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Overview

This document is intended to guide user in setting-up modules and using Infor to create documents for
communicating and managing accounts for Interior Designers.

Set up My Folder

The Manager provides the list of most frequently used modules by the showroom to be place in My
Folders.

1. Inthe Explorer tool on the left hand of screen, click Master Explorer to change from the My
Folders to the Master Explorer menu.
2. Inthe Master Explorer menu click Arrow next to All Forms to reveal modules.

NOTE: The menu takes 1-2 minutes to open.

Infor CloudSuite Industrial (TBUS) = Infor CloudSuite Industrial (TBUS)
System = Master Explorer « System ~ Master Explorer «
r- =
Explorer ~ 0 x Explorer v O X
My Folders Master Explorer
4 My Folders 4 F Master Explorer

I @ AutoRun ‘. orms

I & Preload 0 % On Time Shipmi
0 _PasteRow_ARPayr
0 1099 Form Printin

O A/L Posted Transa
O AJL Posted Transa
4 A/L Posted Transa
A A/L Posted Transa«
0O AP
0O A/P Aging Buckets
O A/P Aging Buckets
0 A/P Balance Repot
O A/P Balances
0O A/P Cash Impact
0 A/P Check Printinc
O A/P Draft Printing/
O A/P EFT Posting

4 A/P Payment Distr
O A/P Payment Distr
O A/P Payment Gene
0O A/P Payment Tran¢

My Folders My Fold

® Master Explorer

¥ Master Explorer

W Public Folders & Public Folders

My Folders Menu Master Explorer
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NV AW

Once the menu is visible, scroll for the module (example: Customers).
Once located click Right and select Copy.

Once Captured click My Folders at the bottom to return to the My Folders menu.
Point Cursor on the yellow star next to My Folders, click Right and select Paste.

Customers should now be visible in My Folders.

These steps should be followed for the addition of all modules to be used by the showroom.

w Infor CloudSuite Industrial (TBUS)

System ~ Master Explorer «
r—
Explorer ~ 3 X

Master Explorer

[ Customer Service |
O Customer Service'
B Customer Ship-To:
4 Customer Ship-Tos
O Customer Stateme
3 Customer Surchar
4 Customer Surchary
O Customer Types
O Customer Users
1st O Customers
Customers
O Customers Credit |
O Customers Credit |
[ Customers Domes
4 Customers Query
O Customers Tile
O Cutter Inventory A
B Cycle Count Gener
B Cycle Count Navig
B Cycle Count Postir
B Cycle Count Purge
B Cycle Count Setup v
< b

My Folders 2nd

™ Master Explorer

W Public Folders

B Customers

System =

=

Explorer

My Folders
B - wy Folders

@ AutoRun
@ PreLoad

O Customers

My Folders
™ Master Explorer

w Public Folders

strial (TBUS)

Master Explorer =

Capturing Module

My Folders

Page 5 of 55




Customer Look-Up

1. Click My folders to reveal a pull-down menu of modules.
2. Click Customers to go to the main screen.

NOTE: The Customers module should remain open while using Infor.

My Folders ~

AutoRun

PreLoad

A/R Posted Transactions Detail
A/R Posted Transactions Summary
Credit Card Payments

Customer Document Profile
Customer Order Lines

Customer Orders

Customers

Estimates Quick Entry
[tems

RMAs

Modules Folder
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3. There are three options for looking up customers.
A. Option | for Customer Look up is by Account Number (Preferred Method).

Click Cursor in the first field of the Customer line.
Type in number provided by the Designer.

Customer: || 123456 | | ©

O Master Account | M

Address [1]

Address [2]

Address [3]

Address [4]

City Prov/st: 9

Postal/ZIP | county: | ‘

v EUCode: [ |

v|| |

Country

Corporate Cust

Customer Information Section

Click Filter on the Tool Bar or F4 on the keyboard to retrieve the information.

~Bea/nm caly]

Filter

B. Option Il for Customer Look up is by Phone (Most commonly used)

Click Cursor in the phone field and type number with dashes.

Contact

Primary Contact: |

Phone: |123-456-7890 |

Fax Num: | |

External E-mail | |

Internal E-mail | |

Billing Contact: |

Phone: | |

Other Phone: | |

Internet URL:

Contact Information Section

Click Filter on the Tool Bar or hit F4 on the keyboard to retrieve the information.

~mEea bm cB[y]

Filter
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C. Option Ill for Customer Look-up is by Name (Least Preferred Method).
i Click Cursor in the second field of the Customer line.
ii.  Type an astrick (*) at the beginning and end of the name. A partial name is
sufficient.

Customer: || “| *jane Thi* | ©

O Master Account | -

Address [1]: |

Address [3]: |

|
|
Address [2: | j|
|
|

Address [4]: |

city: Prov/st: 4

Postal/ZIP: | | County: | |

Country: | ':\ EU Code: \_|

Corporate Cust: | - \ | |

Customer Information Section

iii.  Click Filter on the Tool Bar or F4 on the keyboard to retrieve the information.

~Ben am caly]

Filter

4. To look-up another customer, click Filter a second time and hit F5 or Delete on the keyboard to
clear the information.

»Bea 2o caly]

Filter
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Create New Order
The following steps show how to prepare a wallcovering or fabric order for a client with payment.

1. Look-up customer. For instructions see Customer Look-Up on page 6
2. Once customer has been located, click Customer Orders from menu on right hand.

Customer. 123456 (Jane Thibaut

(O Master Account \ vH ‘
Address [1]: (12 Thibuat St ] Lan
Address [2]: | ] Cu

Address [3]: | ]
Address [4]: | ] Custome

City: \ New York \ Proval?\»NY 'i\

PostalzIP: (10001-1234 | County: |Rockiand

Country”*[UNITED STATES EU Code: US

Corporate Cust:

Geography?" \’USA

Bank Code” \,TDO - |

Customer Orders

 —

Estimate Orders

guage: [ENU  +|

Customer Document Profile

o]
L —
Area: \

—v‘ Service Contract Lines

Where To Buy

Terms: Proforma

Customer Screen

3. This opens the Customer Orders (Linked) module.
4. The information visible on the screen prompts the next action
A.

NOTE: No list means the account hasn’t placed any orders

to be taken.

If no list is visible on the left hand, order entry can begin in the empty fields,

Wy Folders

Y

System ~
=HBR DO C

Customer Orders (Linked)

Master Explorer +

X B B

EwomhH%%

=

% (2]

Order Ship Type  Cust PO order”| ] web 1D Order Date” 5112022

Status™| Ordered Lines

Ship Type: Entry Date:

<0

Customer: 123456 Jane Thibaut

»

Releases
Reserve

Order Verification Reporf

shipTo®(_ 0
Ship Via[FEDH  ~ | FedEx Ground Home Delivery Ship Prority: |Reguiar +| O short shipment LTS
custeo: [ CFAS - Pay With Credit Card
Order Class” - Resv: ~ | Oinspect Prior Ta ship Calculate Tax
Order Sidemark: Terms:| P ~  Proforma Generate Document
Est Total Price: 0.00
Order List

B.
order entry.

NOTE: An existing list are orders place by account. The inform
last order placed.

If a list is visible on the left hand, click Add in the toolbar to create a blank screen to begin

ation on screen are details for the

Est Total Price: 0.00

Reservations For Order

SELL ] - SR e mEm ABBBD B S
Customer Orders (Linked)
Order Ship Type  Cust PO order”| Web ID: Order Date” | 4/28/2021 Status;™| Ordered Lo

& 1p  SADO111111 Ship Type: Entry Date: Releases
2 SA00222222 — Customer: 123456 Jane Thibaut Reserve
3 Ship To*| © Order Verification Report
N Ship Via™ FEDH  + | FedEx Ground Home Delivery Ship Prority: | Regular ~ | D short Shipment Interactions
N Cust PO CFA - Pay With Credit Card
]

Order Class” Resv ~ | Dinspect Prior To Ship Calculate Tax

7
3 Order Sidemark Terms: (P «| Proforma Generate Document
9

Main Order Screen
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5. An empty space on left hand list showing an arrow and star signals screen is ready.

6. Choose appropriate Ship Via. Place cursor in field and type FE to call up FedEx shipping options
menu. Codes to be provided by Manager (example: FEDH = FedEx Ground Home Delivery for a
residence). Hit Tab for the next field.

=HeER|BE C Y 4 4 »pl Uk XBMK R CIG ) g8 0
Customer Orders (Linked)
s EIELECRREEE Order:" 7_ Web ID Order Date” | 4/28/2021 Status:"| Ordered - =

1 SA00111111 Ship Type Entry Date: \ ] Releases

w2y « Customer: 123456 lane Thibaut Reserve
3 $AD0222222 shipTo®| 0 - Order Verification Repor
# IShip Via®|FEDH ~| FedEx Ground Home Delivery I Ship Prority: Regular ~ | O Short Shipment Interactions
° Gust PO P E— Pay With Credit Card
s Order Class™ - Resv * | O Inspect Prior To Ship Calculate Tax
; Order Sidemark Terms: P - | Proforma Generate Document
9 Est Total Price: 0.00

Main order Screen Ship Via

7. Choose Ship Priority and hit TAB
A. Regular — default, which remains for most cases
B. Today—same day shipment
C. By Tomorrow — never needed

=HER Bl C Y 4 4 » Uh XBE Koo DeW #£a 0

Customer Orders (Linked)

EEe s EEE Order?[ | Web ID: Order Date”"| :4/28/2021 Status:"| Ordered - =
1 $SA00111111 Ship Type: Entry Date: | Releases
2y Customer: 123456 Jane Thibaut Reserve
3 SA00222222 shipTo*| 0 - Order Verification Repor
¢ Ship Via™ FEDH  ~ | FedEx Ground Home Delivery Ship Prority: | Regular - Ijshm Shipment Interactions
s Cust PO: CFA B Pay With Credit Card
6 ~
Order Class™ - Resv *| O Inspect Prior To Ship Calculate Tax
7 +
s Order Sidemark: Terms:|P - | Proforma Generate Document
: Est Tt Pric: 000

Main Order Screen Ship Priority
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8.

