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Orders
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Orders Module

There are several typical actions you’ll want to perform that have to do with orders. All
of them can be found in one central location, the Orders menu.

You can add a new order or a new credit, edit an existing order or delete an order that
was previously entered. You can view a list of open orders, open items or backordered
items. You can reprint an order if the file is still on the server and run a number of reports
related to orders.

To work on an individual order, click the Order pad on the main menu then click the
New/Change/Delete option on the drop-down submenu.

File Edit | Orders Inwoices Commissions Quotes Forecasts B
] MNew / Change / Delete
Shortcut § Credit / Debit
Open Orders / Open Items / Backordered Items
Recent Orders
Order Reports

Adding an Order

To add an order, press the New button at the lower left corner of the form.

.+ Order: 1 !En
Order Header | Billhoard | Order ftems | Pricing | Comments | Iail Crder flnvoice | Choosean Action |
il | =l & G Order Humber
custormer [ =l  Credi Entered by l—
Salesman | =l Purchasing Agent l—
il to Billto # Deliver to (f different),
Compary Company
Address Address
ciy: [ state/Province ,—Ll City [ stste/Frovince ,_;I
Iip Code: Iip Code:
cust. po | Del Insir. |
Ship Date | I Ship via | Terms: |
PODate | /7
= = e

The generic order entry form will display with some of the fields automatically filled in.
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€ 1: Add Order #187327 \ [ x]
Order Header |ﬂ\|lbuavd | Gridlsr ftems: | Briving | Comments | Mail Qrderinvoice | Frevieé Save |
Ml - @ Order Order Mumber [ 187327

Customer [ |  Credit Entered by [Lw

Salesman| | Purchasing Agert l—
Billto Bilto # Deliver to (i cifferert)

Company Company SAME

Address: Address:

Gty [ Stae/Province: o e [ swepowes] o]

mpcose [ Zip Cade:

cust. POR| Del Insir. |

Ship Date [06i28104 Ship via | Terms |

poDatefos1ms
Broceed void

The application generates a new, unique order number for each new order. This number
appears in the Order Number box on the first tab of the form, and also on the form’s title
bar. You cannot change this number. The application fills in the person who entered the
order, based on the User ID entered when logging in. (If you are working at another
user’s desk and they originally logged into this session of UCOES 2, you may need to
change this.) It selects the button indicating that this is an Order and not a Credit, since
you will most frequently be entering orders.

The application also fills in the P.O. Date and the Delivery Date. The P.O. Date is
assumed to be today’s date. The Delivery Date (or Ship Date) is a certain number of days
from today, and is set by your company. (This is the DefaultShipDateIncrement in the
LocationSettings section of UCOES.ini. The default setting of 7 days can be changed
easily if the current setting is not suitable for your business.)

If you click the Close button at this point, you will be asked if you want to save your

changes. Yes, I know you haven’t made any changes yet but the computer can’t
distinguish data you entered from data that was pre-filled by the application.
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The Order Header Tab

The Order Header tab collects information about the Order.

Mill
7
€ 1: Add Order #187327 \ - [Cf x|
Greder Header | Billpoard | Deler ftems | Pricing | Comments | Mzl Order fnvaice: | Frevie & Save |
| I~ @ Order Oraer bumber | 187327
Customer 4 SECEREEONIIGI H~ € Credic Entered by [Lw
FAERI - FABRI-EAL CORPORATION
SalSSMEN| ENPAK - GENPAK CORPORATION =] PRSI AT
Billto: MCHAIR - MCHNAIRN PACKAG'ING erto (if cifferert
Company Company SAME
Address: Address:
City State [ Province: b2 Gty Stats / Provinoe: -
Zip Coce: Zip Cade:
cust. PO#| Del Inr. |
Ship Date [06i28104 Ship via | Terms [
PO Date | 06/21104
Proceed il

The Mill box contains a list of all mills currently on file. If you know the Mill code, you
can start typing. The application will find the first mill code that matches the letters you
type. You may need to type only a letter or two before the correct mill shows up in the
box. If you do not know the mill code, press the spacebar or click the down arrow on the
right side of the box and scroll through the list until you find the mill you need for the
current order. Click your choice or press Enter when it is highlighted.

Once the mill appears in the box or is highlighted, press Tab or Enter to move on to the
next item. There will be a slight delay while the computer takes actions based on the mill
you have chosen. Fields that do not apply to the mill you chose may disappear and others
required by this mill may appear. The screen below now displays a Bill To # field, terms
boxes for EDI orders and a Ship Via dropdown list:

€ 1: Add Order #1B7327 DISPP \ s 3
Order Header |ﬂ\|lbuavd | Order tems: | Ericing | Comments | WM&l Qrder s nvoice | Freview & Save |
Mil[ D T5PF - DISPOZARLE PRODUCTS | & Order Order Mumper [ 187327

Customer -  Credit Entered by [Lw

Selesmen| - Purchasing Agert
Billto Bilto # | Deliver to (i cifferent)

Company Company SaME

Address: Address:

City l— State / Province: l—;l City: l— State J Province: l_;l

Iip Codke Zip Cadle

cust. POR| Del Insir. |

Delv. Date | 062604 ship via [Best way - FPD Terms [1A0NET 30

PODats[0B2I0E
Procsed Voie
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Customer
4 1: Add Order #187327 DISPP \ =]
Order Healer |ﬂ\|lhnard | ezt fteims: | Ericing | Copmments | &l Oraerfnvolce | Preaview & Save |
Mil[ T5PP - DISPOSARLE PRODUCTS |  Ordler Order Number [ 187327
customer [ [~  Credt Entered by [Liw
[ LiLLLL i Purchasing Agert
Billto Bt | B to i cierert),
Company | Company | SAME
ddress: | address: |
City [ Stais Province: <] | ete [ StetesProvince -
Tip Code Zin Code
cust. PO Del. instr. |
Dely. Dats [ 0612604 Ship via [Best Wy - PPD Terms [1A00ET 30
PO Date 0521104
Proceed woid

The Customer field behaves like the Mill field. You can begin typing if you know the
customer code or you can click the arrow or press the spacebar to display and scroll the
list. If you are dealing with a new customer who is not yet on the list, you can add it
without closing the order you just started. Leave the Order form and click the
Maintenance option from the main menu and choose Customer. Once you have added
and saved the customer, close the Customer form. When you return to the Order form, the
new customer will appear in the dropdown list.

Once you have selected the Customer, press Tab or Enter to confirm your selection.
Again, the computer will take some actions based your selection. For example, the
Salesman field just below will be filled if a salesman is assigned to this customer. If your
site uses the Billboard/Bulletin Board, you will be transported to the next tab to see any
important messages about the mill or the customer. Once you have reviewed the
messages, press the Backspace key to return to the first tab where you left off.

€ 1: Add Order #1B7327 DISPP \ AAAAAA o]

Order Header |ﬂ\||buam | e | Briting | Cummgnlsl Wil GraBr i nvaiee | Freview & Gave |

MlllIDISFP - DISPOSABLE PRODUCTS | & Qrder Ordler Mumber 187327
 Cradit

Cus‘mmerlllﬂlll - AL'S ILLIED SSOCIATED ART AND _v| Entered by |Lia

Purchasing Agert

T S - EDWARD ENGLAND

Billta: Bilto # Deliver to (if citferert):

Company [AL'S ALLIED ASSOCIATED ART AND ALL Company [aL's

Address: |1 23 MAIN STREET Address: |12 MAPLE ST

City: ANYVWHERE State fProvince: |12~ Clty: ANOTHER CITY Stete / Province: M ¥
Zip Code: [11111- Zip Code: [11111-

Cust Porxl Del. Instr ICALL FOR DELY. &PPT. 800-111-1111

Delv. Date] 062804 Ship via [Best ey - PPD Terms [1A00ET 30

PO Date | 06/21104
Praceed il
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Salesman

If there is no default salesman or if you need to change the salesmen for this order only,
you can type a code or click to choose from the dropdown list. (If you want to
permanently change the salesman assigned to this customer, do so on the Customer
Maintenance form.)

