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How to create a customer

1.

2.

Click on Customer Details on the left of your screen.

Click on the icon situated at the top of your screen: New Customer this
will bring up a smaller window where you can type in all the details.

When you have entered all the details, you can choose to either create an
order on completion, or open the customer details, by ticking the either of
the two boxes.

Before exiting this screen make you sure you have ticked the business
client box (if applicable) as this depicts how the customer is shown, either
as a business client or as a home customer. Click Finished.

New Customer Details :

Company Name : | {Business Clent: [#

RimayContact: [ [ [
I

Company Reg WAT Mo |

Addiess n Mailing List ¢’

County/Stte: [
FostCode /Zp: [

Country [Oredfingdem =]

Fhone Number: [ FexNmber: [
Mobile Nuber: [

BeredlEMal [T

Papment Terms:  [Cashwih Qider | PevmentDays: [

Create Order On Completion
Cancel Open Customer On Complelion & Finisherd

How to edit customer details

1.

To edit customer details open the customer you want to edit by double
clicking the customer.

Click the line you wish to edit, highlight the text and type over the existing
text, then click Save to keep the amendments.
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Note: Customers can be put into groups, e.g. Wedding Supplies, this is very useful
when targeting mailshots. Click on the Group Membership tab and either select
or add a new group to the list.



How to use the customer search function

The search function is very useful when you are trying to locate an existing
customer. With customers you have two search options, either Search or
Advanced Search.

Search

1. Go into the customer details screen, click on the Search tab.

2. Choose if you want to search for the Company Name etc, by ticking the
relevant boxes. Type in the information you have for the company name
e.g. “int” for “International Services”.

3. Click on the Search button and the results will show company names with
“int” in the title.

4. Click on the company name for example and the details screen will appear

for that customer.
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Advanced Search

1. Go into the customer details screen, click on the Advanced Search tab.

2. Choose if you want to search for customers who are in a Customer

Group etc, by ticking the relevant boxes. When you have ticked on the
relevant box, choose which Customer Group you wish to search for, e.g.
Weddings Supplies & Services.

Click on the Search button and the results will show the customers in that
particular group.

Click on the customer you want and the details screen will appear for that
customer.
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Customer details screen step-by-step

1. Select customer details icon on the main screen, search for the customer
(or create new) then choose contact icon on the left of the screen. This
brings up another screen, which allows you to create and store letters,
record telephone calls etc.

2. At the bottom of the screen there are five icons, which allow you to create
either :-

-  New Telephone - this is a small box for recording telephone calls
etc, it also appears automatically when tapi is activated.

- New Letter - this allows you to create letters using templates to
populate names, addresses etc. Choose the Document Template
from the drop down list, then just merge this to your document.
There are several options you can use to generate your letter, e.g.
print, email, fax.

- New Reminder — this allows you to set sales calls reminders etc.

-  New Appointment — please see the “How to create an
appointment”.

- New Callout — please see the “How to create a callout”.
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How to create a CRM document

1. To create a letter template, click on Groups/Setup on the left of your
screen, and then click on CRM Documents.

2. Click on New Document and you can either type in the white area and
then save the document, or insert the mergefields required, e.g. customer
name and address, and then write the content of the letter.

3. Save as draft and test print the letter before clicking on send. Letters can
be e-mailed, faxed or printed out.
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How to send out marketing material

1. To send a printed mailshot to several customers, go into the Customer
Details screen and select the customers by ticking them.

2. Click on the Select Customers drop down menu at the top of your
screen, highlight and click on Send Letter to Selected, this brings up the
CRM Document window where you select a template letter. The customer
details will then be populated with the correct mergefield data and then
the letters can be printed out.

3. To send an e-mail mailshot to several customers, the procedure is the
same as above, but highlight and click Send E-mail in the drop down
menu and select the CRM Document you want to send, click ok and the
clients details will be populated into the mergefields specified.

Note:

You can also create a group of customers to send specific mailshots to, go into
the Customer Details screen, click on the Select Customers drop down menu,
then Add to Group this will add all of the selected to a group already created.