Input Customer PO (if provided by customer) and hit Tab

=HR2R Bt C Y €4 » ) Uh XB& Re%ohoB% g8 0
Customer Orders (Linked)
] RAPEE ERIHY order”( ‘ Web ID: Order Date”| 4/28/2021 Status:"|Ordered ~ ~ L7z
1 SA00111111 Ship Type: Entry Date: | ] Releases
w2y Customer: 123456 Jane Thibaut Reserve
3 SA00222222 ShipTo®| © v Order Verification Repor
‘ Ship Via® FEDH  ~ | FedEx Ground Home Delivery Ship Prority: | Regular + | O Short Shipment Interactions
° Cust PO: | CFA . Pay With Credit Card
6
Order Class™ - Resv. * | Olnspect Prior To Ship Lt R
7 4
8 Order Sidemark: Terms: | P - ‘ Proforma Generate Document
Main Order Screen Customer PO
9. Choose Order Class and hit Tab

A.

Fabric — Type FA and click arrow to display pull down menu and select Fabric (Dom)

B. Wallcovering — Type WA and click arrow to display pull down menu and select Wallcovering

(Dom)
=HBR| bl C Y 4 4 » ) x B B Ao DP% g8 e
Customer Orders (Linked)
e S EEiR order| | web ID: Order Date® | 5/3/2022 Status*[Ordered  + =l
1 $A00111111 Ship Type: Entry Date: | Releases
* 2) Customer: 123456 Jane Thibaut Reserve
3 SA00222222 shipTo®[ © | Order Verification Repori
¢ Ship Via® FEDH ~| FedEx Ground Home Delivery Ship Prority: | Regular ~ | O Short Shipment Interactions
° Cust PO! CFA: Pay With Credit Card
6
Order Class™| @ - esv =] Olnspect Prior To Ship Calculate Tax
. e e
9 e Furniture Consignment (TFF) ‘
Order Class
10. Input Sidemark _(if provided by customer) and hit Tab
=HBge| p@m ¢ Y 4 4 » »l Uk XEBE oo™ % o @
Customer Orders (Linked)
Order Ship Type  Cust PO Order”| | web ID: Order Date”| 4/28/2021 Status:"| Ordered . e
1 SA00111111 Ship Type: Entry Date: | Releases
w2r Customer: 123456 Jane Thibaut Reserve
3 SA00222222 shipTo*[ o ~| Order Verification Reporf
N Ship Via® FEDH  ~| FedEx Ground Home Delivery Ship Prority: | Regular ~+ | O Short Shipment Interactions
° Cust PO CFA: Pay With Credit Card
6
Order Class:" - Resv: =) OInspect Prior To Ship Calculate Tax
v 4
s I Order Sidemark: I Terms:| P ~| Proforma Generate Document
5 Est Total Price: 0.00 Reservations For Order|
Sidemark
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11. Input Ship To address for order.
A. Ship To defaults to customer’s address

m Amounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT
Customer: 123456 o Current - -
Prepaid:*| 0.00|
Jane Thibaut Total Weight: [ 0.00]  # Packages: | 0]
%12 Th'irballcjtn?'tr 10001-1234
ew York, - .
UNITED STATES O No Freight Charges
One Time Freight: | 0.00| Calculate Freight
Cutting Charges:* | 0.00}
Ship To: * |0 -
Jane Thibaut .
|1~12 Th\irball:tn?\tr 10001-1234 CreditHole
ew York, - — .
UNITED STATES v O ship Hold
Reason: P

Ship To

B. Click Arrow for pull down menu to check if Ship To already exists in system. If available in

menu, click appropriate name to update the Ship To address.

E Amounts Notes Contacts Invoices Customer Service TaxInfo Information General DIFOT
Customer: 123456 (/] Current - -
Prepaid* | 0.00|
Jane Thibaut O—— 0 )
Jane Thibaut Total Weight: | 0.00] #Packages: | 0
New York, NY 10001-1234 )
UNITED STATES O No Freight Charges
One Time Freight: | 0.00| | Calculate Freight
Cutting Charges:*[ 0.00]
Ship To: *
0 Jane Thibaut .
- Thib Credit Hold
ane fhibaut @ O 'ship Hold
2 Plaza Hill Interiors
Reason: P
User:
Authorized:
Ship to Menu
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If not in the menu, ensure cursor in Ship To box, mouse click Right and select Add. This calls
up the Customer Ship-Tos (Find) module to input address. For full instructions see Ship To
Address in Order on page 21

mAmounts Notes Contacts Invoices Customer Service TaxInfo Information General DIFOT

Customer: 123456 v Current ) -
Prepaid:*| 0.00|
Jane Thibaut Total Weight: | 0.00|  # Packages: ( 0
12 Thibaut St :
New York NY 10001-1234 ONo Freight Charges
UNITED STATES One Time Freight: | 0.00| Calculate Freight
Cutting Charges| 0.00]

shipTo:*[ 0 —

| Add.. ﬂ
Jane Thibaut | redit Hold

12 Thibaut St

@ O ship Hold
New York Ny1 “OPY |
UNITED STATES . Reason: P
Details... .
User:
Find... Authorized:
Authorized Buyer: Help Date:
Order/Price Password: Auth Date:
Paste
I Detail
B Cut

Ship to Add

Click Details if want to make change to an existing address

mAmounts Notes Contacts Invoices Customer Service TaxInfo Information General DIFOT

Customer: 123456 (/] Current ; -
Prepaid:| 0.00|
Jane Thibaut Total Weight: ‘&‘ # Packages: ‘—0‘
12 Thibaut St )
New York NY 10001-1234 OnNoFreight Charges
UNITED STATES One Time Freight: | 0.00| Calculate Freight
Cutting Charges:*\r 0.00?\
shipTo:*[ 0 1
Add...
Jane Thibaut Credit Hold
12 Thibaut St @ O Ship Hold
New York Ny 1| COPY .

UNITED STATESY - Reason: P
—
User:

Find... Authorized:
Authorized Buyer: Help Date:
Order/Price Password: Auth Date:
Paste
[ W
= Cut

Ship To Details
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12. Once the Ship To address is confirmed click Save. The system allocates an order number

beginning with SA.
13. Click Lines — on right area of screen to begin Line Item input.

g a8 e

ol
ol
el
al
o

~ | Proforma

=HBR Bl C Y 4 4 >l N ]
Customer Orders (Linked)
Order Ship Type  Cust PO | oreer” sA00333333 | wen D: | Order Date*| 4/28/2021
1 SA00111111 Ship Type Entry Date: |
W2y SAD0333333 Customer: 123456 Jane Thibaut

3 SA00222222 shipTo®| 0 -]
& Ship Via® FEDH ~ | FedEx Ground Home Delivery Ship Prority: Regular
5 Cust PO CFA:
& Order Class™ Fabric (Dom) - Resv:
Z Order Sidemark: | Sofa Terms: [P
o Est Total Price: 0.00

[

Releases

Status:*|Ordered ~ ~

|

Reserve
Order Verification Repori|

~ | O Short Shipment Interactions
| Pay With Credit Card
~ | O Inspect Prior To Ship Calculate Tax

Generate Document

Reservations For Order|

SA # & Lines

14. The Custom Order Lines (Linked) Module appears

15. Type pattern number and hit Tab for information to populate and dyelot to preliminary allocate.

Customer Orders (Linked) * Customer Order Lines (Linked)

Line *Item

Order:  SA00457203 Order Class: Fabric (Dom) Order Date: 4/11/2022 (/] Customer: 128872
1t W80262 Name: Wendy Hofmann-Garrison Order Area _
Line” 4| O Allow Over Credit Limit Customer Cost: 85.00 ‘
| em” | w0262 ] Lot: 3B -] isc: | 0.0000|%  Source Lot:
Juno Promotion Code: | -
Reserve Line]
Customer Item: | Color Code: Flax ‘ Net Customer Price 0.00
Configure
Qty Ordered 1.007] ~| Family Code: Sugg Retail Price: 0.00 USD
. Material Transact}
Item

16. Type quantity and hit Tab to go to next field

A. Click Lot pull down to view dyelots available and stock if want to change

Customer Orders (Linked) Customer Order Lines (Linked)
Line *Item
Order: SA00457203 Order Class: Fabric (Dom) Order Date: 4/11/2022 (/] Customer: 128872
fib W80262 Name: Wendy Hofmann.Garrison Order Area _
Line”| 4| O Allow Over Credit Limit Customer Cost: | 85.00°
item”|| WE0262 *| Lot 38 - 0.0000| %  Source Lot
| Juno 9 2.00 Promotion Code: -
10 404.
Customer Item: | +| Color Gode: Flax L DA0ED0 L Customer Price: 0.00
Configure
I Qty Ordered: | 2100]' ~ | Family Code: Sugg Retall Price: 0.00 USD
Material Transacy]
Quantity

NOTES: If stock not available, the system places a Backorder (B/O). Also, need to add a new line

for balance of stock if available in different pieces.