€ 1: Add Order #187327 DISPP \ AAAAAA O]
Oreler Header |ﬂ\|lhnard | Order tems | Ericing | Comments | Wil Orderfnvoice | Preaview & Save |
MIIIIDISPP - DISPOSABELE PRODUCTS j = Order Order Mumber lm
Cui“nmerlllﬁhll - AL'S ALLIED AZSOCIATED ART AND j  Credit Entered by |Lwy
Selesmen[5 - EDVARD ENGLAND Puwchesing Agert|

4 - OFEN/INACTIVE -
Ito G cifferert

6 - FRED FRANKLIN my [aLs
Address: |© ~ GART GILLIS ss: [12 MapLE ST
8 - HOUARD HENNESSEY

5 - IVAN IVERSON
City 99 - DEFLULT | [wotHER CITY Stete /Province: ma ~

Tip code: [[11111- ‘ Tip Code: [11111-

Cust Porx| Del. Instr ICALL FOR DELW. APPT. 800-111-1111

Dely. Date 062804 Ship via [Best Wy - PPD Terms [1A00ET 30

PO Date | 052104

Order/Credit, Order Number and Entered By

These are fields you will seldom need to change, so pressing Tab or Enter in the
Salesman field will skip over the Order/Credit buttons, Order Number and Entered By
fields and bring you to the purchasing agent field. You cannot change the Order Number.
Since the Entered By field will be filled in based on your login identity, we’ll save time
by skipping over it. If you do need to change it because you are working temporarily on
someone else’s machine, use your mouse to navigate to the field and enter your initials.
The Order/Credit button defaults to Order, since this is what you will be doing most of
the time. To enter a merchandise credit, click the Credit button. A new number will be
assigned from the credit series of numbers and the title of the form will change from Add
Order to Add Credit.

Purchasing Agent
The Purchasing Agent field is optional. You can type up to 13 characters in this field.

Bill To #

If the Bill To Number is required, that field will be displayed. If the default Bill To
Number is on file, this field will be filled automatically when you choose the customer. If
you enter a number for the first time or change the existing number, this information will
be saved when you save the order and will be used as the Bill To Number for the
customer’s next order.
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Ship To #

If a Ship To # is required, a warning message will appear over the Bill To address as you
enter the field:

€ 1: Add Order #187327 FABRI \ AAAAAA O]
Oreler Header |ﬂ\||buam | Oreler tems | Briving | Cummgnlsl Wiall Grder i nvaice | Pravlau & Save |
MIIIIFAERI - FABRI-KAL CORFORATICN j = order Order Mumber lm
CuS‘DmEVIAAAAAA - AL'S ALLIED ASSOCIATED ART AND j  Credit Entered by |Lw
Salesmanls — EDWARD ENGLAND | PurchaslngAgemlLama—

Bill to: Bl to # | 4546000 Deliver to (if differenty Shipto # ||

Campany IAL‘S ALLIED ASSOCIATED ART AND ALL Company |AL'S

Address: [12 MAPLE ST

City: ANOTHER CITY State /Province: [Me ¥
Zip Code: [11111-

Cust Porxl Del. Instr ICALL FOR DELY. &PPT. 800-111-1111

Terms Discourt | 1 %  DiscountDays| 15 NetDays| 30 ‘
PO Da‘e|nsmmn Ship via IMOTOR |
Proceed woid

Dely. Datq 0828104 Freight Payee IPREPAID =]

If a Ship To Number is required and you attempt to exit the field without entering a
number, the following error message will appear. When you click OK, you will be
returned to the Ship To box to enter a code. Once you enter this field, you cannot move to
another field without entering the Ship To Number.

Missing data
@ A UMl Ship To #'' iz required for this mill.

Customer P.O. #

Enter the Customer’s Purchase Order number in the Customer PO textbox. When you
exit the Customer PO box, the program will check to see if there is already a matching
PO number on file for that Mill and Customer. If so, the message box will tell you the
Order Number and the date on file. This should help you decide if you are entering a

duplicate order.
Microsoft Visual FoxPro x|

Customer PO Number POPOPO is already on file.
It appears on COrder Number 200011 dated 09/23/02
The order you are entering may be a duplicate.

Delivery/Ship Date

The Delivery/Ship date and PO date fields are pre-filled. If you need to change the date,
you can type, double-click to bring up a calendar, or use Quicken shortcut keys (t to enter
today’s date, d to go forward a day, D to go back a day, m or M for forward or back a
month, etc.)
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o
€ 1: Add Order #18732 M [=1 53|
Greder Header | Billpoard | Order ftems | Ericing | Comments | Iail Crdersinvoice | Freiew & Save |
Mil[FAERT - FABRI-KAL CORPORATION | & Grder Order Number | 187327
Customer [ AAAAAA - AL'S ALLIED ASSOCTATED ART AND x| £ credt Entered by [Lw
Sa\esmanls — EDWARD ENGLAND =l Purchasing Agent [ Laura
Billto Billto # [4s46000 Deliver to (i different) shipto# [3433
Company [£L'S ALLIED ASSOCIATED ART AN
—_— June 2004 >
Address: [123 WAL STREET
Sun Mon Tue Wed Thu Fri Sat
Gty ANYAHERE Sta 1]2)3[4|58 State ¢ Frovince: [ e~
Zip coste: [11111- 6|7]8]9]10]11}12
13|14 | 15|16 | 17| 18| 19
Cust. PO#| 555 Del.Instr. | CAL
20 (21|22 |23 |24|25|26
Delv., Date] 06728104 Frelght Payee [PRE 2725 29| 30 Discount Days | 15 WetDays[ a0 |
FO Date [052104 Spip via [MOT T
pta [ 06/28i04 oK
=]

Proceed Button

The Proceed button will bring you to the next page. You can click the button with your
mouse or press Alt + P if you prefer to use the keyboard. The Proceed button on the
Comments page will skip over the Mail Order/Invoice page, since this is not a page you
will usually need to use. You can click the page tab to access the page if needed.

Void Button

The Void button will cancel all data entered on this order and bring you back to a blank
first (Order Header) page to begin a new order. Caution: This is a quick bail-out. You
will not be warned or asked if you want to save your current data.

Close Button

The Close button closes the form. You will not want to do this between each order, since
it takes longer to bring up a new form than to display new data in an existing form. If you
click Close you will be asked if you want to save your current order. You will not be able
to save unless the all the required information has been filled in. In other words, you
cannot save a partially completed order and return to finish it later.
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The Billboard Tab
If your site does not use the Billboard feature, this tab will be disabled.

If you do use the Billboard, you will be moved to Billboard tab as soon as you enter the
Mill and Customer on the Header tab. That way you are aware at the first possible
moment of any issues with the mill, customer or mill and customer that affect the order.

There are buttons to the left for “Mill”, “Customer’ and “Mill and Customer” messages.
A disabled button in this group indicates that no such message exists. You should review
any items that are not disabled.

After you have reviewed any billboard messages that may apply, hit the Backspace key to
bring you back to the Header tab where you left off. (Since you have already viewed this
tab by the time you get to the end of the Header tab, the Proceed button on the Header tab
will skip over Billboard and take you directly to the Order Items page.)

T
€8 1: Add Order #187327 DISPP \ AAAAAA [ x]
Order Header  Billonard | Crer tems | BHicing | Comments | Il Ordar i nvolse | Frievici & Bavs |
Show Billboard for. Message for [PLEASE NOTE PER JMAS OF 07061 - MUST UISE LF-1222¥SS(1m pack)
 wil omer MUST HOT ON ORDER TO HAVE LABELED 43 "L-16-STONE"
" customer SWV-16 & SW-12 TSPALLET
@ Will and Gustomer 316 BOPALLET
L-370 S0PALLET
Edit Bilboard
Proceed Void

To permanently change a message, click the Edit Billboard button below the billboard
category choices or Right-Click on any of the message lines. This will display the
Billboard Edit form. Changes you make and save will display on the Orders form when
you return. You can also change Billboard messages by selecting Billboard from the
Maintenance menu.