How to take a telephone order

1. Answer call.

2. If tapi function is activated the customer details screen will appear. If tapi
is not activated, click on customer details on the main screen and search
for their name. If they are a new customer click on customer details on
the main screen, then add new customer.

3. Double click on the correct customer, which will bring up the customer
details screen.

If they are a new customer click on customer details on the main screen,
then add new customer (at the top of your screen) this brings up a
blank details screen. Fill in all the boxes then either click on :-

- Open Customer on Completion. This will allow you to create a
callout or an appointment by opening the customer details screen,
and then select the contact icon on the left of the screen.

- Open Order on Completion. This will allow you to create an order
for a product, this option should be used for price enquiries of
products, all orders can also be saved as quotations here.
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New Customer Order Wizard

Please note: The full instructions on how to take an order are under “How to
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create an order” found on page 7 of this User Guide.




How to create an order

1.

To create an order or to enquire about a product or price, click on the
Customer Details icon on the left of your screen and search for your
customer.

Choose Orders from the icons on the left. This brings up another window
that shows all the order history/status for that customer, and also allows
you to Create New Order.

Click on the icon at the bottom of the screen.

Another window appears called New Customer Order Wizard, which
takes you through the ordering process and allows delivery information to

be changed as required, or a default address if no change.

Click next to bring you to the Order Lines screen.

Order Mo : 1627

The product code is entered here, or click search to bring up the Products
Search screen, which allows you to find products using keywords.
Template orders can be used at this point just select from the drop down
list and load. You can create new templates from this screen as well as
loading ones already made.

Click next to enter any additional details. NOTE — Payment method drop
down menu must be set to On Account if you do not wish to take a
payment immediately.

Click finish to finish the order and create picking lists and purchase orders
for stock if necessary.

Alternatively you can just save the order as a quote by clicking Save as
Quote icon at the bottom of any of the three screens in the Wizard at any
time. This can be used for any enquiries or product price checks that a
customer has called about. It can be recalled at any time and an order will

not be processed until agﬁroved.

Adtional Detats Oudher N - 1629




How to create an appointment/callout

New Appointment

This option is used to create an on site meeting but does not charge time etc.

1.

Clicking on the New Appointment icon takes you straight into the diary,
which brings up a list of employees.

You can choose an employee and date, then click and stretch the box to fit
the time you wish to allocate. (This option is used for non chargeable
meetings/appointments only).

Another screen will then appear called new schedule event where you
can enter details of the appointment.

Click finish to complete the appointment.

New Callout

This option is used for creating jobs and job sheets etc, where time can be
charged.

1.

Clicking on the New Callout icon takes you straight to the diary page, but
shows only the employees that are set up in Employee Configuration as
able to do callouts.

You just choose an employee and date then click and stretch the box to fit
the time you wish to allocate.

Another screen will appear then called new schedule event this allows
you to enter details of the job and the time charge to be used on this job.
(Note — you cannot finish this screen unless you have completed
the above two tasks)

You can also pick a serviced item from the list of ones at this address,
and also pick the default address or another address from the drop down
menu. (Note — you must have previously added all the serviced
items at this address and all customer addresses in the Customer
Details addresses screen).

These details will then appear on the job sheet for the employee to see.

Click finish to complete the callout.

et -
-1




How to take a credit card payment

1. When the customer wants to pay for an order by credit card, go into the
order and on the Additional Details screen, choose Credit Card in the
drop down Payment Method menu.