17. Click Save.

e B CBY

Save

Page 14 of 55



18. To enter new line — click Add in the toolbar and follow input line steps

=HAA

o CRY

Add

19. Once complete — close out module by clicking X in the tab to go back to the main screen

20. Input freight— click Calculate Freight

m,ﬂ\mounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT

New York NY 10001-1234
UNITED STATES

Customer: 123456 (V] Current - -
Prepaid.”| 0.00|

Jane Thibaut E - e

12 Thibaut St Total Weight: | 41.42| #Packages: | 0|

O No Freight Charges

One Time Freight: |

PXN| calculate Freight

Cutting Charges: | 0.00|
shipTo:*[ 2 v
Plaza Hill Interiors .
456 Design Way Credit Hold — _
Richmond Hill NY 11418-2640 U O Ship Hold
UNITED STATES Reason: P broforma
User: WHG
Authorized:
Authorized Buyer: Date:
Order/Price Password: Auth Date:
Freight Charges

21. Click OK on pop-up which displays freight charge

© Infor CloudSuite Industrial

(TBUS) - Customer Orders (Linked)
The Estimated Freight for this order is 64.18

Freight Pop-Up

22. In Notes tab, type any pertinent client notes such as: expiration date or Final Ship

23. SAVE — Order complete
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24. To generate paperwork to send to client, Click Order Verification Report

Customer Uraers (unkeay

e SpE EEED Order: SA00333333  Web D Order Date*[ 41112022 = Staws”Ordered =
®1F  SACO111111 Ship Type: | | Entry Date: [ ‘ [
SA00333333 Customer: 123456 Jane Thibaut issenis
SA00222222 "3 <] PlazaHill Interiors Nyack 10960-2103 @

Interactions

Ship Via*| FEDX  ~ FedEx Ground Ship Prority: | Regular + | O Short Shipment

Cust PO: | | cFa: v Pay With Credit Card
Order Class | Fabric (Dom) v Resv. O Inspect Prior To Ship Calculate Tax

Order Sidemark |‘Snla ] Terms: ‘4P - ‘ Proforma Generate Document

Est Total Price: 1,062.50 i
Order Verification

© N O o B oW N

25. Click Preview

Order Verification Report

ICO Type ——— CO Line/Release Status —— Print Text —————————————————— Print Item or Customer Item —
Regular CO OPlanned Filled Print Standard Order Text Print Item or Customer Ilem:*@
O Blanket CO @ Ordered @ Complete @ Print Company Name On Form

Dates Note Types

Display Date: | Due Date ) O Print Blanket Notes Print Bill To Notes OPp|
Date To Appear: | 5/7/2022 = Print Ship To Notes Print Order Notes P
Olncrement Date Print Line/Release Notes OP|

O Print Planning Item Materials Print Line/Release Description O pisplay
O Print Euro Total O Print Blanket Description Use Pr
Print Price Include Serial Numbers Sort By: | Customer|

Order Verification Template: | standard - Print Configuration Details: | External

[femplates

Starting Ending

Order: |SA00457203  ~ SA00457203 ~ | O Print Proforma Invoic
Salesperson: M| -] OFor UK intl. shipment§

Line/Release: [ 'H '} [

OPrint with Attachments

Pop-Up

26. Print or Save to files.
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Create Reserve Order without a CFA

The instruction show how to prepare a wallcovering or fabric order for a client who wants to secure and
hold goods without requesting a CFA (cutting for approval). Expires in 14 days.

1. Follow all instructions to create a new order see Create New Order on page 9
2. On main order screen input Reserve Dom

3. Continue with following New Order Entry instructions.

=BeRablm C Y 4 4 » ) R xBE& A ®D%% g8 e
Customer Orders (Linked)
Cas ERCVESIREIES order"[ | web 1D Order Date”| '4/28/2021 Status:*| Ordered Lines

1 SAQ0111111 Ship Type: Entry Date: ( Releases

* 2» Customer: 123456 Jane Thibaut Reserve
3 SAD0222222 shipTo*[ 0 - Order Verification Repor
¢ Ship Via™| FEDH ~ | FedEx Ground Home Delivery Ship Prority: | Regular ~ | O'short Shipment Interactions
? Cust PO: CFA: Pay With Credit Card
6 -

Order Class™ - I Resv: Reserve Dom~ | () hspeah or To Ship Calculate Tax
7 4
s Order Sidemark: Terms:| P +| Proforma Generate Document
. et Toa Prie 00
Reserve

4. In Notes tab, write pertinent information (example: expiration date or Final Ship to is TBD)

Customer Order Notes

Main Amounts Mices Customer Service Tax Info Information General DIFOT

Customer Master Notes

Warehouse Notes

This is a Reserve Order

Will expire: 5/31/99

5. Click Save, order is complete

Notes

-

ER Bm

CRY

Save
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Create Reserve Order with CFA

The following steps show how to prepare a wallcovering or fabric order for a client who wants to secure
and hold goods with a CFA (cutting for approval). Expires in 21 days.

1.

Follow all instructions to create a new order see Create New Order on page 9
2. On main order screen input CFA Dom and continue with entry of fields
3. Click Save when complete and click Lines on right hand to go to Line Item (linked) module.

Customer oraers [omkea)

|

4.

et Ship Type  CustPO Order: 5A00333333  Web ID Order Date 411112022 Status” Ordered
® 10 SA0D111111 Ship Type: | | Entry Date: Releases

2 SA00333333 Customer: 123456 Jane Thibaut

3 SADD222222 shipTo®| 3 = Plaza Hill Interiors Nyack 10960-2103 S R

4 Ship via™| FEDX  «  FedEx Ground Ship Prority: | Regular +] O Short Shipment

6 Order Class*| Fabric (Dom) - Resv: QO Inspect Prior To Ship

; Order Sidemark: |Sofa Terms:|P ~ | Proforma Generate Document
Est Total Price: 1,062.50

CFA

Follow line item entry in a new order and in bottom of screen check CFA

Child Item: [

N ‘

CFA

O CFA Cut Ship Hold O Delayed Order Due To Stock Check

Whse Line Note:

CFA in Line Item
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5. Click Save, click X on Tab to go back to main screen
6. In main screen, freight must remain as zero to not charge client for shipping of CFA

7. Verify and ensure current Ship To is where CFA is to be sent

mAmounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT

Customer: 123456 (/] Current e ——
Prepa\d:*| 0.00|
Jane Thibaut ; - g .
12 Thibaut St Total Weight: | 41.42|  #Packages: | 0|
New York NY 10001-1234 9 Y
UNITED STATES

ONo Freight Charges

One Time Freight: | 0.00] Calculate Freight

TG Charges: | 000
Ship To: *[ 0 -
J lazn_lghTEiba ust
ibaut St .
New York NY 10001-1234 Oship Hold
UNITED STATES Reason: P Proforma
User: WHG
Authorized:
Authorized Buyer: Date:
Order/Price Password: Auth Date:
CFA Ship To

8. Go to Notes tab and type Final Ship To address (If known) or TBD (if not known) and Expiration
date

Main Amounts mctmces Customner Service Tax Info Information General DIFOT

Customer Order Notes

Customer Master Notes Warehouse Notes

This is a Reserve Order

Will expire: 5/32/99

Final Ship To:
Plaza Hill Interiors
456 Design Way
Richmond, Hill, NY
11418

Notes
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Back in Main Screen, check if Final Ship To in List and add if necessary.

EAmounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT

o Current

Customer: 123456 ) .
Prepaid| 0.00|

Jane Thibaut T 0.0 )
1375 oAyt Total Weight: | 0.00| #Packages: |_°J

New York, NY 10001-1234
UNITED STATES

O No Freight Charges

One Time Freight: | 0.00] Calculate Freight

Cutting Charges?*| 0.00]
Ship To: *
0 Jane Thibaut Credit Hold
redit Ho
1 Jane Thibaut @ O ship Hold
2 Plaza Hill Interiors ’
Reason: P
User:
Authorized:
Ship to Menu

10. Click Save, order is complete and CFA to be shipped
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Ship To Address in Order

The instructions show the steps in adding or changing an address to an order once it is located through
the Customer or Customer order Module.

Changing to an already existing address
1. Click Arrow for pull down menu to check if Ship To already exists in system. If available in menu,
click appropriate name (example: Plaza Hill Interiors) to update the Ship To address.

EAmounts Notes Contacts Invoices Customer Service TaxInfo Information General DIFOT

Customer: 123456 v Current - -
Prepaid.”| 0.00|

Jane Thibaut O —— N S

12 Thibaut St Total Weight: | 0.00] #Packages: ( 0

New York, NY 10001-1234 - -

UNITED STATES O No Freight Charges
One Time Freight: | 0.00‘| Calculate Freight

Cutting Charges"| 0.00|

Ship To: *

0 Jane Thibaut .
Credit Hold

1 Jane Thibaut

@ O ship Hold
2 Plaza Hill Interiors

Reason: P

User:

Authorized:

Ship To Pull Down Menu

2. Click OK on Pop-up

@ Infor CloudSuite Industrial (TBUS) - Customer Orders (Linked)

Ship To is 0 and will be 2 for Customer Order that has
[Order: SA00457203].

At least one CO Line/Release exists.
CO Line/Release must be manually adjusted.
CO Shipment that has [Order: SA00457203] exists.

Invoice that has [Order: SA00457203] and [Customer:
128872] exists.

Pick List that has [Order: SA00457203] and [Customer:
128872] exists.

[ =

Pop-Up

Page 21 of 55



3. The new address is now visible

m Amounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT
Customer: 123456 V] Current , 1
) Prepaid*| 0.00]
Jane Thibaut S T
12 Thibaut St Total Weight: | 4142| #Packages: | o
New York NY 10001-1234 - D
UNITED STATES O No Freight Charges
One Time Freight: | D.DCIW| Calculate Freight
Cutting Charges™| 0.00]
ShipTo:*[ 2 -
Plaza Hill Interiors -
456 Design Way Credit Hold B )
Richmond Hill NY 11418-2640 U O ship Hold
UNITED STATES Reason: p Proforma
User: WHG
Authorized:
Authorized Buyer: Date:
Order/Price Password: Auth Date:

Main Screen Ship to

4. Click Save in the Toolbar

»Bleeem cay

Save
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Adding a new address

1.

Ensure cursor is in Ship To box by number, mouse click Right and select ADD to call up the
Customer Ship-Tos (Find) module

mAmounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT

Customer: 123456 V] Current , :
Prepaid:| 0.00
Jane Thibaut Total Weight: | 0-00] # Packages: | D|
12 Thibaut St .
New York NY 10001-1234 ONoFreight Charges
UNITED STATES One Time Freight: | 0.00| Calculate Freight
Cutting Charges™| 0.00]

ShipTo:*| 0

I
5|t
Jane Thibaut redit Hold

12 Thibaut St
New York Ny 1 C°PY

@ O ship Hold

UNITED STATES ) Reason: P
Details... .
User:
Find... Authorized:
Authorized Buyer: Help Date:
Order/Price Password: Auth Date:
Paste
3 Detail
tl Cut

Ship To Add

In the Address Section, fill in the Name, Address, City, State, and Zip fields
Type UN and press F2 to call up country options and click UNITED STATES

Customer Ship-Tos (Find)

Customer”|123456  ~ | ship To"| 3 - Friendly Name:

IName; Interiors Workroom I Validate

TR Codes  Sales Contacts  DIFOT  User Defined

| Address [1]: | 346 Design Way ||
Address [2]; | |

Address [3]: | ]
Address [4 ]

I City: | Dobbs Ferry Prov/st: | NY - I
[FostiziP: | 10659 ] county: |

Country: | UN| = T
[Sarayes UNITED ARAB EMIRATES
UNITED KINGDOM
Phone:
UNITED STATES

I
Other: |

.