7
) 1: Add Order #187327 DISPP — =] x|
Order Header  Billoard |Qrder ttems | Ericing | Comments | Mail Orderfinvoice | Breview & Save |
Show Billboard for.  EECIILEIES (] o
o il List  Details | —
© Custamer : —
& Will and Custome Mill IDISPP - DISPOSABLE PRODUCTS j
Customer [A18204 - AL'S ALLIED ASSOCTATED ART AND -] _—

Edlt Billboard

Line 1 |PLEASE NOTE PER AL AS OF O7T/IEI - MUST LISE LF-1 222¥S5(1m pack)

Line 2 [MUST MOT OM ORDER TO HAYE LABELED AS "L-18-STGRE"

Ling 3 |Sw-16 & SW-12 7S/PALLET

Line 4 |L-316 SOPALLET

Line 5 |L-370 S0PALLET

Line &

ok Cancel
Erocesd et
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The Order Items Tab

Specify items and quantities for this order on the Order Items tab. You can display
various price lists for the current mill on the right. If the current customer has ordered
items from this mill, that customer’s items and prices will be displayed when you choose
this page. If there are not customer-specific prices for the current customer, the mill’s
generic price list will appear. Use the buttons in the center to switch between the
customer-specific and generic lists, or to view the price list for another customer. Enter
the other customer’s code in the box to view that customer’s price list.

Current customer’s prices (top button)

T
£} 1: Add Order #187327 DISPP \ AAAAAA O]
Orelet Header | Billboard  Qroer tems | £y | Comments | Ml Draen nvaise | Priies & Save |
Items on this order: Customer Price List for ARAAAR AL'S ALLIED ASSOCIATED ART AND ALL
[+ Stock Number ___[anty [*# [Ld~ add [ Stock Humber | Price [ Description fPecsz [«
15.34 16 OZ SOLOWVIHITE VENT FiB LID 1000]
Ecit | L-370FB 11 63[10 OF SOLOWHITE VENT FB LD 1000
Dot L-378F8 1111 S0LO B OZ FOLD BACK LD 1000
_I—E 2 L1020F8 11,61 10-200z WHT FLD BACKAOHDE-20HD| 1000
Pt ¢ Lager Li0FE 11,63 10 OZWHITE FOLD BACKAOHD 1000
L11036FB 27.77 NYMAN10 & 12 OZ. FOLD BACK LD | 2000
L2222 0.00|STCNE L16R RECESSED COLD LID 2000
L16036FB 30,67 NYMAN 16 OZ. FOLD BACK LID 2000
LeB 11418 OZ WHT FOLD BACK LID / DBHD 1000
Show price list for. | piosn 13.32 | DOME LID OVAL SF HOLE 1000
& This Customer ||LF-1222¢ss 1263 TRANS X SLOT COLDLID 1M 1000
 Mills Generic | |LF-1222KS5i2M 0.00|STORE L16 COLD LID X-5LOT 2000 __|
 Gther Customer |LFE-1200 24.44 WHITE HvY DUTY LID 500
= ] LWD-1262H 15.34 12416120 OZ. IMPSOLO DOMESSIP 1000

Mill’s generic prices (middle button)

) 1: Add Order #187327 DISPP \ AAAAAA - [Cf x|
Ordler Header | Billboard ~ Order ttems | = ici | Comments | il Orderflnvoice: | Firewiew & Save |
Items on this order: Generic Price List for DISPP_DISPOSABLE PRODUCTS
[* Stock Number [anty |*# |Lg+ Add ** Stock Humber [** Price |# Description [*PkSz o
10.35 VIEA THRU VENTED LID 1000
Evit | 1012001 16.30/10-12 OZ COLD CUP LID 1000
et 10FTL 12.18/10 OZ HANDIKUP LIDVAHITE 1 1000
_I—E e 10FILFE 0.00 100z DART TRAVEL LD 1000
Pallt FLayer| 100 10,8310 OZ WHITE YENT DART LID 1000
10SSTT 14.89|10 OZ SHERRI TEAR TAB LD 1000
12FILFE 0.00 1202 DART TRAVEL LD 1000
1200 11.52|12 OZ.WHITE VENT DART LID 1000
12077 0.00|12 OZ WHITE TEAR TAB DART LID 1000
Show price list for: |1gr1LFE 0.00 180z WHT FLD BK DART LID 10 1000
© Thig Customer |[16FTLSFEW 15,57 1602 WHT FLD BK RSS DART LD 1M | 1000
& Mill's Generic | |18H98 0.00 12/1BozPUSHISIPWH DOME CHINET | 1000
~ other Custamer| [161L 15,57 16 OZ. TRANS VENT DART LID 1000
200 15.54|20 OZ. TRANS VENT DART LID 1000|
4 _'I_I < s A

Another customer’s prices (bottom button - note code in textbox)

T

Add Order #187327 DISPP \ AAAAAA 0 [l 3

Oreder Header | Billboard  Qreler tems:

Bricing | Cummenlsl &l Qrderfinvoice | Freview & Bave |

Items on this order: Customer Price List for BEBBBB BARRY BARNS BOUNTY

[ Stock Mumber  Janty [# g+ fad = Stock Number ™ Price [ Description [rprsz [«

1.4 ALADDIN BOWL LID 1000

e | ALM-12555 9.59| ALADDIN MUG LID STRAW SLOT 1000

Dokt £XB-125 28.12 | DINEX MUG LID (D1139) 2000

_I* 4XJ-030RSS 13.37 |DINEX JUICE LD RND STRAIA SLOT 1000

Pt J Layer 4XJ-035RSS 13.76 DINEX JUICE LD REC.C-5LOT TRAN 1000

CJ-095RSS 13.76 | CAMBRO JUICE LID RND SLOT TRAK | 1000
CPU-0B1RSS 13.72 8oz JUICE LD-CONT/SILITE OKC 1000

CPU-1188% 12655 0Z TRANS S5LID 1000

CPJ-g005S 15478 0Z SQUAT JUICE LID STREWSLOT | 1000

Show price list for: |cp ssres 12.01 |CONTICARL 5505 PLAST GLS LD 1M | 1000

 This Gustomer |[DX1180 19.25 100Z DINEX SERVER LID 1000

 Mills Generiz | |DX1183 17.37 | AXS-200 DINEX BOVL LID 1000

& Other Customar| |[DX1185 18.41 | AXS-300 DINEX BOVL LID 1000

D118 39.59| AX5-400 DINEX BOVL LID 1000
BBEEBE (|- . _ oot ISt e =

4 < | »

Pricing et
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Choose the items for this order and add them to the list on the left. You can drag and drop
items from the price list or type item SKUs directly in the list. If you drag and drop, a
new line will be added automatically. You can drag all the items for the order, then go
back and fill in the quantities. Since you drag from a list of valid SKUs, you will be sure
that a valid SKU has been entered.

When entering items by keyboard, choose the Add button (or type Alt + A) to add a new
blank line. You can continue to add items without pressing the Add button again. Each
time you press Enter, a new blank line will be created. (Don’t worry if you add a final
blank line by accident. The system will clean up any blank lines that contain no SKU or
quantity.) If you do switch to drag-and-drop, you will be switched out of “manual mode”
and you must press the Add button again if you want to return to manual item entry.