2. Fill in the credit card details in the Payment Details box.

3. Click Finish, the payment will be taken instantly from the customer’s card.

New Customer Order, Wizard

Additional Detalls : Order No : 2665
Special Instuctions
Order Method ; Phone | “ait For &ll ltems Before Shipping |
Shipping Method : | Deliversd v | SpltDelivery / Package r
Payment Method : Send Registered u
Customer PO Mo ’7 Order iz Gift I
Project Fief : ’7 Select
Sales Rep ‘ Katy Hudson _'_J
Payment Details Halding Company -
calips ‘\u"isa —‘vJ Company : |F\eldsend Enterprizes Ltd _V_J
Card Murnber : ‘7 T
Start Date : [ Issue Number: [ Action Date :
Expiry Date - ’j— Security Mumber ,_ Submit Order On Hold [ Hold Date: [o7/o3/zo08 =]
gz(lin-;zl‘::l:Deliuery Hm: MO.D:&EE {® Hold Qider Placement (Do Mot Order / Allocate)
VAT: £1,764.70 © 5 i
:::Iu:nl Paid - W Required Delivery Date e
Cancel .j Save Az Guote == Back Mext == Finished
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How to import/validate a web order

1. Go into the Customer Orders icon on the left of your screen. Then click
on the Import Web Orders button at the top of the menu. This brings up

the validation screen.

2. Click on the Load File button on the left of your screen. This brings up all

Web Orders to enable you to validate them.

3. When you have finished the validation process just press Import Orders.

= Import Orders EI
CoadFile Import Orders
< >
i (R Defverg: Address: [ Ay [
Forename I Optin E
Sumame I Customer Number [~
Address s
[ Customer GUID [
[— County/State: [ Dolvoy oo [
[ — FostCode /Zip: [ Detveyore R
Counlp/Biale: [ Conty : United Kingdom -
FostCode /Zip: [ LaidHE [
Card Type
Country United Kingdom - I
B Start Morth [ End Morih: |
Gorord el (TN Shart Year I EndYear |
Shipping Mathad - Issues NO [ buth Code - | Secuiiyey |
Cv2 Code I

TRID I

WPSTHD I

When you click Import Orders it takes you through a Wizard to Validate

Web Order.

Follow the instructions on the 3 screens, when you come to the 3™ screen and
everything is correctly entered click VValidate Order.

11




How to ship delivered orders

Go into the Picking Lists icon on the left of the main screen.

If the customer has paid by credit card tick Awaiting Picking/Order
Completed. Click on the order you want to ship and click Release for
Picking. Tick Awaiting Payment Confirmation then follow steps 4 — 7.

If the customer has paid by cheque or on account tick Ship Account
Order. Click on the order you want to ship and a screen will appear called
Despatch Delivered then follow steps 4 — 7.

You can either scan with your scanning tools, the barcodes of the items
you are sending, or you can type the product codes in. If a product code is
not found you can also search for the product using the search wizard
keywords etc.

When you have finished click Complete and Pay at the bottom of the
screen, this brings you to the next window called Ship Order. This screen
allows you to see order lines and total order value.

To complete the process you must then click on either Free of Charge
Delivery or enter an amount charge. (This is extra to work time and is
added to total order value).

When you have set the delivery charge, the icon on the bottom right
allows you to Ship Goods to complete the order.

Custemer Despateh @ Orderld: 1625
Customer Name : Picking List id |63

Agcept AL pre-orsered (Hon serisl rumbersd) ems

do | Diiption 1Oy | Gty Fourad. | Quimiiy Rouied | Dusriky Fourd . | Ui Sed Prcn |
[ 1 []

ok
JRAD0A METWORE ADVIS 1 3500

Eata eras Dsbvesed
Produst Code: | Deserpaon: | Orip: | OripFound: | Ousrity Beguesd | | Qusrity Found: | Link Sed Pres: |

FePert Pusing List Compiels e Pary

Payment Authorisation : Orderid: 1532
Customer Hame :
Frockuct Gmcrption | Ou

clard ke 4 M Ltk ) Sy, P
T T35, . 5. AP0, KW,
175 PHIME ZE

Paid By : On AJC Chagus / Cack ek

X
@
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How to ship posted orders
1. Go into the Picking Lists icon on the left of the main screen.

2. If the customer has paid by credit card tick Awaiting Picking/Order
Completed. Click on the order you want to ship and click Release for
Picking. Tick Awaiting Payment Confirmation then follow steps 4 — 7.

3. If the customer has paid by cheque or on account tick Ship Account
Order. Click on the order you want to ship and a screen will appear called
Despatch Delivered then follow steps 4 — 7.