Ship To Email (Tracking Email) | |

Bill To E-mail | |

Address Section
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3. Inthe Codes Section input the correct Ship Via/Residential Indicator for a shipment to be
delivered to either a residence or commercial address.
A. Residential - input FEDH/Residential

Customer Ship-Tos (Find)

Customer?[ 123456 't\ Ship To':'[ 3 vi Friendly Name: \ |
Name: | ] Validate
Address ‘ 5 DIFOT User Defined
Ship Site: \PTBUS v‘\ Consignment Warehouse:
Warehouse: [ -] Bill Transportation To [Smpper -]

Carrier Account: |

Ship Via: |[FEDH ~

FedEx Ground Home Delivery

Carrier Upcharge | 0.00]
Ship Early
OInclude Orders In Excise Tax Report

&) show In Drop-Down Lists
| Residential Indicator*| Residential -

Salesperson: 99 Currency: USD

Language: \:ENU ':‘ Export Type:  Non-Export Pref Geo Ccde‘[

Tax Code: (EXTRNL 'W No tax

Tax ID: | ] BranchiD: [ |
Residential Codes
B. Commercial - input FEDX/Commercial
Customer Ship-Tos (Find)
Customer?[ 123456 v‘l Ship TO?‘, 3 v Friendly Name: \ \
Name: | \ Validate
Address ‘; DIFOT User Defined
Ship Site: \PTBUS v‘| Consignment Warehouse:
Warehouse: \ v‘| Bill Transportation To: \:Shipper v‘|
I Ship Via: [FEDX  ~ | I Carrier Account: \
FedEx Ground Carrier Upcharge | 0.00]
& Show In Drop-Down Lists Ship Early
I Residential Indicator*| Commercial ~| I O Include Orders In Excise Tax Report
Salesperson: 99 Currency: USD
Language: [ENU - | Export Type: Non-Export Pref Geo Code
Tax Code: [NT v| No tax
Tax ID: BranchiD: |

Commercial Codes

4. Click Save and the address also validate

5. Click X next to the Customers Ship-Tos (Find) to exit the module
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6. Click Yes when pop-up 1 appears
7. Click OK when pop-up 2 appears

© Infor CloudSuite Industrial (TBUS) - Customer Ship-Tos (Find)

Do you want to return 3 for Find for Ship To
to form Customer Orders (Linked)?

Pop-up 1

& Infor CloudSuite Industrial (TBUS) - Customer Orders (Linked)

Ship To is 0 and will be 3 for Customer Order that has
[Order: SA00457203].

At least one CO Line/Release exists.
CO Line/Release must be manually adjusted.
CO Shipment that has [Order: SA00457203] exists.

Invoice that has [Order: SA00457203] and [Customer:
128872] exists.

Pick List that has [Order: SA00457203] and [Customer:

128872] exists.
o] o

Pop-up 2

8. The new address should now be visible in the main screen. Click Save in the Toolbar

ml\mounts Notes Contacts Invoices Customer Service TaxInfo Information General DIFOT

Customer: 123456 (/] Current
ane Thibaut
12 Thibaut St Total Weight: 4142| #Packages: E]
New York NY 10001-1234
UNITED STATES ONo Freight Charges
ShipTo:*| 3 -
Interiors Workroom .
346 Design Way Credit Hold —
Dobbs Ferry NY10659-1234 @] O ship Hold
UNITED STATES Reason: p Proforma
User: WHG
Authorized:
Authorized Buyer: Date:
Order/Price Password: Auth Date:
New Address
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Changing details on an existing address
1. Click Arrow for pull down menu to search name of Ship To address and click on appropriate

name.
ﬁ Amounts Notes Contacts Invoices Customer Service Tax Info  Information  General DIFOT
Customer: 123456 (] Current
Prepaid™
Jane Thibaut _ .
12 Thibaut 5t otal Weight 0.00 o
New York, NY 10001-1234
UNITED STATES ONo Freight Charges
One Time Frel 0.00| Calculate Freight
Cutting C:n\-.r_q’_‘s.' 0.00
Ship To: *[ 0 =
0 Jane Thibaut N
- Credit Hold
1lane Trubaul O Ship Hold
2 Interior Workroom .
Reason: P
User
Authorized

Ship To Details

2. Once address showing as the Ship To, Click Right and click Details

mAmounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT

Customer: 123456 (/] Current e —
Prepaid™| 0.00]

Jane Thibaut Total Weight: ‘ D'Uoj‘ #Packages: ‘70‘

12 Thibaut St

New York NY 10001-1234 ONo Freight Charges

UNITED STATES One Time Freight: \—000\ Calculate Freight
Cutting Charges:*\: U.UUi\
ShipTo:*[ 0 m
Interior Workr Add. Credit Hold
346 Design Wa O ship Hold
Dobbs Ferry N Copy ) P
UNITED STATES &P
Find... Authorized:
Authorized Buyer: Help Date:
Order/Price Password: Auth Date:
Paste
[ Detaill
[m]Detail cut

Ship To Details
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3. When the Customer Ship-Tos (Find) module opens, make the necessary changes in Address and

Code tabs.

Customer Ship-Tos (Find)

Customer”|123456 - | ShipTo®| 3 -

Friendly Name:

I MName: | Interiors Warkroom

I Validate

Codes Sales Contacts DIFOT User Defined

I Address [1]: | 346 Design Way

Address [2]: |

Address [3]: [
Address [4]:

I city: | Dobbs Ferry

Provist: | NY

|PostalizIP: | 10659 | Counly‘|

ICountry” | UN
UNITED ARAB EMIRATES

jContact:
UNITED KINGDOM

UNITED STATES

Phone:

-

i EU Code:

Other: |

Ship To Email (Tracking Email) |

Bill To E-mai |

Ship To Address

Customer Ship-Tos (Find)

@ Show In Drop-Down Lists
I Residential Indicator*| Commercial

Customer?[ 123456 - | ship To?| 3 - Friendly Name: ‘ \
Name: | \ Validate
Address ‘; DIFOT  User Defined
Ship Site: \PTBUS - | Consignment Warehouse:
Warehouse: \ v‘| Bill Transportation To: \'Shipper v|
| ship via: [FEDX | | Carrier Account: | |
FedEx Ground Carrier Upcharge | 0.00]

@ ship Early
O Include Orders In Excise Tax Report

Salesperson: 99 Currency: USD
Language: |’ENU - | Export Type: - Non-Export Pref Geo Code: |
Tax Code: |NT | Notax
Tax ID: ] BranchiD: |

Ship To Codes

4. Click Save and Click the X next to the Ship Tos (Find) to return back to the main screen.
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Revise Reserve/Order

The following steps show how to update an already existing reserve order to quantity, deleting a line
and cancelling an order.

Making Changes to a Reserve Order
1. Need to have the SA order number.
2. Open Customer Orders module in My Folders

My Folders +

AutoRun

PreLoad

A/R Posted Transactions Detail
A/R Posted Transactions Summary
Credit Card Payments

Customer Document Profile

Customer Order Lines

Customer Orders

Customers

Customer Orders

NOTE: Order can also be located through Customers = Customers Orders modules and scrolling
through the list of orders. For instructions see Create New Order on page 9

3. Input SA number in the order field and click Filter in tool bar to view order information

|Order

BB Py H%%®h%% 3 3&ES
ICustomer Orders (Filter In Place)
SLplppe e Order: oo:[ ] oerpae:| status: | -]
SHpTyFe: | ] Entry Date: | J
Customer: \ 'H ‘
Ship To: | - I J( ]
Ship Via: - ] ship Prority: -]Oshortshipment [ |
Cust PO: \ ‘ oFy| -]
Order Class: \ v:\ Resv:\j - \ OlInspect Prior To Ship
Order Sidemark: \ | Terms:\: ‘1 ‘ ‘

Est Total Price: \ |

Customer Orders
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4. The fields where changes may occur in the main screen are:

A

mmooOw

Ship Via

Ship Priority
Reserve/CFA
Customer PO
Sidemark
Ship To

=HeR BO C Y 4 4 » >l 5 [x] Ea A ®0%% % &
Customer Orders (Linked)
Order Ship Type  Cust PO order”[5A0033333 | web ID: Order Date”| 4/28/2021 Status*[Ordered  ~
#1 b 5700323323 Ship Type Entry Date: | [ ]
2 Customer: 123456 Jane Thibaut
3 shipTo*| 0 '\
& *Smp Via® FEDH ~ | FedEx Ground Home Delivery Ship Prority:  Regular - *Jmcrl
s - Cst PO: | 7878 CFA: .
6 Order Class™| Fabric v Resv: Res Dom * | G inspect Frior To Ship
; s O der Sidemark: | Sofa Terms:|P + | Proforma
N Est Total Price: 0.00

Lines
Releases
Reserve
Order Verification Reporf
Interactions
Pay With Credit Card
Calculate Tax

Generate Document

Ma

in Order Screen

mAmounts Notes Contacts Invoices Customer Service TaxInfo Information General DIFOT

Customer:

123456 (/]

Jane Thibaut

12 Thibaut St

New York NY 10001-1234
UNITED STATES

Current

Prepaid: (

Total Weight: | 41.42]

