:-:t Dray Air |

E-tail ddress: |

Account Mumber: |:|

“wrap label/Dirop Ship: | Cirap Ship

~|

Wil Call/Ship Out: |ShipOut |

OF Azcount; I:[E]

¢ Back l Mest »

Freight on Board

Review Shipping Information, change as needed.

Click Next
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ER distributor

Sales Order Shipping Entry - FMGODG

L]

[ Order Mumber: DD-DE#F"ED Cuztomer: 00-00100 American Advertizing, [ne. ]
{ Order Line No.: |General Ship Instructions for the Order j| Ship Pairt; | ﬂ| J
léddess | 2Shpping | 3.0ther I

W areholze;

Yendor:

Y
|
Plant Code: I:[Z]

)

Prezs ta Finizh

This screen is used for Special Situations.

Click Finish
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g Sales Order Entry - FMGODM

Order Mumber: | 00-024750

Get hest new
order # from: | Drder #

Customer;  00-007100

Order Date: 04423205

OnP/0: AJ-B702414

American Advertizing, Inc.
Date Requested: 04/30/2015

Salesperson: LMC

Header ] Lines

] Shipping l Motepad

[ Purchase Order [ ltem Specs ] Entiy Defaults ] Job Note

Line | Description/ltem

001 #10 Large White Envelope
[00-00100] DP-340

002 Artwark, - Enter Gty
ART

Ordered | LA Amount Cost
10 BOx/250 400.00 30.00
1 EACHA 19.95 10.00

11

(]

40.00

GP% | Shipping
0.00 00024750-1->Envelopes -
9250 ToC 0005 American Sdwert
00024750-8-3 Graphics Art g
4387 ToC 0005 American Sdwert
90,48

| Select line from kere to edit the order line

I
T |De|ete Order ] Exit

Sales Order Entry

This is the order Summary, Review for Accuracy. You may select any of the boxes under the order
number to make changes to specified areas for this order.

If you wish to enter another order:

Click Save

If you are finished with Order entry and wish to proceed to another function:

Click Exit
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The Steamlined / Summary Entry option is triggered by an option in the Application Security by
Operator Parameters. To continue to use the original design, this box would be blank. Click once to
check the box to use the Grid option, and twice to cycle to the "X" and take advantage of this new
and improved Summary Entry option

d_ Application Secunty by Operator - ZZGMOE Lﬁ,l
Operator Code: | dbd E@ Demand Bridge Distributor Llser
Setup | ] Setup || ] Cetup I ] Setup I/ ] Setup v ]

Enable Standard Cost field modification on Lot Record? |?

Resztrict changing of baze price/gty breaks/pricing in iterm master? I_
R estrict operator from modifying terms code in customer master? |_
Allovy acceszs o the Job Costing Flag on the Order Entry Header? W
Restrict from entering a Yendor ar Yendaor Group Codes in BFQ: |_
Restrict access to commission substitution code in Yendor D efaults: I_
Restrict acceszs to "'Cust Supp PO figld in Yendar Defaults: |_
Restrict Access to OptionzDutput in BFQ Printing? I_

Restict Delete of RFQ's? I_

Allows Aocess to Salezperson Code in Lot Master? IF

Restict Operator from Changing Customer Credit Limit? |_

Restrict Operator from Changing Cuztomer Credit Analysis Screen? I_
Allows entering suspended order if customer is over credit limit? |_
Enter Order Lines using alkernate panels in GUI? IE —

Restrict from prompting for purchase order reprint? |_

Restrict acceszs to Awvg and Last Cozt in [nventory [tem b aster? |_

Festrict displaydaccess to slep codes/percentages in cust setup & order entry? |_

D ata Security l Save l Delete l E wit l

[Unchecked]=Detailed Order Line Entry panels [Checked]=Grid-bazed panel [=]=5ummarny Entry p
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