4. You can either scan with your scanning tools, the barcodes of the items
you are sending, or you can type the product codes in. If a product code is
not found you can also search for the product using the search wizard
keywords etc.

5. When you have finished click Complete and Pay at the bottom of the
screen, this brings you to the next window called Ship Order. This screen
allows you to see order lines and total order value.

6. Choose the shipping method e.g. 1% Class Post, then you can either
Accept Estimated Delivery or enter your own postage cost in Delivery
Charge For This Shipment.

7. When you have set the postage cost, the icon on the bottom right allows
you to Ship Goods to complete the order.

Orderid: 1639 Payment Authorisation : Orderid: 1630

Paid By - On AIC [, Pald By : On AIC
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How to invoice using multiple orders

From the main menu, click on the Invoicing icon, then tick the title

1.
Orders Waiting to Invoice, this brings up all the orders currently not
invoiced yet.

2. Highlight all the orders you wish to group together (Select only the

same customer) onto one invoice by ticking each one.

3. Right click and select Raise Invoice.

PLEASE NOTE — order lines cannot be de-selected after you have raised
an invoice, so the same customer must be correct at that point.

¥ - Blue Logic
§ LW ¢

r » A\ Aol »e
@ | al Du ! £ = ) it
Close | Refresh List | Payp Selected Invoices  Print Selected Invoices  Print Statements  Generate DD File:

Y Invoice History : Search

" Unpaid Invoices " Due Invoices " Late Invoices " Completed " Paid o al

& Orders Waiting To Invoice

Order Mumber : Order Date : Title : Forename : Sumame : Company Name : Order Valus Total Order Val:
O 2678 Mar12 2008 718PM  Ms icky Hirst Static Salutions £139.24 £139.24
O 2e77 Mar 12 2008 4:58PM s R ‘williams R Equestrian Sports £19.99 £19.99
[ 2564 Feb 19 2008 231PM D Brian James Interface International Consultancy 4641 4641
O £298.46
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How to create a supplier

The supplier module is very similar to the customer one.
1. Click on Suppliers on the left of your screen.

2. Click on the icon situated at the top of your screen: New Supplier this
will bring up a smaller window where you can type in all the details.

New Supplier

New Supplier Details :

Description : |

Aecount Mumber Mirinurn Order Yalue

Contact Name [

Address

County /State: [
FostCode/Zip: [

Country : W
Phane Number l—
Fan Number |

General E-Mail [

Cancel Finished

How to edit supplier details

1. To edit supplier details open the supplier you want to edit.

2. Click the line you wish to edit, highlight the text and type over the existing
text, then click Save Changes to keep the amendments.

Supplier - Hammer - Datails

Supplies Dezesiption - Hammer

| Do rotes Joardt Cortral |

Devcription e Account Number: [F512
ContactMame:  [fames Tlbeosk,
D0 Humbes - 01256 T8 ']
CompetEaat: [
Oucer E0ad: [lame si@hammerpic.com ]
URL F
Suldenzs Irdes: 1

Irtec Duriness Pk,

[Wede Rasd

Basrgutcke
Couty/Stae.  [Hagdws
Poat Code /7 [RE24 BNE
Couny [Urited Kingdos, -l
FroemMuntes  [mesnom |
Faue Humbs : 01256 D123

-
S Changes

Note:

You can also look here for order history with the supplier, returns and you can
also view all product information from this supplier.
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How to use the supplier search function

The search function is very useful when you are trying to locate an existing
supplier.

1. Go into the supplier details screen.

2. Type in the Search Text box the information you have for the supplier
e.g. “Var” for “Varlink”.

3. Click on the Search button and the results will show the suppliers with
“int” in the title.

4. Click on the supplier you want and the details screen will appear for that
supplier.

aSuppliers - Blue Logic

Genersl : T, 2
e 0, |
m : Clss | Reheshlist | Mew Supplier
G - 2
customerDetals | 050 Suppliers : Search
B
— 4& & Description
4 SearchTed: [y
Search
Customer Services
Description: | Phone | Fax | AocountMo: | Addess1. | Addess 2 | Address 3 Address 4 dddress 5: | Post Code/Zip .| County/State
U Warlink Ltd 904717180 01904438333 Unit One Osbaldwick Industrial E state Outgang Lane Osbaldwick York 019 5L Morth ‘varkshire
8l
Suppliers
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How to place & receive purchase orders

When an order is placed by a customer the stock level for the product is
automatically adjusted and an order is created with the default supplier, if there
isn't any stock. An order would also be created if the minimum order level is
breached by using the product in stock for the order.