ONo Freight Charges

0.00} Calculate Frei

One Time Freight: |

0.00]
# Packages: ‘ 0:‘

5. After change made click Save.

Cutting Charges"| 0.00]
3 )
Interiors Workroom .
346 Design Way Credit Hold —
Dobbs Ferry NY10659-1234 0 Qsship Hold
UNITED STATES Reason: P Proforma
User: WHG
Authorized:
Authorized Buyer: Date:
Order/Price Password Auth Date
Ship To

-

Bl C

Y

Save
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6. On the right hand menu, click Lines to open the Custom Lines (Linked) module

=Bl Bl C Y 4 4 » »l x] @ B A% %% g8 e
Customer Orders (Linked)
CEs SIPTEED ERY Order”[5AD033333 | Web ID: Order Date”| 4/28/2021 Status™[Ordered =
#1 b 5700323333 Ship Type Eniry Date: | Releases
2 Customer: 123456 Jane Thibaut Reserve
3 shipTo*[ 0 - Order Verification Repor
¢ Ship Via™ FEDH ~| FedEx Ground Home Delivery Ship Prority: | Regular +| O short Shipment Interactions
N Cust PO: | 7878 CFA: Pay With Credit Card
° Order Class™ | Fabric - Resv: ResDom  ~| O inspect Prior To Ship Sl 1
; Order Sidemark: | Sofa Terms:| P v ‘ Proforma Generate Document
9 Est Total Price 0.00

Customer Order Lines
7. Inthe Customer Order Lines (Linked) the fields where changes may occur are
A. Quantity — click dyelot menu to check stock and view choices
B. Dyelot —click dyelot menu to view dyeot option

Customer Orders (Linked) * Customer Order Lines (Linked)
T En Order: SA00457203 Order Class: Fabric (Dom) Order Date: 4/11/2022 @

1) wan262 Name: Wendy Hofmann-Garrison Order Area _
Line”| 4| OAllow Over Credit Limit Lusiomer Cost: 85 Uﬂ.|
ltem” || W80262 ] ot 38 v Sales Disc 0.0000| %

| Juno 5A32.00 romotion Code: -
6G 14.75
Gustomer ltem: | ~| Color Code: Flax NegCustomer Price: 0.00
Qty Ordered: | LUUT\ | IFW”‘/CDUE Sugg Retail Price: 0.00

Inve|
For(

Customer: 128872

[ e
Reservations

Reserve Line|
Configure
usbD

Material Transacl|

Customer Order Lines

8. Once the choices have been made in the dyelot menu or to quantity
9. Click Save.

Page 30 of 55



10. Ensure the Quantity Ready/Reserve match and Location number assigned showing quantity

[eELEEIM Thibaut Line History Amounts Drop Ship  Shipping Other Source EU VAT DIFOT Features Post Configuration
Status®[Ordered | Due Date| 6/22/2022 | Priority: | |ls)
Projected: 6/22/2022 Request Date: | | O O Invoice Hold
Change Reason: Qty Ready: 1.00 Packed: 0.00
Change Date: Reserved: 1.00 Shipped: 0.00
Changed By: Picked: 0.00 Invoiced: 0.00
Ship Site: TBUS Multi-Site Source RMA: 0 Location Qty Reserved Area
Warehouse: MAIN Last Pick List: 1) 306-10-C-13 8.00
GIL Acct: | Ml || -1 -1 d
< >

General line Information

11. Click X on the module tab and go back to main screen
12. Click Freight to re-calculate the freight if change to quantity made

mAmounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT

Customer: 123456 V] Current - -
Prepaid:” | 0.00/|
Jane Thibaut e S
12 Thibaut St Total Weight: | 4142| #Packages: | 0l
New York NY 10001-1234 D I
UNITED STATES O No Freight Charges
One Time Freight: | Al Calculate Freight
Cutting Charges: | 0.00|
ship To:*[ 2 v
Plaza Hill Interiors .
456 Design Way Credit Hold - .
Richmond Hill NY 11418-2640 U O ship Hold
UNITED STATES Reason: P Proforma
User: WHG
Authorized:
Authorized Buyer: Date:
Order/Price Password: Auth Date:
Freight

Page 31 of 55




13. In Notes tab write
A. Date
B. Name of person making change
C. change to quantity made

Main Amountsmcuices Customer Service Tax Info Information General DIFOT

Customer Order Notes Customer Master Notes Warehouse Notes

This is a Reserve Order

Will expire: 5/31/99

5/1/98 - per Jane - decrease
from 2-1yds

Notes
14. Click Save and change complete
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Add or Delete Line

1.

Need to have the SA order number.
2. Open Customer Orders module in My Folders

My Folders «

AutoRun

PreLoad

A/R Posted Transactions Detail
A/R Posted Transactions Summary
Credit Card Payments

Customer Document Profile

Customer Order Lines

Customer Orders

Customers

My Folders

NOTE: Order can also be located through Customers = Customers Orders modules and scrolling
through the list of orders. For instructions see Create New Order on page 9

3.

Input SA number in the order field and click Filter in tool bar to populate order information

|Order

BB Py H%%®h%% 3 3&ES
ICustomer Orders (Filter In Place)
SLplpE e Order: oo:[ ] oerpae:| status: | -]
STpTyPe | ] Enty Date: | }
Customer: \ 'H ‘
Ship To: | - I J( ]
Ship Via: - ] ship Prority: -]Oshortshipment [ |
Cust PO: \ ‘ oFA| -]
Order Class: \ v:\ Resv:\j - \ OlInspect Prior To Ship
Order Sidemark: \ | Terms:\: " ‘ ‘

Est Total Price: \ |

Customer order
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Once information populates click Lines in the left hand menu to open Custom Order Lines

(Linked) module
To Add a line

A. Click Add in the toolbar to open a new line for pattern entry. The line with a blue star and
arrow is the active Line

=N N -

R CAY

Add

Customer Order Lines (Linked)

Li * b
ine em Order  SAO0333333 Order Class: Fabric (Dom) Order Date: 5/21/2022 (/] Customer: 128872
1 1 WB0253 Name: Jana Thibaut Order Avea: 1
w*2) 2 .
Lme:‘t 2_ O Allow Over Credit Limit ) Customer Cost: 0.00
Hcm'[ - Lot v Sales Disc: | 00000‘] % Source Lot:
| Promotion Code: | A
Customer Item: v | Color Code: Net Customer Price 0.00
Qty Ordered: | 1.00] ~| Famiy Gode: Sugg Retail Price: 0.00 USD
Manufacturer: ‘ M
Manufacturer Item ‘ v Demanding Site:
Line Item entry
B. Input pattern number and hit Tab to populate pattern information
Customer Order Lines (Linked)
Line * ltem .
Order:  SA00333333 Order Class: Fabric (Dom) Order Date:  5/21/2022 (/] Customer: 128872
1 1waoms Name: Jane Thibaut Order Avea ]
*2) 2 w3402 ] - ( ]
Line”| 2| O Allow Over Credit Limit @] Customer Cost: | 58.00 |
I Hem?’[W73402 'WI Lot: [10C '| sales Disc: | 0.0000} %  Source Lot:
|VIsTA \ wition Code: \ ':\
Customer Item \ f\ Color Code: Sand Net Customer Price: 0.00
Qty Ordered: \ 1-00;’”, 't\ Family Code: Sugg Retail Price: 0.00 USD
Manufacturer: \ -
Manufacturer ltem: \ 't\ Demanding Site:
Pattern
C. Enter quantity
Customer Order Lines (Linked)
Line *ltem .
Order:  SA00333333 Order Class: Fabric (Dom) Order Date:  5/21/2022 O Customer: 128872
1 1waoes Name: jan Thibaut Order Avea ]
* 2) 2 W73402

Line”[ 2| QAllow Over Credit Limit 0

Customer Cost: ‘

58.00 |

ttem?(W73402 ] Lot [10c -] Sales Disc: 0.0000] %  Source Lot
|V|STA \ Promotion Code: \ vt\
Customer Item: | {‘ Color Code: Sand Net Customer Price: 0.00
|Q\y Ordered: | 8.00 ﬂ i ':\ Family Code: Sugg Retail Price: 0.00 USD
}
Manufacturer: | -
Manufacturer ltem: | -] Demanding Site

Quantity
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D. Click Save

E. Checkinthe dyelot pulldown menu to ensure correct dyelot and bolt are selected or if
changes need to be made

Customer Order Lines (Linked)
Line * ltem .
Order:  SAQ00333333 Order Class: Fabric (Dom) Order Date:  5/21/2022 (/] Customer: 128872
1 1 WB0263 Name: Jane Thibaut Order Area 1
*2) 2 W73402 "
Line: 2| O Allow Over Credit Limit Customer Cost 58.00
|[e,y1"w73402 v Lot*|10C | Sales Disc: 0.0000 %  Source Lot:
VISTA 10C 14.00 Promotion Code:
Color Cod 10615 Ci P 0.00
~| Color Code et Customer Price I
Customer Item Sand 1A 0.20
Qty Ordered 8.00] ~| FamjyCode 445 .00 Sugg Retail Price 0.00 USD
11C 1.50
Manufacturer: -
Manufacturer Item: v ‘ Demanding Site:
Dyelot

F. Click Save

o[Eeenm c ¥

Save

NOTE: The empty line for a pattern opens under the active line indicated by a blue star and arrow. The
added line appears in the proper numerical order of entry once Save is clicked.
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6. To Delete a line

A. Locate the line to be deleted from the left hand menu and click to make it active. Once it is

active a blue star and arrow appears.
B. Change Quantity to Zero and click OK when pop-up appears

Customer Order Lines (Linked)

|VISTA |
| Color Code: sand

o 7]

Customer ltem: \

| QtyOrdered‘\ v‘} Family Code:

Net Gustomer Price

Sugg Retail Price:

Line  *Item Order SAQ0333333 Order Class: Fabric (Dom) Order Date: 5/21/2022 (/] Customer: 128872
1 1 W80263 Name: Jane Thibaut Order Area [ ]
*2) 2 W73402 s - [ )
Line: ‘ 2] O Allow Over Credit Limit @] Customer Cost: \ 58.00 |
' nem"[W73402 v] Lot: \:100 v:\ Sales Disc: | 0-0000] %  Source Lot:
| Promotion Code: | '|

0.00

0.00 USD

Active Line

Qty Ordered is not equal to Qty Reserved.