7
€4 1: Add Order #187327 DISPP \ AAAAAA _[of x|
Oreler Header | Billooard  Qrder tems | Ericing | Comments | il Orden [nvojce | Previes & Save |
ttems on this order; Customer Price List for AAAAAA AL'S ALLIED ASSOCIATED ART AND ALL
[* Stock Mumber [Qnty | # Lﬂ; Add ** Stock Number ** Price |** Description [*PkSz |
[L11086FB 1 L-316FB 15.34 |16 OZ SOLOWHITE VENT FiBiLID 1000
LF-1222x085 2 e | L-370F8 11.63|10 OZ SOLOWHITE VENT F/B LID 1000
LF-1 3 L-378FB 1111 S0LO 8 OZ FOLD BACK LID 1000
) 4] &I L1020FB 11,61 10-2002 WHT FLD BACKAOHDS-20HD| 1000
Palist fLayer L10FB 11,6310 OZ WHITE FOLD BACKHOHD 1000
L11096FE 2777 |NYMAN 10 8 12 OZ FOLD BACK LD | 2000
L1222R/2M 0.00|STONE L16R RECESSED COLD LID 2000
L15096FE 3067 NYMAN 16 OZ. FOLD BACK LID 2000
LeFE 11118 OZ WHT FOLD BACK LID { 02HD: 1000
Show price list for: | p1a1en 13.32 | DOME LID OVAL SIP HOLE 1000
& Thig Customer |[LF-1222%s5 1263 TRANS X SLOT COLDLID 10 1000
£ Mill's Generic | |LF-1222XSSe2m 0.00|STOKE L16 COLD LID X-SLOT 2000
~ Other Gustomer||LFE-1200 24,44 \WHITE HYY DUTY LID so0_|
| =l l— LMD-1262H 1534 1216/20 OZ. MP/SOLO DOME/SIP 1000
{ Bl | Al - ;l_l

If you enter stock numbers manually, the SKUs will be checked when you do the pricing
and you will be warned of any invalid item numbers.

€ 1: Add Order #187327 DIS| _ (ol x|

Order Header | Billpoard  Qrder tems |Er|c|ng | Cummenlsl Mail Order flnvaice. | Preview: & Save

tems on thie order: Customer Price List for AMAAAA AL'S ALLIED ASSOCIATED ART AHD ALL
['* Stock Mumber [@nty |**# |Lq-e Add ** Stock Number |** Price |** Description [*PkSz |~
lL11036FB 1 L-316F8 15.34 |16 OZ SOLOWHITE VENT F/B LID 1000
LF-1222x085 2 e | L3707 11.63|10 OZ SOLOWHITE VENT F/B LID 1000
lLF-1 3 L3768 11.11|S0LO & O FOLD BACK LD 1000
Delet
[BADCODE 4 e L1020FB 1161 10-200z WHT FLD BACKADHDS-20HD| 1000
Palist fLayer L10FB 11,6310 OZ WHITE FOLD BACKHOHD 1000
L11096FE 2777 |NYMAN 10 8 12 OZ FOLD BACK LD | 2000
| 4mmm s e e 1 4 mr PR CEESED COLD LID 000
msgsve (TR
Stock Number BADCODE t found an the list for this mill SACKLD 03HD 10
ock Nuriber is ot found or the list for this mil
@ Check the SKL and tp again SPHOLE 1oon
COLDLID 1t 1000
D LD X-5LOT 2000
¥ LD 00

! I T VSOLO DOMESSIP 1000 =
: i R —

If you attempt to add an item that is already on the list, the system will warn you.
Duplicate items are allowed so that you can assign different prices.
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7
) 1: Add Order #187327 DISPP \ Il 3
Orcler Header | Billboard  Qrder tems f pjp gy | Comments | Wail Crder flnvoice | Preview & Save
Items on this order: Customer Price List for AAARAA AL'S ALLIED ASSOCIATED ART AND ALL
** Stock Number @ty [ # L%; Ak I* Stock Mumber ** Price [** Description **Pk Sz [«
L11096FB 1 L-316FB 15.34 16 OZ SOLO WHITE YENT F/8 LID 1000
LF-1222xs5 2 e | L3708 11,6310 OZ SOLO WHITE YENT F/B LID 1000
HLF-1222K552M 3 B L-376FB 1111 |30L0 8 OF FOLD BACK LID 1000
_I—e c L1020FE) 1161 [10-200z YWHT FLD BACKADHDS-20HD| 1000
Pallet /Layer L10FB 11,6310 OZ WHITE FOLD BACKA DHD 1000
L11086F 8 27.77 |NYMAN 10812 OZ. FOLDBACKLID | 2000
— oo oaoe 1 6R RECESSED COLDLID 2000
Duplicate Stock Number 6 OZ. FOLD BACK LID 2000
T FOLD BACK LID /08HD 1000
Shi That stock number has alieady been selected OVAL SP HOLE 1000
= Do you want to add & second enty? SLOT COLD LID 1M 1000
» 16 COLD LID ¥-5LOT 2000
- ¥ DUTY LID 500 _|
=l - OF. IMPISOLO DOMESP 1000
1 ] I e _>|J

To delete an item from the list, highlight it so the marker on the far left appears as an
arrowhead and click the Delete button or type Alt + D. You will be asked to confirm the
deletion.

9 1: Add Order #187327 DISPP \ P i )

Oreler Header | Billboard ~ Qtder tems |Eming| Cnmmamsl W&l Ordend tvoice | Freview & Save

Items on this order; Customer Price List for ABARARA AL'S ALLIED ASSOCIATED ART AHD ALL
[* Stock Number @ty [ # L%; Add ** Stock Number ** Price [** Description I Pk Sz t
|L11086FB 1 L-316FB 15.34 16 OZ SOLOWHITE VENT F/B LID 1000
ILF-1222x85 2 Bt | L-370FE 11.63[10 OZ SOLO WHITE YENT FiBILID 1000
[LF-1222XS5/2M 3 L3768 1111 [SOLO 8 OZ FOLD BACK LID 1000

MLF-1222%58 q L1020FE 11,61 [10-200z WHT FLD BACKH 0HDS-20HD| 1000
Palet fLaver L10FE 11.63[10 OZ WHITE FOLD BACKACHD 1000
L11096FE 27,77 [WYMAN 10 312 OZ. FOLD BACK LD | 2000
—— L16R RECESSED COLD LID 2000
IT FOLD BACK LID / 0BHD 1000
Sho @ A you sure pou want bo delete this record? ID QWAL SIP HOLE 1000
«T % SLOT COLD LD 1M 1000
el L16 COLD LID ¥-5LOT 2000
~c Y DUTY LD 00
= 0 07 MP/SOLO DOMESSIP 1000

Pricing \oicd

If you click the edit button or double-click a stock number or quantity on your list, a
separate edit form will appear. This is just another way to enter the data. You will
probably want to do most of your editing in the list itself, but you may double-click and
bring up the edit form accidentally. If so, just click the OK or Cancel buttons to return to
the Order form where you left off.

€9 1: Add Order #187327 DISPP \ _[=x]

Order Header | Billpoard  Qrder tems |Ericing | Cummenlsl Izl Order flnvaice: | Prexiew & Save |

tems on this order: Custnmer Priceg | ist for AAAAAR Al 'S Al LIFN ASSOCIATFN ART AND ALL
[ Stock Humber NN || Order Ttem frocsz []
IL11096FB 1 = 1000
LF-1222%55 2 [ 1000
LF-1 3 1000

Stock Nurber | EEITEER 1000
: 1000
Queniity 2000

2000
2000
1000
1000
1000
2000 _|
00

1o

o N W12

= 1000
{ 1B | LI_I
o Cancel
]

— = T

Some mills require that items be ordered based on the quantity that makes up a full pallet
or layer. The Pallet/Layer button in the center of the screen will help you meet these
requirements if the pallet and layer quantities are on file for the generic item. These
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columns are off to the right of the order items list since they don’t apply in most
situations.

When you click the button, the application will check the quantities you entered against
the full pallet and layer quantities on file and display the related columns. For each item,
there is a column showing the size of the pallet and layer. There are two columns for the
layer size, one that contains a negative number indicating the quantity you need to
subtract from the current number to go down to a full layer (L-Dn) and a column to
indicate the number to be added to go up to the next full layer (L-Up). Double-clicking
on either of these numbers will adjust the quantity on this order by that amount. There are
P-Up and P-Dn columns for the pallet numbers that work the same way.