1. To place a purchase order with a supplier, click on the PO History icon on
the left of your screen. This will bring up the Supplier Purchase order
screen.

2. Tick Quotes at the top of the screen. This will bring up all the purchase
orders yet to be placed with a supplier.

3. Double clicking the correct supplier will bring up the order to be placed,
and will show all of the order lines in detail.

4. Sometimes orders need to be placed with suppliers that are not related to
a specific order or stock level. This can be done by adjusting the order
quantities, or by adding a new item using the Add Item to Order button
on the bottom of your screen. All the items not relating to a specific order
will appear in the Quantity Extra column on the order.

5. Select all of the items you want to order from the supplier by ticking the
box on the left, or press the Select All button at the bottom of your
screen to order them all.

6. Before you place the order, choose which currency you would like the
purchase order to be in, e.g. Sterling.

7. You can also preview your order before you send it to your supplier, just
press the Preview button.

8. Place the order by pressing the Place Order button on the right of your
screen.

Please Note: When you place the order Blue Logic will send your order
by E-Mail, Fax and will allow you to print it.

Purchase Order : 67 - Status : Quote

Dexam/Henckels

O 2

R o hal Sub Totel: £3309.99

F Delivery s0.00
< Het Total £3309.59

VAT $578.25

e cdllomiToDiced Order Total : £3.809.24

Select Al DeSelzct All PO Cunency Y Sterling x Estimated / Requested Delivery Date - [27/03/2008 =

Please ssiect rows to place order

Place Orter
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How to create a QI"OdUCt

1. Click on the Product icon on the left of the main screen. From this screen
you can search for any product.

2. To create a new product, click on the New Product icon on the top pf
your screen. This brings up a New Product window, where you can type
in all the relevant details you have regarding the product.

3. You can then select to open the product upon creation when you click

Finished.

Mew Produet -

How to edit product details

1. To edit product details open the product you want to edit.

2. Click the line you wish to edit, highlight the text and type over the existing
text, then click Save Changes to keep the amendments.

Note:

rinl patt IS 232) - Dusalis.

L | lemDescigtan:  SCANACEECAPALM - Acecca Batch Falm
Dtnks Tiptiors Foupors Fasoup Prim Ovpricies [obn Supplo Dmvicios |

Prockici Coe - [EEANELEE AL Bacat! |

[icenca Balch Pl Scanme vt il port 5 2321

o P p—————T

|

In the Product details screen you can search for order history, returns, product
and stock information, including current stock levels, and where the stock is

located.

You can have multiple suppliers for a product. Click on the Suppliers tab on the
product details page and tick any of the companies who can supply the product.
You can also change the default supplier of the product, use the drop down box
and select a new default supplier. You can also use this information to populate
your website with the very latest products.
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How to use the product search function

The search function is very useful when you are trying to locate an existing
product. With products you have two search options, either Search or Advanced
Search.
Search
1. Go into the Products screen, click on the Search tab.
2. Choose if you want to search for the Description Keyword etc, by ticking
the relevant boxes. Type in the information you have for the product e.g.

“usb” for a usb cable.

3. Click on the Search button and the results will show products with “usb”
in the title.

4. Click on the product and the details screen will appear for that product.
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Advanced Search

1. Go into the products screen, click on the Advanced Search tab.

2. Choose if you want to search for a product e.g. from a certain supplier etc,
by using the drop down menus. When you have clicked on the relevant
drop down menu, choose which supplier you wish to search for, e.g.
Varlink.