© Infor CloudSuite Industrial (TBUS) - Customer Order Lines (Linked)

Pop-up

C. Click Status menu and change to complete

Manufacturer: \ ':
Manufacturer Item: \ v| Demanding Site
(€CLEIEIM Thibaut Line History Amounts Drop Ship  Shipping Other Source EU VAT DIFOT Features Post Configuration
Due Date:*[ 6/13/2022 | Priority: | 0
Request Date: ‘ ‘ @] O Invoice Hold
: 1.00 Packed: 0.00
Filled Qty Ready:
Reserved: 0.00 Shipped: 0.00
: Picked: 0.00 Invoiced: 0.00
Status Menu
D. Click OK on pop-up
Change Reason Code Required X

=

Y/ )
I@ Change Reason Code Required

Complete Line pop-up
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E. Select the Change Reason that applies from menu

(€Ul Thibaut Line History Amounts Drop Ship  Shipping Other Source EU VAT DIFOT Features Post Configuration

Stams?\\ Complete  ~ '| Due Date;*[ 6/13/2022 \ Priority: \ ‘| @]
Projected: 6/13/2022 Request Date: \ \ U O Invoice Hold

Change Reason® ~ || Qty Ready: 8.00 Packed: 0.00
Already Shipped Reserved: 8.00 Shipped: 0.00
Backorder Picked: 0.00 Invoiced: 0.00
CFA Expired

] Changed Mind

Clean-up RMA: 0 Location Qty Reserved Area
Contract Cancelled Last Pick List: 1) 306-24-E-12 8.00

Entered Incorrectly
Insufficient Stack

Reserve Expired < >
Testing

i Wrong Pattern

v

Change Reason

F. Click Save

G. Line has been successfully deleted when information appears after saving

(CELEIEIM Thibaut  Line History Amounts  Drop Ship  Shipping Other Source EU VAT DIFOT Features Post Configuration
statusComplete  ~ | Due Date: 6/13/2022 Priority: [ ] o
Projected: 6/13/2022 Request Date: U O Invoice Hold
Change Reason: Changed Mind Qty Ready: 8.00 Packed: 0.00
Change Date: 5/21/2022 12:00:00 AM Reserved: 0.00 Shipped: 0.00
Changed By: Name of agent making Picked: 0.00 Invoiced: 0.00
change
Ship Site: TBUS Mulii-Site Source RMA: 0 Location Qty Reserved Area
Warehouse: MAIN Last Pick List:
GIL Acct:
< >

Successful Line completion
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Cancel Order
1. Follow Line Order delete instructions: Add or Delete Line on page 33
2. Once all lines are showing as Complete, Click OK on Pop-up.

& Infor CloudSuite Industrial (TBUS) - Customer Order Lines (Linked)

Status is Ordered and will be Complete for Customer
Order that has [CO Num: SA00474582].

.

Order Complete Pop-up

3. Go back to the main screen by clicking X in the module tab
4. Order is now Completed and closed

Status:*[Complete  ~ |
)

Order Complete
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CFA Approval and Reserve Release

The following instructions show how to release an order from a Line Hold due to a Reserve or CFA
Approval and prepare the order for payment.

1. Need to have the SA order number.
2. Open Customer Orders module in My Folders

My Folders «

AutoRun

PreLoad

A/R Posted Transactions Detail
A/R Posted Transactions Summary
Credit Card Payments

Customer Document Profile

Customer Order Lines

Customer Orders

Customers

My Folders

NOTE: Order can also be located through Customers = Customer Orders modules and scrolling through
the list of orders. For instructions see Create New Order on page 9

3. Input SA number in the order field and click Filter in tool bar to populate order information

|Order

BB Py H%%®h%% 3 3&ES
ICustomer Orders (Filter In Place)
SLplpE e Order: oo:[ ] oerpae:| status: | -]
SHpTyFe: | ] Entry Date: | J
Customer: \ 'H ‘
Ship To: | - I J( ]
Ship Via: - ] ship Prority: -]Oshortshipment [ |
Cust PO: \ ‘ oFA| -]
Order Class: \ v:\ Resv:\j - \ OlInspect Prior To Ship
Order Sidemark: \ | Terms:\: " ‘ ‘

Est Total Price: \ |

Customer order
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4. Before proceeding — CONFIRM
A. Ship Viais correct
B. Final Ship To address is updated for shipment to goods
C. Freight calculated
5. Click Lines on right hand column to go to the Customer Order Lines (Linked) Screen

Note: Red bar under status should currently read CH/LH. This shows the order is on a Credit Hold
and Line Hold.

System v Master Explorer v My Folders +
= BB bW CRAY > Dl R XBR HeoBDOhPoIREST O
Customer Orders
e ShipdipegiCuste0 Order: SA00333333  Web ID Order Date: 612112022 Status"[Ordered  ~ 3
I shipType Eniry Date =
2 Customer: 123456 Jane Thibaut Reserve
3 ShipTo: 0 Jane Thibaut Nyack 10960-2103 0 erification R
b Ship Via: FEDH FedEx Ground ‘ Ship Prority: | Regular ~ | O short Shipment feracto
5 Cust PO: CFA Pay With Credit Card
6 la
Order Class*| Fabric (Dom) - Resv:[ResvDom  ~ | O Inspect Prior To Ship =
7 i Z
P Order Sidemark: |sofa Terms: P Proforma Generate Document
9 Est Total Price: 264.00 SEACIGNGIE SO
m Amounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT
Customer: 123456 0o Current
Prepaid 0.00

Jane Thibaut Total Weight 1320  # Packages: 0

12 Thibaut St

New York NY 10001-1234 ONo Freight Charges

UNITED STATES

One Time Freight 53.78 Calculate Freight ‘
ship To :* 2 . Cutting Charges 0.00

Plaza Hill Interiors ‘

456 Design Way

Richmond Hill NY 11418-2640 Credit Hold -

UNITED STATES O ship Hold

Status (Customer Order 1 of 9) (Linked to Customers) en-US powessa oy infor

Main Order Screen
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6. Under the General Tab — in middle of page
A. Unclick Ship Hold which will remove blue check mark

‘ tory Amounts Drop Ship Shipping Other Source EU VAT
status” Ordered  ~ Due Date| 6/16/2022
Projected: 6/15/2022 Request Date:
Change Reason: Qty Ready: 10.00
Change Date: Reserved: 10.00
Changed By: Picked: 0.00
Ship Site: TBUS Multi-Site Source RMA: 0 !
Warehouse: MAIN Last Pick List: 1p 3
GIL Acct: | 3l - - - -
q
Child Item: | n

O @] Ship Hold | O Delayed Order Due To Stock Check

Whse Line Note:

Ship Hold On
(€Ll Thibaut  Line History Amounts Drop Ship  Shipping Other Source EU VAT
status”|Ordered  ~ Due Date| 6/15/2022
Projected: 6/15/2022 Request Date:
Change Reason: Qty Ready: 10.00
Change Date: Reserved: 10.00
Changed By: Picked: 0.00
Ship Site: TBUS Multi-Site Source RMA: 0 !
Warehouse: MAIN Last Pick List: 1p 3
GIL Acct: | - - -] - .
<
Child item: | -

(O ship Hold | O Delayed Order Due To Stock Check

Whse Line Note:

Ship Hold Off
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Click Save.

mME@ReR B CRY

Save

Repeat for every related line. Once complete, click X next to Customer Order Lines (Linked) to go
back to the main order screen.
The red Status Bar should now only have CH. The order now awaits payment to ship.

Order: SA00333333 Web ID: Order Date: 5/21/2022 Status:”| Ordered M
- e
Customer: 123456 Jane Thibaut

Ship To: 0 Jane Thibaut Nyack 1 03
Ship Via: FEDH FedEx Ground Ship Prority: (Reguiar  ~| O Short Shipment
Cust PO: CFA:
Order Classz*[Fabric (Dom) 'i\ Resv:|Resv Dom 'j\ O Inspect Prior To Ship
Order Sidemark: |sofa | Terms: P Proforma
Est Total Price: 264.00

Line Hold Removed
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Payments, Release

The following will instruct on how to apply a credit card and check payment to an existing order and
remove from a credit hold to ship order.

Check
1. Need to have the SA order number.
2. Open Customer Orders module in My Folders

My Folders ~

AutoRun

PreLoad

A/R Posted Transactions Detail
A/R Posted Transactions Summary
Credit Card Payments

Customer Document Profile

Customer Order Lines

Customer Orders

Customers

My Folders

NOTE: Order can also be located through Customers = Customer Orders modules and scrolling through
the list of orders. For instructions see Create New Order on page 9
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3. Input SA number in the order field and click Filter in tool bar to populate order information

ICustomer Orders (Filter In Place)

[2aicy SmEs EEEe Order: |SAQ0333333 o 1D: [ \ Order Date: \ \ Status: |
] Entry Date: | | T
3 ﬁ\

M1 JI I J

\
\
\
stip Vi ] | shipPrort: <] Oshortshipment [ |
\
\
\
\

Ship Type:

Customer:

Ship To: [

Cust PO: | ] CFA:[ -

Order Class: 'J Resv:| M \ OlInspect Prior To Ship

Order Sidemark: [ | Terms:| ] J

Est Total Price: (

Customer Orders

4. If Customer provided PO — cross check that all information is correct
5. Important that the following data is Confirmed:

