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In Reseller Advantage , Sales Or- [BAReseller Advantage 0] =]

ders begin when a sales rep turns a File Feportz ‘wWindow Help
quote into a Sales Order via the deal

workbook’s Create Order pushbutton ScheduleMail | Comtects | Accourts | Deals Sales Orders | Products | Atachments |
The Orders tab is only visible to users ~Gearch for Orders With..
with create order security. e Y | Mumber: |— & mccoure |
. (=]}

1. From the Orders tab you can easily Zin: I— Owner |GUEST " Contact |
generate a listing of all of your new . RN

. [rate Searching
orders. (1) As with Contacts, Ac- Beginl— Select Dates From
counts and Deals, complete search = S Between Feste | =l o |([F
functions are provided so that you Expected to Ship Endl =i
can find orders in areas of the coun-
try, by specific companies or contacts r Orders Matching Search Criteria ..
(both internal and external) and by Account Description Murnber Start Date | By Status Date Clozed |
date Searchlng. Company & | Compage 4000 and Lazeret Printer | GUEST3081092633 | 08/20/98 | GUEST | Sales Order Created
2. To edit a Sales Order highlight it
and click the Edit button or double
click the sales order.
3. To cancel a Sales Order highlight it
and click the Cancel Order button. An

error is displayed if any of the Sales

Order’s products have been placed Edit 2
on a PO. They must be removed _
from the PO before the Sales Order
can be canceled.

Order
Cance| Order 3 | Llerts

The best way to understand how the
order process works is to see you
how it is done.

To do that, click on the Edit button,
and the Order Workbook opens
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Processing an Order involves
reviewing the information entered
by the sales rep and handling er-
rors from the order process. In-
cluded are the following steps:

1. Review Customer Bill-to  In-
formation by identifying,selecting
and assigning Bill-to account,
Bill-to account address, Ordered
By, payment methods and Cus-
tomer PO # or Credit Card #.

2. Review Customer Ship-to
Information by identify-
ing,selecting and assigning atten-
tion to, shipping methods, ship-
ping costs, partial shipment op-
tion and any special shipping in-
structions.

3. Edit Bill/Ship-To - click this
button for access to all the billing
and shipping information.

4. Export the Order - clicking
the Export Order button verifies
the sales order information and
writes the sales order information
to an output file for importing into
your accounting system. We cur-
rently support Quickbooks and
Peachtree formats as well a a
generic Reseller Advantage for-
mat.

Order Processing

The Order Workbook

Reseller Advantage User's Guide

Eﬂrder Workbook - #HGUEST 3081092633 - Company A - Compaqge 4000 and Laserjet Printer

File ‘window Help
= Order

Reparts

| Edit Bill/Ship-To  Additional Info_|

M arme: !Cnmpaqe 4000 and Laserist Printer Status: INew Order ;! O ate Started: !Ds,rzn,rgg
Murmber: IGUEST3I2IE1 092633 Current Qe |I3LIEST Started By |I3LIEST
~Bill-To ~ Ship-Tao - Costs

Company & Company & OurCost A Uplft Customer Price

18 b ain street 19 Main strest

M owhere, MY 120531234 1 M owhere, MY 12304 2 | $2132.38 | 4965 | $2.244.00

Acck Cost #: 111-11 Aok Cust #: 111-11 ; I—‘-——

Ordered By: MR, Jobhn Doe Attention: MR, John Dos Tax Code Freight $55.00

FPav Method: Purchase-Order Ship bethod: Air Freight =,

PO # - 123000 Expected: O7/01 /97 |7 Z[7.0 | Tax| $157.08
Total $2.456.08

_IEDmmISSIDn Grozz Profit Iw

Part # (SKUI | Distributar

| 5hio Method

| Distrib, Fart | Shio Tuoe |Status | Ot Bid Price| Ext Bid| Descriot
295740003 |3 - Microdae | CPO-4-1549C | ReaularShin Air Freiaht OMORDER | 1] 1518 1516[0ESKPF
Ca21388882 (1 - Ingram | 282286 Fieaular-Ship Air Freiaht ONORDER | 1 72a| 72a|LasER]

4 |
Set Ship T_I,Ipe” V! Set Ship Methu:u:l!l 'i

o

Split |
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The Buying Report Page

Reseller Advantage User's Guide

Once the accounting system sales order is cre-
ated all no-stock products will show up here for
purchasing. The process includes the following
steps:

1. Distributors Hierarchy -Each Distributor that
has products to be ordered will show up here.
Double clicking on a Distributor shows all the
unigue Ship Types for this distributor. Double
clicking a ship type shows all unique locations
(Branches for Regular Ship or Company names
for Drop Ship) and double clicking on a location
shows all the unique ship via’s (Overnight, UPS 2
Day, etc.).

2. Hierarchy Products - Select any level of the
hierarchy and all products for that level and any
lower level will be displayed

3. Assigning Products - Products can be se-
lected into a Purchase Order by double clicking on
the desired product. The bottom list box (3), con-
tains all products to be placed on a PO. If you try
to mix products from different levels of the Distrib-
utor hierarchy you will receive an error message.

4. Create Purchase Order - Once all the prod-
ucts are selected a purchase order can be cre-
ated by clicking on the Create Purchase Order
button. This opens the PO Workbook so products
can be electronically ordered from the distributor
via their on-line system. If the distributor does not
provide an on-line system then a phone order is
placed and the products are manually updated
with the actual order information. You can access
any PO using the searching functions on the pur-
chase order tab.