Order Header | Billpoarg  Order ftems |Er|c|ng | Comments

Htems on this order:

[Stock humber [anty [L-Dn [LUp [P-0a Add
sha1zcopcia] 222 2[ a9 -
hz1zcoppos 123 2] a| - |

Delete
Pallet / Laysr

Show price list for:
@ Thig Customer
1 Mill's Generic

 Other Customer

To run the Pricing process correctly, you must press the Pricing button at the bottom of
the screen or type Alt + P. The Pricing tab is disabled from the Order Items page to insure
that the pricing runs properly.
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The Pricing Tab

As focus shifts to the Pricing tab, the program runs through various processes to assign a
price to each item. If there is a customer-specific price on file, that price will be used and
a “C” will appear in the column labeled *. If there is no customer-specific price, the field
will display a “G” and the background will be red to call your attention to a generic price.
There will be an “S” in the column if a “Schedule” price is used and an “L” if there is

missing cube or weight data. (Click on the * field and hover your mouse over it to see the
code translations.)

The pricing tab data includes the date the assigned price went into effect, when the
customer last purchased the item and what price was paid at that time.

T
€ 1: Add Order #187327 DISPP \ AAAAAA O]
Orer Header | Billooard | Crder tems  Ericing |Cnmmams| Wail Ordar  nvoice | Freview & Save |
T N R [est [LastPO) =
|Gty |Uniits: Stock Number Description Pack PricaiDate purch. [Date
M 1 |CASE|L11096FB MYMAM 10 &12 OZ. FOLD BACK LID 2000|C |[27.77|06M 203 21.47 |06/12/03
2[CasE[Lr1222%s8 TRANS % SLOT COLD LID 1M 1000]C | 12.63]04101103] 1168 (070601
3|CASE[LF-1222¢5572M |STOME L16 COLD LID X-5LOT 2000c | 0.00] 0401103 2336 0473001
4|CASE|1012CDL 10-12 O COLD CUP LID WDED. 16.30|0401.03 g
#Cases:
10
# Cubes:
weight
45
L| values
11823
Mill's Freight Specs: 200cs min. PPD  100cs min. PPD Heslthcare anly o welght data for LF-1Z224SS2M
Broceed oid Nooube data for LF-1222XS324)

The only data you can change on the pricing tab is the price itself. If you make a change
to a generic price on the pricing page, that price will be saved as the customer-specific
price for future orders. If you make a change directly to a customer-specific price on the
Pricing page, that price applies to this order only.

To make a permanent change to a customer-specific price already on file, right-click on
the price to bring up the Price List maintenance form. The form will appear with this item
(Mill/Customer/Item Number match) already displayed and the current price highlighted
so you can make the change. When you close that form and save your change, the new
price will be inserted on the order.

T
@ 1: Add Order #187327 DISPP _olx]
Order Header | Billooard | Order tems  Eicing |Cnmmams| Wail Ordar f nvoice | Freview & Save |
» s e fen Last  [Last PO =
|Gty |Uinits. Stock Number Description Pack ‘ | PHC%DME Purch. [Date ‘
1 |[CASE|LT1036FE [RYMAN 10 412 OZ.FOLDBACKLID | 2000(C | 27.77 [06H203| 21.47 064208
Bl = Price List Ttem:1 o [=1 3
4| Price Data |Brackel Pricing |
MHIIDISPF - DISPOSABELE PRODUCTS j
Customer [AA0AAL — AL'S ALLIED ASSOCIATED ART AND &
ses:
Stock # |L170857 0 UPCAComp # o 10
bes:
Descriptian [MvhAN 10 & 12 0 FOLD BAcK LD =
Eight
s 48
Price 26 B lue §
1823
Frice Deviation Ref Effective Date | 0671203
Mill's Fre
B ——— wieight [ 1200 Price unts [CA5E Group [HYMAN LIDS —
Cube | 200 Commission % | 500 Pallet Size

[
Pack | 2000 Active |7 (Vi) Laver Size| 0

sve | “oid Close
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7

€ 1: Add Order #1B7327 DISPP \ AAAAAA _ o] %]

Orer Header | Billboard | Crder tems  Pricing |Cnmments | Mail Ordar f [nvoice | Freview agava|

- | e X [ Tepn Last [LastP.Or -
|Gty |Units Stock Number Description Pack PHE%DE‘E IPurch. [Date
M 1 |CAZE|L11096FB M MAN 10 & 12 0Z, FOLD BACK LID 2000|C | 26.66|06/21/04| 21.47 |06/ 2403
2|CASE|LF-1222K55 TRANS ¥ SLOT COLD LID 1M 1000(C | 12,63 04/01/03| 11.69 0706101
3|CASE|LF-1222KS5/2M STOME L16 COLD LID ¥-SLOT 2000(C | 0.00 04/01/03| 23.38 04/30:01
4|CASE|1012C0L 10-12 OZ COLD CUP LID 1000H 16.30 | 04101103 L
T

#Cases:
Piics record has been saved =
#Cubes:
3
Weight
48
| values
L L L 1712
Mill's Freight Specs: 200cs min. PPD / 100cs min. PPD Heatthcare only o weight deta for LF-1222X55i20
e s s o LEA ST
T T T
cube [ 200 Commission % | .00 Palet size | 0
peck [ 2000 adtive [ v Layer Size| 0

save | Yoid Close

As you change prices, note that the Total Dollar value of the order in the lower right
corner changes.
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The Comments Tab

€ 1: Add Order #187327 DISPP \ AAAAAA 0 [l 3

Order Header | Billboard | Order ftems | Pricing  Comments |Ma\l0rdertlnvmte | Preview & Save |

DEL APPT REQUIRED 48 HRS PRIOR =l
FOLICY FOR LATE/MISSED/NO AFPFT IS5 $250 CHARGE £ $25 PER FALLET

DO NOT SHIP WIL NEW PEMN/ROAD SCHOLAR/KEY FGHT

MUST ADVISE OF B/O PRIOR TO DEL.

LLTE FEE MAY BE WAIVED AT RECEIVERS OPTION

THANE YOU

[Murnber [Tite |pathor [~ ] |DEL APPT REQUIRED 48 HRS PRIOR -
5 |BRRONY FABRI SUZIE POLICY FOR LATEMISSEDMO APPT IS $250 CHARGE & $25

PER PALLET

DO NOT SHIP W1 NEW PERR/ROAD SCHOLARMEY FGHT

MUST ADVISE OF B/O PRICR TO DEL. j

Edlt Message | i
Brocesd et

10[S0FCO AEP SUZIE
11 |SFYWANY TRADEX SUZIE

The Comments tab provides a place to add comments to the current order. You may type
directly in the Comments edit box or preview and insert standard comments from the list
at the bottom. Scroll through or click an item in the list at the lower left to preview its
contents in the lower right. Once you have highlighted a message you want to include,
click the Insert button just below the message. It will be inserted at the end of any
existing comments in the Comments box. Once inserted, you can change the comment or
move the text with Cut (Ctrl + X), Copy (Ctrl + C) and Paste (Ctrl + V) shortcuts

Some mill orders can only support comments with a limited number of characters. A
warning message with a red background will display above the Comments box on these
orders. A button at the upper right of the form will allow you to display only the number
of characters that will be transmitted to the mill. The full comment will be saved with the
order and included on any copy the customer receives.

Pressing the Proceed button or typing Alt + P usually takes you to the next page, but

since most orders are not Mail Orders, on this page only Proceed will take you directly to
the Preview & Save page.
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The Mail Order/Invoice Tab

€ 1: Add Order #187327 DISFP \ AAAAAA o]
Oreler Header | Billboard | Order tems | Pricing | Comments  Mail Ordar i Invoice | Preview & Save |
Invoice Date | 05/21/04 Freight §
Ireeoice Number 1234557' Cash Discourt %
Gross Invoice M712 Ertered by | L

If this is a Mail Order for which an invoice already exists, enter the information on the
Mail Order/Invoice page. The system will automatically fill in the gross invoice amount
of the order based on the pricing information you entered. It will also fill in the login
information in the “Entered By” field. You can change any of this information if
necessary, but if the gross invoice that appears does not match the invoice you have, you
should check your item and pricing data. The system will display this warning as you exit
the Gross Invoice $ field:

Double-check the $ amount! |

@ Thiz dallar amount does not match the line item tatal.