A. Ship To is correct and changed to Final Ship to if needed

B. Ship Via for FedEx shipment is correct

C. Freightincluded

System ~  Master Explorer v My Folders
e ER BT CRY > »l R XBR Aol dRXLST O
Customer Orders
Order: ShipTType: :CustPO Order: SA00333333  Web ID: Order Date: 5/21/2022 Status™[Ordered |
1 5A00333333 Ship Type: Entry Date | ciu efeaes
2 Customer: 123456 Jane Thibaut
3 ShipTo: 0 Jane Thibaut Nyack 10960-2103
4 Ship Via: FEDH FedEx Ground ‘ Ship Prority: (Regular ~| O 'short Shipment
° Cust PO: CFA
6 »
Order Class:" | Fabric (Dom) v Resv: Resv Dom ~ | OInspect Prior To Ship
7 i
5 Order Sidemark: |sofa Terms: P Proforma
9 Est Total Price: 264.00
m Amounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT
Customer: 123456 (1] Current
Prepaid: 0.00
Jane Thibaut Total Weight 1320  # Packages 0
12 Thibaut St
New York NY 10001-1234 ONo Freight Charges
UNITED STATES
One Time Freight: [NV Calculate Freight
Ship To :*| 2 v Cutting Charges: 0.00
Plaza Hill Interiors
456 Design Way
Richmond Hill NY 11418-2640 Credit Hold
UNITED STATES G O ship Hold
>
Status (Customer Order 1 of 9) (Linked to Customers) en-US powsrsc oy infor

Main Order Screen
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6. In Notes — write information regarding check received
A. Type — date received check, check #, amount and sent to Janine for processing

Main Amounts Mices Customer Service TaxInfo Information General DIFOT

Customer Order Notes Customer Master Notes Warehouse Notes

This is a Reserve Order

Will expire: 5/31/99

04/29/99 - Received check
(Number) for (amount).
Emailed to (Credit Rep)

Notes for Check

7. Click Save.

~Eke pm cayY

Save
8. Click Right and Copy Notes
9. Click Interaction on right hand menu
Customer Orders
Order ShipType CustPO Order: SA00333333  Web ID: Order Date: 56/21/2022 Status*Ordered |

1) SA00333333 Ship Type: | Entry Date: Releases

2 Customer: 123456 Jane Thibaut

3 shipTo: 0 Jane Thibaut Nyack 10960-2103

4 Ship Via: FEDH FedEx Ground Ship Prority: | Regular ~ | O Short Shipment

§ Cust PO! CFA

6 o —_—

Order Class: }Fabn‘c (Dom) v Resv:| Resv Dom ~ | O Inspect Prior To Ship
= ResvDom )
Order Sidemark: |sofa Terms: P Proforma
8
z Est Total Price: 264.00

Main Order Screen Interactions
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10. In the Interaction line type SA number and in box paste Notes

Customer Interactions (Linked)

Interaction Dest =
| interacion: (sA00333333 | Status: [Active
g B
rie Topic: v Interaction Date: | 04/29/99 8:46:07 PM
Customer: 128872 ShipTo: 0 (/] Follow-Up Date: |

[ LVEEEIGLEY General

Interactions

Sequence " Contact Date Internal Incoming  *Entry Name Type:|Other v | @ Alert Subscribers

w1 /29/99 8:46:07 PM (@] O  CSRepName
game P Received check (Number) for (amount) emailed to (Credit Rep)

Interactions

11. Click Save

’“Eh! B CRY

Save

12. Click X next to Interactions (Linked) tab to go back to main order screen
13. Click Lines on right hand menu
A. Verify pattern number and quantity are correct

Customer Orders (Linked) * Customer Order Lines (Linked)

Line *Item

Order: SA0033333 Order Class: Fabric (Dom) Order Date: 4/11/2022 o Customer: 123456

b1 h weoz62 Name: Jane Thibaut Order Area ]

Line” 4] O Allow Over Credit Limit Customer Cost: 85.00|
|1Em¥'[|wgnzﬁz v Lot: || 3B ~| Sales Disc: \ D.UUUO| %  Source Lot

Juno Promotion Code: | -

Custorfer Item: *| Color Code: Flax Net Customer Price: 0.00

Configure
Qty Prdered: 1.00] ~|  Family Code Sugg Retail Price: 0.00 USD
Material Transact}
Line Item
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14. Click X on the Custom Order Lines (Linked (Tab) to return to main order screen

15. Scan check

16. Email check and copy of order with instructions to release.

17. Ensure there are no line holds

18. Once check applied by Credit Rep, ensure that order is released by green status bar

Customer Orders

Otdex Sp TYpSiGUst 2O Order: SA00333333  Web ID Order Date: 5/21/2022 Stats”*|Ordered S|
1> SA00333333 Ship Type: | Entry Date [ —— Releases
2 Customer: 123456 Jane Thibaut
3 ShipTo: 0 Jane Thibaut Nyack 2103
4 Ship Via: FEDH  FedEx Ground Ship Prority: (Regular ~| O short Shipment
2 Cust PO: CFA
e Order Glass?Fabric (Dom) - Resv:[ResvDom  ~| O inspect Prior To Ship
; Order Sidemark: \so{a Terms: P Proforma
5 Est Total Price 264.00

Order paid and released

19. Order ready for shipment

Credit Card

1. Need to have the SA order number.
2. Open Customer Orders module in My Folders

My Folders ~

AutoRun

PrelLoad

A/R Posted Transactions Detail
A/R Posted Transactions Summary
Credit Card Payments

Customer Document Profile

Customer Order Lines

Customer Orders

Customers

Customer Order Lines

NOTE: Order can also be located through Customers = Customer Orders modules and scrolling through
the list of orders. For instructions see Create New Order on page 9
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3.

Input SA number in the order field and click Filter in tool bar to populate order information

ICustomer Orders (Filter In Place)
[2aicy SmEs EEEe Order: |SAQ0333333 o 1D: [ \ Order Date: \ | Status: | 'i\
ST ] Entry Date: | | T
Customer: \ '\ | \
Ship To: | M JI J| |
Ship Via: | - ] ship Prority: ~ | Oshort Shipment | ]
Cust PO: [ ] CFA:[ -
Order Class: | 'J Resv:| - \ Qnspect Prior To Ship
Order Sidemark: | | Terms:| - [ \
Est Total Price: [ |
Customer Orders
4. If have Customer PO — cross check that all info is correct
5. Important that the following data is Confirmed:
A. Ship To is correct and changed to Final Ship to if needed
B. Ship Via changed for FedEx shipment
C. Freightincluded
System v Master Explorer v My Folders ~
= EBER B CRY >l R XBR oDl UdREST O
Customer Orders
Order ShiplType: :CustPO Order: SA00333333  Web ID: Order Date: 5/21/2022 Status™[Ordered  ~ |
1) SA00333333 Ship Type: Entry Date B cn ] Releases
2 Customer: 123456 Jane Thibaut
3 ShipTo: 0 Jane Thibaut Nyack 10960-2103
4 Ship Via: FEDH FedEx Ground ‘ Ship Prority: (Regular +| O short Shipment
° Cust PO: CFA:
(: Order Class:* Fabric (Dom) v Resv:| Resv Dom i O Inspect Prior To Ship
S Order Sidemark: |sofa Terms: P Proforma
= Est Total Price: 264.00
m Amounts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT
Customer: 123456 (1] Current
Prepaid: 0.00
Jane Thibaut Total Weight 1320  # Packages 0
12 Thibaut St
New York NY 10001-1234 ONo Freight Charges
UNITED STATES
e Time g 000 <=
Ship To :*| 2 Cutting Charges: 0.00
Plaza Hill Interiors
456 Design Way
Richmond Hill NY 11418-2640 Credit Hold
UNITED STATES O'ship Hold
>
Status (Customer Order 1 of 9) (Linked to Customers) en-US powsrsc oy infor

Main Order Screen
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6. Click Lines on right hand menu
A. Verify pattern number and quantity are correct

Customer Orders (Linked) Customer Order Lines (Linked)
Line Item Order: SA0033333 Order Class: Fabric (Dom) Order Date:  4/11/2022 (/] Customer: 123456
k1 W80262 Name: Jane Thibaut — s ltem Availabilit
- [
Lme‘*\' 4| O Allow Over Credit Limit Q Customer Cost: | 85 .UD]
IlEm‘.[IWSCQEZ - Lot: || 3B - Sales Disc: | 0.0000/%  Source Lot:
\‘ Juno Promotion Code: \ -
Custorfer Item: [ ~| Color Code: Flax Net Customer Price 0.00
; Configure
Qty Prdered. 1.00f| ~ |  Family Code Sugg Retail Price: 0.00 USD
Material Transactj
Line item

7. Click X on the Custom Order Lines (Linked (Tab) to return to main order screen

8. Click Pay with Credit Card — column in right of page
A. If this button is grey — no payment has been made
B. If button is green — card on file, but need to confirm card to be used

Customer Orders

Order Ship Type  Cust PO Order: SA00333333 Web ID Order Date:  5/21/2022 Stats:*[Ordered  ~ |
1) SA00333333 Ship Type: | EntryDate: |
2 Customer: 123456 Jane Thibaut
3 ShipTo: 0 Jane Thibaut Nyack 108602103
4 Ship Via: FEDH  FedEx Ground Ship Prority: [Regular  ~ | O Short Shipment
s Cust PO: CFA B Pavvith Credit Card
o Order Class"| Fabric (Dom) - Resv:[ResvDom  +| O inspect Prior To Shi EEEIEE I

J P P

; Order Sidemark: |sofa Terms: P Proforma ST LR
9 Est Total Price: 264.00

Pay with Credit Card
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9. Inthe Credit Card payment (Modal), use a card already on file or a new card
A. Click menu arrow to see if card on file and choose card

Credit Card Payments (Modal)

Customer’| 123456~ ShipTo: 0 Reference’| Customer Order ~ |
Name: Jane Thibaut Customer Order:*\‘ SA00333333 |

Transaction Type: Authorize

O Authorize Only
Total Amount: | 264.00] usb Customer Reference: j
Credit Card Details
Card System ID’*| 643000 v|
Card Number:*“ et
XXXXXXXXXXX0011 12/99 O store For Book Plan
Street: ‘ Expiration Date?\f / J (mm/yy)
City: \ Name On Cardﬂ \
Provist: | , P-[ 10960-2103] CV Num: | }
Authorize m
Credit Card

B. If not on file or using a new card, type in card number, exp date, name on card, Sec Code,
and billing address for card
C. If want to keep on file — click store for future use