. Buying =l
Buying Report T Purchase Orders ‘
— Buying List
= B‘ Microdge - Zhig Type Location =hip Wia Salez Order # Part# =k || Q;!
EIE,‘-' Fegular-Ship Regular-Ship  |[Colorado-Bled  |AiF Freight  |GUEST3044796461 (2987 40-003
EHB‘ Colarada-B hd
1 g Freight 2

EIB‘ Ingrarm Micro
& RegularShip
&= Colorada-Blvd

Refresh |

L f A Ereicke

Split |

| |

o

- Azsighed Products

Aot

|Part |EIru:Ier Dt_l,l!l.“:roup Dty| Tatal Dt_l,l|Descri|:utiu:un

| Cost[ea)| ExtCost]

Uplift| Bid Price|

Ext Bic = |

3

Create Purchase Order H-

Lﬁl

When an item is selected it is verified to ensure no other administrator
has selected it. Once verified it is then updated to show that it has been
selected. Once selected a user may not leave this page until a purchase

order is created or the items are de-selected.

Buying Process
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Processing a Purchase Order involves re-

The PO Workbook

Reseller Advantage User's Guide

viewing/entering the Billing and Shipping in- B oIkl -[0] ]
. . File ‘window Help
formation and handling errors from the pur- e :
N A rder Information
chasing process. Included are the following Mumber. [307038542 T S

steps:

1. Review Customer Bill-to Information by
identifying,selecting and assigning Bill-to ac-

Description: [ ASERJET B+l GFPM 2ME LASERFR

Distributor: Ilngram Micro

Created Or: [5/20/98 B:42:23 P

Yalid Until: [12:00:00 &M

Bill dd ord 4B —Bill Ta Infa —Ship To Info — Costs
) - ' ' riat Gaddiz riat Gaddiz i i
count, Bill-to account address raere Yy BiarEsad BEmaca Cur Cost Awg Uplift  Customer Price
i . 56 Mazh Road 56 MNash Road 59206 4 9368 72000

payment methods and Credit Card # sl 1 e 2 I | _ 3

. . . . . 12053 12053 Tax Code Freight I$-UU
Bill-to information is set based on the ship et Cust #: 111-0001 et Cust # 111-0001 o | ol

H ; H : Ordered By: Mike Maszon Attention: Mike Masson & 2

type‘ If Shllp type isITT .(DII'.eCt FqulIIment) Fap Method: Purchaze-Order Ship Method: Air Freight
then the bill-to information is set to the sales Total 1400
orders bl”lng |nf0rr_nat|0_n. If the .Shlp type IS EHportDrder5 Reports Ed|tB|IIJSh||:-T Additional Info | Gross Frofit [4125
not ITT then the bill-to information is set to

your Companies default bill-to information. Item Stal|5hip Yia Dist Part}|Mfg Partf  [[at Qty|  Dist Cost Ext Cost/ity Alloc| ctual Cast] Act Ext Cast| Bid Pric~ |
AirFreight  [282286 |C4213484R, 1 $692.06) 469206 0f  $692.06 $E92.06) $724.1

2. Review Customer Ship-to Information

by identifying,selecting and assigning atten- _ILI

tion to, shipping methods, shipping costs, [+ | 4

partial Shipment Option and any SpeCiaI Ship_ Order by Phone Order Electronically4 Eanze! ey | Becent Hrder Yieog |

ping instructions.

| | 4

Ship-to information is set based on the ship
type. If ship type is Drop Ship then the ship-
to information is set to the sales orders ship-
ping information. If the ship type is not Drop
Ship then the ship-to information is set to
your companies default ship-to information.

3. Edit Bill/Ship-To - click this button for
access to all the billing and shipping informa-
tion.

click the Order Electronically button. This will automatically feed all the PO information to the
distributor and order the products. Any errors, such as invalid part number, etc. are displayed
in the order progress dialog. If you do not have access to the internet or the distributor does
not support electronic ordering then you click the Order by Phone button and the Actual Cost,
Qty Alloc and Qty B/O fields are opened for input. Based on the phone order fill these fields
with the correct information. Once the order process is complete you click the Accept Order
button to finalize the order which locks all the fields.

5. Export the Purchase Order - Once all the products have been ordered you click the Ex-
port PO button which writes the purchase order information to an output file for importing into
your accounting system. We currently support Quickbooks and Peachtree formats as well a a
generic Reseller Advantage format.

4. Purchase the Products - If you have ac-
cess to the internet and the distributor has
an electronic ordering system then you can
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1. All New Purchase Orders can be
retrieved by clicking the Search but-
ton. (1) As with Contacts and Ac-
counts, complete search functions are
provided so that you can find pur-
chase orders in areas of the country,
by specific companies or contacts
(both internal and external) and by
date searching.

2. To edit a purchase order highlight
the PO and click the Edit button or

double click on the PO the PO work-
book is displayed for PO processing.

3. To cancel a purchase order high-
light the PO and click the Cancel Pur-
chase Order button. If the PO has al-
ready been ordered you will be asked
to confirm that the order to the distrib-
utor was cancelled.

Purchase Order Process

The Purchase Orders Page

Reseller Advantage User's Guide

&, Buping !E E
Buying Report T Purchase Orders 1

— Search for Purchagze Orders By,

Status: IM vi Murnber: I  Acoount I
or

ame

Zip: I vi Owner: I
s Contact Lastl Clear |
M

— Date Searching

" Gtated (" Closed

Between i I

. End I
= Products Received 2
— Purchaze Orders Mesting Selection Criteria
PO Mumber |Diztributor PO Status # Itemz | Total Cost  |Owner |Date Created |Ship Type .&ctﬂ
3081098542 |Ingram Micro  |Mew Purchaze Order |1 $692.06 GUEST|8/20,/1998 Regular-Ship  [&d

2 Cancel Purchaze Order 3

LlLI
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- ADVantage* Order, Buying and PO Management Feedback

Concerns and Suggestions

From: Date: Please fax to (518) 872-9137
Company:
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