Are you sure thiz iz the amount you want?

You should also enter the Invoice Date and Invoice Number along with Freight charges
and Cash Discount % if available.

Note: Any new order that is saved with an invoice number will automatically be marked
as a Closed order.
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The Void Invoice button at the bottom of the page will clear all of the information on this
page only. (As it does on all other pages, the generic Void button will immediately
cancel entry of the current order and reset the form.)

) 1: Add Order #187327 DISPP \ AAAAAA

Order Heacisr | Billboard | Order fems | Pricing | Comments Mail Order f Invoice |Prewew & Save |

Invoice Dete | [ F Freight §
Invoice Number Cash Discount %
Gross Invoice § 0oo Ertered by

=N Procesd Void

If you use the Void Invoice button, it will also clear the Gross Invoice $ and Entered By
fields. Click the Mail Order/Invoice title on the tab to recalculate the Gross Invoice $ and
refill the Entered By field and reset the fields as the originally appeared on the page.

7
€} 1: Add Order #1B7327 DISPP \ AAAAAA O]
Order Heacer | Billhoard | Qrer tems | Pricing | Comments  Mail Orderf Invoice | Preview & Save |
Invaice Date |l Freight § 000
Invvice Number Cash Discourt % 0
Grossinvoice § M7I2 Ertered by L
woid I Procee: d Woid

-34 -



UCOES User Documentation

July 21, 2004

The Preview & Save Tab

The Preview & Save tab gives you an opportunity to review the order before saving. This
page displays the order approximately the way it will appear when faxed or printed. Once
you have reviewed the data for accuracy and are satisfied that all is correct, press the
Save Button. If changes are required, press the Change button to return to the first page.

€ 1: Add Order #187327 DISPP \ AAAAAA

Order Header | Billboard | Greder ftems: | Bricing | Comments | Mail Orderf [nvaice  Preview & Save |

O(s10HDEk12H B
AEC Zales, Inc.
Manufactur ing Representatives
P.O. Box 123 / 123 Main Street / Anyplace, NY 21212

phone: 212-555-1212
wats: 800-555-1212
fax: 211-FAX-TOME

©Q 123 MAIN STREET
L ANYWEERE, MA 11
D Attn: Laura

Special Instructions:

06/21/04 |06/28/04
300(=10H04k1ZH

Save

111

CALL FOR DELV. APFT.
Order Date|Est.Delv.Date|Customer Code|Ship Via

| AArbbn

| Change

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

~% AL'S ALLIED ASSOCIATED ART AND ALL

80

|Best Vay

| we

Customer PO#i: 555

Broker Ord#: 187327

Ship To ID#:

S AL'S
H 12 MAPLE ST.

I ANOTHER CIT¥, MA 11111

P
0-111-1111

- PPD

| Terms
11410 NET

-]

As part of the save process, the program will check the items one last time to be sure each
stock number still exists and you have entered a quantity for each. Any problems will be
noted in a message and the Save process will be discontinued until the necessary fixes
have been made.

Item Quantity Required |

Stock Mumber 1212C0P-CLAM has no quantity entered.
Enter a quantity or delete the item.

The program will also check certain required fields and let you know what data is
missing. When you click the OK button, you will be returned to the first listed item that
needs to be filled.

@ 'ou must enter Terms, Cugt. PO, Dely. Date, PO Date and Freight Payee before S awving.
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€ 1: Edit Onder #187327 DISPP \ AAAAA

Order Header

=10l

Billboard | Order iems | Entlngl Comments | il Orderd [nvoive | Preview & Save |

M\HIDISPP — DISPOSAELE PRODUCTS

CuﬂomErIAAAAAA — AL'S ALLIED ASSOCIATED ART AND j

=l & 0rdler
C Credit

Oreler Number 187327

Entered by L/

Sslesman|5 - EDUARD ENGLAND | Purchasing Agert | Laura
Billto; Saved erty:
Company [AL'S ALLIED ASS0CIATED & @ Order # 187327 has been saved.
Address: |123 MAIN STREET epLE ST
ciy: ANYWHERE THER CITY State / Province: [Ma =
Zip Coder 11171 ‘ Zip Code: [11111-

cust. po#[ 123058

Del. Instr. ICALL FOR DELW. APPT. 800-111-1111

Ship Date | 07nEMd

PO Date | 06/21/04

perte |

Ship via |Best Wy - PPD

Proceed |

Terms [1:10 NET 30

vod |

Once you have entered missing data, return to the Preview& Save page and click Save
againt. The Save process will resume. There are several steps in the process and a series
of messages will flash on the screen as each step progresses. Once the entire Save process
is complete, you will return to the first page and a message will display to confirm that

the process completed successfully.

When you click the OK button, the form will return to its original state and you can
choose to add another order or merchandise credit, edit or delete an existing order.

; o]
Oreler Header |ﬁmbuard | Order ftems | Bricing | Comments | iail Crder [ Invoice: | Choose an Action |

il [ =l £ Order orderturber [

Customer [ = © credt Entered by l—

Salesman | - Purchasing Agert l—
Bill o: Bill o # Deliver ta (if differert):

Company Campany

Adeiress: Address,

City: State / Province: -] | ey State tprovince:[ 7]

mpcode [ Tpcose [

Cust. o | Del.fnstr. |

Detv. Date | i Freight Payee | j Terms Discount l—% Discount Days l— et Days |—|
PO Dete | I Ship via | -

Mew " Close
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Editing an Order

To Edit an order, choose the Find button at the lower left corner of
right of the New button.

the form, just to the

Qrder Header |ﬂithard | Order fems | gititellily] | Copmments | il Ol e i nvaine: | Chooze an Actinh |

Order Mumber

Wil | =l & Orcer
Customer | =l £ Gresit Ertered by
saleeman | =l Purchasing Agert
il o Bilto # Deliver to (f differart)
Company Company
Address Address
cty: Stete 1Province -] | ety State fProvinee:[
Tip Code: Tin Code

cust. poz | Dl nstr. |
Detv. Date [/ Freight Payee | =l | 7ems piscount [ % Dscountays [ metDays |—|
FoDste [ 11 Ship via | -
e [ s
KT ——

The application will display a blank order entry form and a Find form on top.

Order Headler |gimuuam | o | Encingl Cammente | il Grder fnvaice: | Frevlaw & Gave |

il =l £ Crder Ordler Number
EoiEmET “aSearch for Order Number and/or Customer PO:1 i m] B3

=10 x|

Salesman

Bil to

Find PO#

Company

Address:

Ciy:
Clear

Eind Now_| |

Selert | Gase | | ¥ Close Window n Select

Zip Code:

rovince: ¥

Cust, PO Order #|FO Date |Custorner [(Custamer PO [Mill =

Ship Date
PO Date

=
T
Ed

n AT

Enter the Order Number or the Customer P.O. number for the order you wish to edit and

press the Enter key or click the Find Now button with your mouse.

Ortler Header

Billboard | Oyler fleme | Fricing | Comments | Wil Grder Ioice | Fieiiew & Save |

1 1Orcler

=10l

il =l Ordler Wurmber
Customer “aFind - Records Found: 43 I =] [
Salesman

ot Finel Orcler #
Cormpany
scress [ Finel Po# [POPOPO
city ovince: ~
FindhNow | Select | Clear | Close | | [¥ Close Window on Select
Zip Code
Cust. PO# Order #[PO Date |Customer [Customer PO [Mill o
Ship Dats L
i 48477|10/21/02EBMICT |POPORO  |FABRI
PO Date| 1/ 48472|1W/21/02MACRRI |[POPOFO  |FABRI
wow [ 4846|101 7/02STLYMA |POPOPO | GENPAK
— 48464101 7/02)STLMA POPOPO | GENPAK
14845810/ 6/02 EBMICT |POPOPO __|PLASTI ~
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If one or more orders matching your entry is on file, summary information will be
displayed. Highlight the order you want to edit. Press the Enter key,double-click on the
highlighted line or click the Select button with your mouse. The form will close and the
selected record will be displayed on the Order form below. If no such order number is on
file, a message box will display and you can try entering another number.