3. Click on the Search button and the results will show what products that
particular supplier sells.

4. Click on the product you want and the details screen will appear for that
product.
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How to do manufacturing

1. Go into the Products screen and click New Product.
2. Type in the details for the new product.

3. Make sure you tick the Manufactured Box and the Open Product on
Completion tick box.

4. Click Finish, a warning window will appear, advising once a manufactured
item is created, it cannot be changed to a normal item. Click Yes.

Manufactured ltem

\?/ Please note - once a manufactured ikem is created, it CANNGT be changed to a normal Ikem

fes Na

5. The product will open, click on the Options tab, you can choose either
Batch Manufacturing or Serial Numbers.

- Batch Manufacturing is an option if you wish to make multiple
quantities of the same product, e.g. 10.

- Serial Numbers is an option if you have one item to make and you
wish to allocate a Serial Number to that one item.

Item - 12111 : A manufactured part - Details

Item Descripion =~ 12111 - A manufactured part

Item

& Details Details Options Notes Group Price Overides Frice Table

W Farts List

@ stock Group [ Select Group

# Cnder History e
Optians as Image
\@ Manufactuiing History "’ [ Has Detals Selent / Inport
W Seial Hos ¥ Stocked
[ Manufachae By Paliet Serial Humbers
27 Awards [ Track By Pallt ¥ Display Guartiy On Transter / Receipt
Ery— [ Best Before Date
Cross Sel Wartent Wantenty Period
C W fi
[ Senvice Required Sewvice Peiod Daws) . [3

&1 Attachments

Service Product
Select

[ Extract BOM Lines to Drcer and Hide

¥ Batch Manulacturng Batch Quantiy : [10

[ On Till Quick Sale Buttans

] Atachments

[ Allow Riepeat Biling (For Monthly / Yealy Direct Debits]
BilingProduct: [~ Geleot

[ Hide Product Fiom Searches [ On Price List

Vat Rate [Standard rated transactions (17.5%1 ~|
m 4 E
Fiint Lael Clone Frodust Build How Save Changes

6. Click on Parts List and click Add Parts. At this stage you can also add
non-stocked products, such as Labour, electricity charges etc. (You need
to add these as new products; they will then appear in the Parts List).

7. At the bottom of the Parts List screen, there are 2 columns showing the

Cost Price to you and the Estimated Sell Price, you can over-ride this by
clicking on Details and inputting a set cost or sell price.
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fam - 12111 : A masufactured past - Datails

& Wom Descriggon = 12111 - A manufactured part
@ D PrciCode: | Deserption: | UndCont | et Sl | oty Reied: | WastagnX: | 1
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8. Click Build Now enter the quantity of how many products you want to
build. This will create a work order.

! Work Orders - Blue Logi

General " i A
e — . El .
. Close | Refresh List.

B

Custamer Distails 13 Work Orders : Search

&

i+ “Waiting For Parts [Template] " Ready ToBuid " Agzembly Completed " Ready ToShip
Projects  Waiting For Parts ¢ Ready To Buid © Assembly Completed
E Order Murnber : ] Title : J Forename : I Company Mame : J Sumname Template Description : J Status © ]

Customer Services

Suppliers

9. There are several stages, when you get to the Work Orders screen,
depending at what stage the manufactured item is at.

- Waiting for Parts, an item will appear in this section if some of
the parts are not in stock.

- Ready to Build, an item will appear in this section if all the parts
are in stock and the item is ready to be built.

- Assembly Completed, the item is built.

- Ready to Ship, the item is ready to be shipped to the customer.

Build Work Order : ‘Work Order Id 29

Customer Name : NONE - FOR STOCK
Orky Cnered : | Gy To BePicked: | GripFound: | Stock Location: | Product Eode: | P
1 0 0

Top Drawer n 1
3 3 Ll Ton Deswes 17H5% Produet 1

Final Location : Mone I Charge Locasion
Assembled By : |
Inspected By : |
Packed By : |
Serial No : | W 2ot Gt

oz Brit K List Cirnededed
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How to re-stock your van

1. Double-click the Re-stock van icon on the warehouse computer, this
brings up a page for you to use.

2. Choose the employees name from the drop down menu at the top of the
screen.

3. Select your vehicle (or vehicle you want to re-stock)
4. Scan in the items you wish to restock by scanning the barcode with the
scanning tool. This changes the stock location of the product to the van.
Please Note:

You cannot enter stock here that has not previously been in warehouse stock.