Credit Card Payments (Modal)

Customer: | 123456 "| ShipTo: 0 Reference’| Customer Order v}|
Name: Jane Thibaut Customer Order:"| SA00333333 v |

Transaction Type: Authorize

O Authorize Only
Total Amount: |m| usD Customer Reference: |
Credit Card Details
Card System ID:*
Card Number: | 1111222233334444 - |
O store For Future Orders O store For Book Plan
Street: |r12 Thibaut St | Expiration Date‘:’\r02i99 | (mm/yy)
City: | New York | Name On Card”| Jane Thibaut |
provist: [NY <] pPostaliziP: [10001-1234 | ovNum: (111
ounors |

Credit Card Payments
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10. Once information in, click “authorize”
11. Once get approval that says “Good” — COPY THIS INFORMATION

© Infor CloudSuite Industrial (TBUS) - Credit Card Payments (Modal)

Good

Response: Approved

Approval Code: 528161

Reference Number: 1873921256

AVS Match: 5 Zip Match No Address Match
CV Match: Match

Credit Card Authorization

12. Click OK to close out of screen and go back to main page
13. Click Interactions on right side of page

Customer Orders

Order ShipType  CustPO Order: SA00333333  Web ID: Order Date: 5/21/2022 Status*[Ordered | | -
1)  SA00333333 Ship Type: | Entry Date Eicaees
2 Customer: 123456 Jane Thibaut
3 ShipTo: 0 Jane Thibaut Nyack 10960-2103
4 Ship Via: FEDH FedEx Ground Ship Prority: | Regular ~ | O short Shipment
8 Cust PO CFA
i Order Class*| Fabric (Dom) | Resv:|ResvDom  ~ | O Inspect Prior To Ship
; Order Sidemark: |sofa Terms: P Proforma
= Est Total Price 264.00

Main Screen Interactions

14. Type SA number and Paste Credit card approval in box provided

Customer Interactions (Linked)

Interaction Desi -
Interaction: || SA00333333 Status: |Active
1 .
et Topic: v Interaction Date: | 04/29/99 8:46:07 PM
Customer: 128872 Ship To 0 (/] Follow-Up Date: |

(oI B General

Interactions
Sequence ~Contact Date Internal Incoming  * Entry Name Type:| Other v | @ Alert Subscribers m

w1y 04/29/99 8:46:07 PM (@] O  CSRepName Good
Response: Approved
Approval Code: 528161
Reference Number: 18 2
AVS Match: 5 Zip Match No Address Match
CV Match: Match

Interactions
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15. Click Save.
16. Click X on Customer Interactions (Linked) tab to go back to main screen
17. Ensure that order is released by green status bar

Customer Orders
Order ShipType  Gust PO Order: SA00333333  Web ID Order Date: 5/21/2022 status” Ordered - ;
1) SA00333333 Ship Type: | | Entry Date: ] Releases
2 Customer: 123456 Jane Thibaut
3 ShipTo: 0 Jane Thibaut Nyack 2103
4 Ship Via: FEDH FedEx Ground Ship Prority: | Regular ~ | O Short Shipment
2 Cust PO:. CFA: Pay With Credit Card
o Order Class’| Fabric (Dom) - Resv:|[ResvDom  ~ | O Inspect Prior To Ship
: Order Sidemark: |sofa Terms: P Proforma Generate Document
9 Est Total Price: 264.00
Status Bar

18. Order is ready for shipment
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Create a Sample Order

The following steps instruct on creating a sample order in Infor.

1.
page 6

Look-up customer if account number not available. For instructions see Customer Look-Up on

2. Once customer has been located, click Customer Orders from menu on right hand.

Customer: 123456 [Jane Thibaut

O Master Account -] [

Address [1]: [12 Thibuat St

Address [2]: |

Address [3]: |

Address [4]: |

)
]
)
)
)
]

City: [ New York

] Prov/st® @

10001-1234 ] County: {Rock\and

]

*

Postal/zIP: |
Country: [

UNITED STATES

EU Code: US

Corporate Gust:

‘ [ Customer Orders

Geography”™ [@
Language: @|
Currency: USD
Bank Code” @l
Customer Bank: El
@]

Terms: Proforma

Customer order Screen

3. Click Add in the toolbar to create a new order

r~E|an C Y |[Marp

Customer Orders (Linked)

x B

EQ

BB BDR%

Order Ship Type Cust PO

& 1p  SA0O111111
5A0D0222222 ‘

Order.”

Ship Type:
Ship To
Cust PO

Order Class”

1
2
3
4
5
6
T
Order Sidemark
8
9

Est Total Price:

Customer: 123456

0

Ship Via*| FEDH

Web

]

Order Date”| 4/28/2021

Entry Date:

Jane Thibaut

| FedEx Ground Home Delivery

0.00

Ship Prority: | Regular

~ | O Short Shipment

CFA: v
Resv ~ | OlInspect Prior To Ship
Terms: |P - | Proforma

Status.”| Ordered Lo
Releases
Reserve

Order Verification Repor
Interactions
Pay With Credit Card
Calculate Tax

Generate Document

Reservations For Order|

Customer Orders

4. Ship Via — select following from pull down menu. Press Tab to go to next field
A. FENC - FedEx No Charge
B. MAIL - US Mail
5. Ship Priority — leave as regular and press Tab
6. Order Class — type SA and select Sample DOM from pull down menu
7. Sidemark — optional and press Tab
Customer oraers [mkeay
L S GRS Order Web ID: Order Date”[4/11/2022 Status:"| -
* 1) SA0D111111 Ship Type: | | Enty Date: | ] Releases
2 Gustomer: 123456 lane Thibaut
3| 5A00333333 Ship To” 1 « | Jane Thibaut Nyack 10960-2103
4 SAD0222222 | Ship Via®| FENC ~ FedEx Ground NC | I Ship Prority: [Regular v|I33hon Shipment
X o] ~ C —
° I O"’E'C‘E‘SS'Isamph (Dom) v I Resv. O Inspect Prior To Ship
: [[order sicemark: [Sota | remsp -] Prooma Generale Document
Est Total Price:

Main Order Screen Samples
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8. Ship To address — where are samples shipping (defaults to client). For changes:
A. Click pull down menu to check if shipping address already in system
B. If not, right click and choose ADD
C. Click Details if want to make change to existing address

m Amounts Notes Contacts Invoices Customer Service TaxInfo Information General DIFOT
Customer: 123456 v Current ; -
Prepaid:”| 0.00|
Jane Thibaut Total Weight: ‘ 0'00} # Packages: ‘ 0|
12 Thibaut St ]
New York NY 10001-1234 OnNo Freight Charges
UNITED STATES One Time Freight: \ 0.00| Calculate Freight
Cutting Charges:*\: 0.00]
ship To:*[ 0 !
E ﬂ
Jane Thibaut redit Hold
12 Thibaut St O ship Hold
New York Ny 1 “°F ‘ ’
UNITED STATES ) Reason: P
Details... )
User:
Find... Authorized:
Authorized Buyer: Help Date:
Order/Price Password: Auth Date
Paste
! Detail
L -
Add Ship To

mAmcunts Notes Contacts Invoices Customer Service Tax Info Information General DIFOT

Customer: 123456 (/] Current S ————
Prepa\d:‘\‘ U.UU}
Jane Thibaut Total Weight: ‘ D'Uot‘ # Packages: ‘70‘

New York NY 10001-1234 ONoFreight Charges

UNITED STATES One Time Freight: ‘ U.UU} Calculate Freight
Cutting Charges:"\j 0.007\

Ship To: * \:ﬁ“
Interior Workr Add. Credit Hold

UNITED STATES - eason: P
Details...

Find... Authorized:
Authorized Buyer: Help Date:
Order/Price Password: Auth Date:
Paste
[ Detail
B Cut

Change Existing Ship To
NOTE: For full instructions on Ship To addresses see Ship To Address in Order on page 21
9. Click SAVE and a WA order number will be assigned

=[Eee pm cBY

Save
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10. Click LINES — on right area of screen to go to Customer Order Lines (Linked) to input pattern

Customer uraers [Lmkea)
el bl T ) W'Eh D Order Date™ (41112022 =1 Status *[Ordered  ~

®1»  5A00111111 Ship Type: | Entry Date: ]

2 WAD0111111 Gustomer: 123456 Jane Thibaut

3 SA00333333 shipTo®[ 0 - Jane Thibaut Nyack 10960-2103

N SAD0222222 Ship Via™| FENC  ~ FedEx Ground NC Ship Prority: |Regular ~ | O Short Shipment

s CustPO: | cFa:| -

© Order Class”| Sample (Dom) - Resv. O Inspect Prior To Ship

; Order Sidemark: |Sofa Terms: |P ~ | Proforma

Est Total Price:

Releases

Pay With Credit Card

Generate Document

Reservations For Order|

Main Order Screen

11. Type pattern number
A. When entering wallcovering — type W after pattern number
B. When entering fabric — type F after pattern number

12. Type quantity - Always default to 1 sample

b

Customer Orders (Linked) * Customer Order Lines (Linked)

Line  “liem Order: WA0O111111 Order Class: Sample (Dom) Order Date: 4/11/2022 (/] Customer: 123456
W80262 Name: Jane Thibaut Order Area: _
Line” 4 O Allow Over Credit Limit Customer Cost: 0.00]
I Ilem"[l W80262F v | Lot: 3B - Sales Disc: | 0.0000| %  Source Lot
Juno Promotion Code: | -
Customer Item 7—| Color Code: Flax Net Gustomer Price: 0.00
| aty ordered 100 | -] Famiy Code: Sugg Retail Price: 000 USD

Reserve Line]

Configure

Material Transact}

Enter Line Item

13. Click Save

=[EBee pm cBY

Save

14. To enter additional patterns — click Add on toolbar. Follow same steps for all additional lines

~ABea[ajm cay

Add

=[Blea am cayY

Save

15. Click Save.

16. Once complete —Click X on Customer Order Lines (Linked) tab to go back to main order screen.

17. Click Order Verification to view order invoice, print, and save to computer.
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