) 1: Edit Order #187327 DISPP \ AAAAAA 1 3
Oreler Heacler |Bi|\huam | Order tems | Bricing | Comments | [ail Srderfinvoice | Preview & Save |
MI[DTSFE  — DISPOSABLE PRODUCTS | Ll Order tumber [ 187327

Customer [442234 — AL'S ALLIED ASSOCTATED ART AND | £ cedt Entered by [Li

Sslesman[5 — EDWARD ENGLAND =l Purchasing AgenllLaura—
Billto Blilta # Deliver to (f different)

Company [4L'S ALLIED ASSOCIATED #RT ARD ALL Company [4L's

Agaress: [123 MAINSTREET Address: [12MAPLEST.

Chy: ANYWHERE State iprovince: [ln -] | ity ANOTHER CITY State { Province: [Ma ¥

Zpcode: [T zipcorle: 11111

cust. Po#[ 120456 Dl Instr_ | GALL FOR DELY AFFT. 800-111-1111

Ship Date [o70s04 St via [Best ey - PO Terms |1 10 NET 30

PO Date |06/21104
e | you_|

Certain fields cannot be changed once the original order is submitted. These fields will be
disabled (gray background).

Other than the fields that cannot be changed, editing an order is nearly identical to adding
a new order. You can add and delete order items, change prices or comments. You can
only enter Mail Order/Invoice information for a new order, so this tab is always disabled
when you are editing.

When you preview a change, you are reviewing the Change Order form that will print
when you save the order.
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Deleting an Order

From a blank order entry form, click the Find button. The application will display a Find
form over the Order form. Enter the Order Number for the order you wish to delete. Once
the record has been located and selected as you would for an Edit, you return to the data
entry form and your chosen order is now displayed. To indicate that you intend to delete
this order rather than edit it, click the Delete button at the bottom of the form.

#) 1: Edit Order #187327 DISPP \ AAAAAA

Ordler Header

Billboard | Orer tems | Enmngl Comments | Mall Crd et livoice | Prewewasava'

& Gt
£ Creit

MMIIDISPF — DISPOSABLE PRODUCTS =l

CustumarlAAAAAA ~ AL'S ALLIED ASSOCIATED ART AND |

Selesman|5 - EDWARD ENGLAND |

Crder Number 187327

Entered by L/

Purchesing Agert |Laura

Bill to: Bilto # Deliver to (if ditferent)

Company [AL'S ALLED ASSOCIATED ART AND ALL Company [4L'S

Adidress: |123 MAIN STREET Address: |12 MAPLE ST

City: ANYWHERE

State ¢ Province: |12 - City:

Zip Code:

ANOTHER: CITY

Zip Code: [11111- 11111~

State f Province: [ ¥

Cust. Poﬂlwzaaaﬁ Del. Instr. ICALL FOR DELY. &PPT. 800-111-1111

Ship Date [07.0504

PO Date | 05/21/04

Ship via [Best way - FPD Terms [1710 NET 30

Brocesd woid

The caption of the form will change from Edit Order to Delete Order. You will be placed

on the final Review and Delete page.

Order Header | Billhoard ~ Order kems |Er\cing | Comments | hzill Drder /Nyl | Review & Delste
ftems on this order:

Customer Price List for AAMAAAA AL'S ALLIED ASSOCIATED ART AHD ALL

=lo] x|

[ Stock Mumber anty e L=l L0 | [+ Stack Mumber [ Price [** Description

[ Picsz [+

ML11096FE
LF-1222x55

1

E
LF-1222x55/2M ElE
fo1zcoL a 0 @

: Incomplete data

Unable to display the Dider Preview

Order tens, prices or deseriptions are incomplete:

Missing data wil be gathered naw.

Wwihen complete, Preview wil iesume.

" Other Custormar

| AT

s

Pricing o

) 1: Delete Order #187327 DISPP \ AAAAAA

Ortler Headsr | Billboard | Orcler ems | Pricing | Carments | Mail Ordennvnice | Review & Delete |

Change Order #: 1

Delete Woid

o =
ABC Sales, Inc. Page 1 of 1
Manufacturing Representatiwves
P.0. Box 123 / 123 Main Street / Anyplace, NY 21212
phone: 212-555-1212 TRTTITRTTINRTINOGT  Custower POF: 123456
wats: 800-555-1212 *Change Preview®  Broker Ordff: 187327
fax: 211-FAX-TOME FRETRRTTHRTTARGT  Ship To ID#:
P.O. Date: 06/21/04
Deliv. Date: 07/05/04

Sold To: AL'S ALLIED ASSOCIATED ART AND ALL, ANVUHERE, MA
Ship To: AL'S/ANOTHER CI/HMA
Crder To: DISPOSABLE PRODUCTS
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To be sure this is the order you want to delete, you can move from page to page and
review the order’s contents. All fields on the form will be disabled. You cannot make
changes to an order and delete it in the same step.

€ 1: Delete Order #187327 DISPP \ AAAAAA

Oreler Header

Billboard | QOrder tems | FEricing | Comments | Mall Qrden s nvoice | Review & Delete |

Ml[DISFF - DISPOSABLE PRODUCTS =l @ Order Oraer Mumber
Customer [ 424283 — AL'S ALLIED ASSOCTATED ART AND x| € credt Entered by [Li/
Salesmanls — EDWARD ENGLAND =l Purchasing Agent [Laura

Billto Bilto £

Deliver to (if cifferert)
Compeny [£L'S ALLIED ASSOCIATED ART AND ALL

Company [40=
Address: [123 MAIN STREET

Address: [12 MAPLE ST

Clty. ANTAWHERE State fProvinoe: |1~ City:
Tip Code: [ 11111~

cust. por[125455

ANOTHER CITY Stete /Province: e
Tip Code: [117111-

Del. Instr ICALL FOR DELW. APPT. 800-111-1111

Ship Da‘elﬂ?lﬂﬁlﬁm

PO Date 052104

Ship via |BES‘ Way - FRD Terms |w1u MNET 30

petete | procsed | wad |

Once you have confirmed that this is indeed the order you want to delete, click the
Review & Delete tab and click the Delete button at the bottom.

', 1: Delete Order #48767 FABRI \ STLYMA

Ordler Header | Billboard | Ordier ftems | Entlngl Comments | WMall Grderlvoice | Review & Delete |

ARTHUR J. KAUFHMAN Sales Company Fage 1 of 1 B
Marufacouring Representativ
F.0. Box 16330 / 261 Narraganse = / E. Providence, EI 02916

phone: 401-438-5600
wats: B00-556-6254
fax:  4D1-431-0606

* Custemsr POF: POPORO
r *  Broker Ordg: 48767
Ship Ta IDg: 777

€old To: J. STONE & SON, LYNN, MA
Ship To: J. STONE & SON

Order To: FABRI-KAL CORPORATION

Change Order #: 1

The following changes should be made to this order as of 12/03/02

~Entire Order

£48767 has been daleced.

Delete: Woid Close

You will be asked to confirm that you want to delete the order.

areyouswer |

Are you sure pou want to delete this order?
All infarmation about thiz arder will be lost,

Twice. (Better safe than sorry!)
Application Message |

@ Are pou sure you want ko delete thiz record?

Mo |
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If you choose to continue, the program will process the deletion, including printing a
Change Order if your company chooses to print Deletion Change Orders automatically.
You will also be asked if you want to print Order Notes — a full history of all notes
entered for the order being deleted.

print?

@ Do pou want to print Order Motes before deleting’?