& Restock vaN
Move Stock :

Employee : I j

Target Location :
Description
Brackens Van
Johns Van
Martins Van
Paul Hope Van
Paul Peka van
Richards Van

Barcode : |
@ Add © Minus
ltems To ReStock :
| | | |

< | 2

COMPLETED
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How to print a job sheet

1. Click on the diary icon on the left hand side of the main screen.
2. Select a period e.g. day, week or month to view.

3. Click Print Job Sheet; this will print all the job sheets for all the
employees for that period.

4. Give the job sheets to the employees to do the specified jobs.

Print

[ Job Sheets
Appointment Sheets

Summary

5. If only a single job sheet is required, right click on the relevant
appointment on the diary page and select Print Job Sheet.

6. Once printed the date and time of last printing is shown, also an icon on
each appointment changes to indicate that sheet has been printed.

. as Party i Bowln
Open Customer Eun

Convert o Callout » |

Print Appointment Sheet

Allocate Atkendees » Print Surnrary For Period

Mionee Event 3 Print ALL Job Sheets for Period
Send E-Mail Print ALL Appointrents For Period
Set Rerinder
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How to enter completed job sheets & delivered orders

When you receive completed job sheets from an employee, with bar code labels
stuck on the back, to scan into the computer.

1.

2.

At the main menu, go into the Picking Lists icon on the left of the screen.

Tick the title Ship Account Order which is situated at the top of the
screen, this brings up a list of all the jobs waiting to be completed.

Choose the order number you have the job sheet for, double click and go
into Despatch.

Using your scanning tool scan all the barcodes attached to the job sheet.
You can also type product codes in and if not found you can also search for
the product using the search wizard, keywords etc.

When you have finished, click Complete and Pay at the bottom of the
screen, this then brings you to the next window called Ship Order.

The Ship Order screen allows you to see the order lines and total order
value. Also at the bottom left hand side you can see the job sheet
attendance dates for the order. If the dates/times are different to that
scheduled on the diary you can click on add time. This takes you into the
diary to add additional work time to the order.

Ship Order
Fayment Authorization : Orderld: 1630
Customer Name :
Duinity Drdaiad - | QrtpDnipsichad - | LinaStatue: | Usid SalPice: | LinaTod: |
v T Tooesting Dasgaich 11000
£

TRSTPROCUCT TeuPsduct

St Disbvay Diste

Attendance Dates
& Add Time b%

Dierty Cusmersy St Fir % Hew Balarece [}
Tussdy. 13 Februsry 2000 St Deberey

Close Wirdem

7.

To complete the process you must then click on either Free of charge
delivery or enter an amount to charge. (This is extra to work time and is
added to the total order value).

When you have set the delivery charge, the icon on the bottom right
allows you to Ship Goods to complete the order.

Upon shipping a small window will appear, which gives you the option of
creating an invoice at that time, which allocates one order to an invoice. If
you click no then you will the opportunity to create invoices from multiple
orders back in the main menu from the Invoicing icon.
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How to use CTI/TAPI functions

Tapi/CTI allows integration into your existing office telecoms systems. This allows
you to view statuses of other extensions, Screen Popping of client and supplier
details and direct calling with a single mouse click.

With TAPI, when the phone rings the phone number automatically appears on the
desktop and the customer’s details appears on your screen, to allow for instant
recognition of the customer status and for any details to be changed, updated
etc.

TAPI is proven to be invaluable, especially for the mail-order and customer
service environment.

F TAPI Extensions |4
Tapi Extensions :

#:  David Fieldsend

A

k3 Liza Fieldzend

A

#¢  Thomas Fieldsend

A

F¢  Steven Burgess

.

k3 Martin Pascoe

25