Finally, you will be notified that the deletion process has been successfully completed.
Deleted |
@ Order # 43645 has been deleted.

Open Orders/Open Items/Backordered Items

This option allows you to view open orders from a number of perspectives. Choose the
type of open order you’d like to display from the three buttons on the left of the form.
You can narrow your search to only one mill, only one customer or a single
mill/customer combination if you choose. You can also limit the order date to a specific
starting and ending date. The more you limit the report, the quicker it will run.

A Open Orders:1 - 0 o] x

Date Range:
(optional)

Stert Date: | 01)01/30

End Date | 040604

il [F*Cust  [=DelivDate [#Status [#Ordi [#Cust PO PO Date [Cases  [wight  [cube [Totel § Purch.Agert [~

Display X Mil\l w* - L1l Mills
" (Open Orders

" Bachordered tems

Customer [ #5455 — 211 Customers

Ll Ll Ll

€ Speciified Open tem Stook # |

Find Print Cloze

-4] -
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Once you have specified the limits, click the Find button. Remember that it may take a
minute for the data to appear, especially if you have not applied any limits.

174911 IO [ 3
Mil[ ++ - A1l Mills Date Range: . o
¥ Open Ortiers (Opton))
£~ Backordersd fems Custamer [+ 5 %% — A1l Customers Start Date: [ 01,01 /30
" Speciisd Open tem stock# | End Date | 05721104
[Purch Agent

MCMAIR |BBBEEE 010103 O 173438 | 50074 111202 10560 MIKE L

MCHMAIR |BBBEBE 09/15m3 O 184885 |30-77027 0941 003 3 43 1 86 |MIKE L

MCHAIR |BBBEEE 1007103 B 185642 | 78821 0929103 2025 o o 45922 MIKE L

MCHAIR |BBBEEE 102803 O 186608 |30-51186 102303 p) 450 1" 935 MIKE L

DISPFP BBBEEE 103103 O 1867T12|51499 102703 1 549 135 1502 |MIKE L

GENPAK |BBEBEE 110303 |0 18647530922 102103 ar| el w9 14424 |LEEANNE —

GENPAK |BBEBEE 110303 (O 18672981562 102703 a9 w2 5430 lauric

MCMAIR |BBEBEE 110403 (O 186718(81513 102703 41| 19823 74 21857 |MKE L

DISPP  |asdsBA 110403 (O 186771 [DOUG1028 102503 28 2315 402 4430 [DOLG

MCMAIR |BBEBEE 110403 (O 196991 | 50-82039 10003 21 £33 1548 |MIKE L

MCHAIF: |BBEBEE 110403 (@ 136397 | 50-82038 103003 2 * 1 35 |WKE L

FLBRI BBBEEE 110503 O 186779 |&1762 102803 1240 20361 ikl 21886 LEEANNE

(GENPAK |AAL884 110603 O 186886 |GP102803 1030003 332 3033 1280 4877 |[CAROL

(GENPAK |AAL884 110703 O 186917 |DOUGTO30 1030003 455 2836 1730 4830 | DOUG

(CENPAK |BBBBBB 1111003 O 187050 |82271 1103103 982 5709 3090 5429 | LAURIE hd

Fin! | Brint | Close |

Double-click an order number to view or edit that order. Sort the list by clicking the title
of the column you want to sort.

Click the Print button to preview a report of the items in your list. If you have sorted the
list, the report will do its best to use that order, so if you sort on Mill the preview will be
different than if you sort on Customer. Click the printer button on the menu bar to get a
printed version of the report,

€) UCOES - Debug
File Edit Orders Invoices Commissions @uotes Forecasts Reporfs Ahaintenance Evepfone Qutl Fox/EDI  [Mowigafic

i m | ow oo 1

Report Desigher - openordr.frx - Page 1
PLGE 1 ABCG Sales nc.
062504 (Open Drders List by Line, Gustomer & Delivery Date
0550:32 pm forthe period OTA1O0to 0GRTR4 Open
1l DelDate Status Brokers CustP.0. P.ODate Ship Vi Ship To Value
Principak DISPOSABLE PRODUCTS
b ChUAT
o Customer: AL'S ALLIED ASSOCIATED ART AND ALL
[S— 110403 el 186771 DOUG1028 10728005 Best Way - PFD AL FETALL LOCATION/ANOTHER 442000
el Suhbtotal for AL'S ALLIED ASSOCIATED ART AND ALL G 5
DISFP Customer: BARRY BARNS BOUNTY
(GEMP2 1L72100E [e] le729s 52847 11710003 Best Way - FFD BARRY BARNS /B URLING TOH/MA 10402.00
(GEMP2 1L70E [e] lg728s SO-g2me 11710003 Best Way - FFD BARRY BARNS /B URLING TOH/MA 127.00
AT 111703 e} 187288 5082847 11710003 Best Way - PFD BARRY BARNS/BURLING TON/MA 3200
DISPP 1170403 el 187037 82362 poBiichic) Best Way - PFFD BARRY BARNS/BURLING TON/MA 256,00
(Sl 1114/ [e] 187145 B2MS 1105005 Best Way - FFD BAREY BARNS /B URLING TOH/MA 27400
b ChUAT 11n2m o] 186710 81300 plilglie) Best Way - FFD BAREY BARNS /B URLING TOH/MA 452200
F BRI pRRANNIIc) o] 186711 8101 plilzglic) Best Way - FFD BARET BARMNS /B URLING TOH/MA 1161000
(GEMP2 1LLE [e] leeals 08205 10730003 Best Way - FFD BARRY BARNS /B URLING TOH/MA 27400
(GEMP2 10/3103 el 186712 281493 10020003 Best Way - PFD BAREY BARNS/BURLING TON/MA 150200
[SENPE Subtetal for BARRY BARNS BOUNTY ELL
Total for DISPO SABLE PRODUCTS —
= Principak FABRI-KAL CORPORATION
Customer: AL'S ALLIED ASSOCIATED ART AND ALL
1216002 e} 174211 e 1219002 PREPAID= MOTOR ALS RETAIL LOCATION/ANOTHER praxlAui]
Subtotal for AL'S ALLIED ASSOCIATED ART AND ALL e
Customer: BARRY BARNS BOUNTY
PRty [e] pizoar 81324 plaleciic) PREPAID=-EBES TWAY BARRY BARNS /B URLING TOH/MA praci:dut)
1170403 e} 187220 2M2 11073 PREPAID=BES TWAY BARRY BARNS/BURLING TON/MA 19654.00
111203 e} pig) bea 82458 1105003 PREPAID=BES TWAY BARRY BARNS/BURLING TON/MA 1685500
1105105 e} 18677 81782 1028105 PREPAID= BES TWAY EBARET BARNS /B URLING TOH M4 218800
Subtetal for BARRY BARNS BOUNTY LGl
Total for FABRI-EAL CORPORATION LR
Principak GENPAK CORPORATION
Customer: AL'S ALLIED ASSOCIATED ART AND ALL
1120z el 188917 DOUG1020 10730003 PREPAID ALY RETALL LOCATION/ANOTHER 4630.00
110z e} 1g6a88 GPI02803 10730003 PREPAID ALS RETALL LOCATION/ANOTHER 427700
Subtotal for AL'S ALLIED ASSOCIATED ART AND ALL Eateity
Customer: BARRY BARNS BOUNTY
11191 o] 187121 82459 1105005 PREFAID BAREY BARNS /B URLING TOH/MA 13851.00
1171405 o] 18728 82729 110705 PREFAID BARET BARMNS /B URLING TOH/MA 216700
1LLE [e] leg7ed B3 plake:lic) PREPAID BARRY BARNS /B URLING TOH/MA leglem
1171003 el 187050 2271 poBiichic) PREPAID BAREY BARNS/BURLING TON/MA 242000
pofichic) e} 186475 20922 10721003 PREPAID BARRY BARNS/BURLING TON/MA 1442400
=l B ol

Shows the orevious oaae of the repart
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