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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. In the Explorer tool on the left hand of screen, click Master Explorer to change from the My 

Folders to the Master Explorer menu. 

2. In the Master Explorer menu click Arrow next to All Forms to reveal modules.  

 

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

 

      
  My Folders Menu  Master Explorer 
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3. Once the menu is visible, scroll for the module (example: Customers). 

4. Once located click Right and select Copy. 

5. Once Captured click My Folders at the bottom to return to the My Folders menu. 

6. Point Cursor on the yellow star next to My Folders, click Right and select Paste. 

7. Customers should now be visible in My Folders. 

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

 

      
Capturing Module   My Folders 
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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. 

 

 
Modules Folder 
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3. There are three options for looking up customers. 

A. Option I for Customer Look up is by Account Number (Preferred Method). 

i. Click Cursor in the first field of the Customer line. 

ii. Type in number provided by the Designer. 

 

 
Customer Information Section 

 

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

 
Filter 

 

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

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

 

 
Contact Information Section 

 

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

 
Filter 
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C. Option III 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 Information Section 

 

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

 
Filter 

 

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

clear the information. 

 

 
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 Screen 

 

3. This opens the Customer Orders (Linked) module. 

4. The information visible on the screen prompts the next action to be taken. 

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

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

 
Order List 

 

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

order entry. 

NOTE: An existing list are orders place by account. The information on screen are details for the 

last order placed. 

 
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. 

 
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 

 
Main Order Screen Ship Priority 
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8. Input Customer PO (if provided by customer) and hit Tab 

 
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) 

 
Order Class 

 

10. Input Sidemark (if provided by customer) and hit Tab 

 
Sidemark 
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11. Input Ship To address for order.  

A. Ship To defaults to customer’s address 

 
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. 

 
Ship to Menu  
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C. 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 

 

 
Ship to Add 

 

D. Click Details if want to make change to an existing address 

 
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. 

 

 
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. 

 

 
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 

 

 
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. 

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

 

 
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 

 

 
Freight Charges 

 

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

 

 
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 

 

 
Order Verification 

25. Click Preview 

 

 
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 

 

 
Reserve 

 

3. Continue with following New Order Entry instructions. 

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

 

 
Notes 

 

5. Click Save, order is complete 

 

 
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. 

 
CFA 

 

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

 

 
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 

 

 
CFA Ship To 

 

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

date 

 

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

 

 
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. 

 

 

Ship To Pull Down Menu 

2. Click OK on Pop-up 

 
Pop-Up 
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3. The new address is now visible  

 

 
Main Screen Ship to 

 

4. Click Save in the Toolbar 

 

 
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 

 

 
Ship To Add 

 

2. In the Address Section, fill in the Name, Address, City, State, and Zip fields 

3. Type UN and press F2 to call up country options and click UNITED STATES 

 

 
Address Section 



Page 24 of 55 
 

 

3. In the 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 

 

 
Residential Codes 

 

B. Commercial - input FEDX/Commercial 

 

 
Commercial Codes 

 

4. Click Save and the address also validate 

 

 
Save 

 

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 

 
Pop-up 1 

 

 
Pop-up 2 

 

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

 

 
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. 

 

 
Ship To Details 

 

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

 

 
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. 

 

 
Ship To Address 

 

 
Ship To Codes 

 

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

 

 
Save 
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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 

 

 
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 

 

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

A. Ship Via 

B. Ship Priority 

C. Reserve/CFA 

D. Customer PO 

E. Sidemark 

F. Ship To 

 

 
Main Order Screen  

 

 
Ship To 

 

5. After change made click Save. 

 

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

 

 
Customer Order Lines 

 

7. In the 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 Order Lines 

 

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

9. Click Save. 

 

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

 

 
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 

 

 
Freight 
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13. In Notes tab write 

A. Date 

B. Name of person making change 

C. change to quantity made 

 

 
Notes 

14. Click Save and change complete 

 

 
Save 
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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 

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 

 

 
Customer order 

  



Page 34 of 55 
 

4. Once information populates click Lines in the left hand menu to open Custom Order Lines 

(Linked) module 

5. 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 

 

 
Add 

 

 
Line Item entry 

 

B. Input pattern number and hit Tab to populate pattern information 

 

 
Pattern 

C. Enter quantity 

 

 
Quantity 
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D. Click Save 

 
Save 

 

E. Check in the dyelot pulldown menu to ensure correct dyelot and bolt are selected or if 

changes need to be made 

 

 
Dyelot 

F. Click Save 

 

 
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 

 

 
Active Line 

 

 
Pop-up 

 

C. Click Status menu and change to complete 

 

 
Status Menu 

 

D. Click OK on pop-up 

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

 

 
Change Reason 

 

 

F. Click Save 

 
Save 

 

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

 

 
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. 

 

 
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 

 

 
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 

 

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 

 

 
Customer order 
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4. Before proceeding – CONFIRM 

A. Ship Via is 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. 

 

 
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 

 

 
Ship Hold On 

 

 
Ship Hold Off 
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7. Click Save. 

 
Save 

 

8. Repeat for every related line. Once complete, click X next to Customer Order Lines (Linked) to go 

back to the main order screen. 

9. The red Status Bar should now only have CH. The order now awaits payment to ship. 

 

 
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 

 

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 

 
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. Freight included 

 

 
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 

 

 
Notes for Check 

 

7. Click Save. 

 
Save 

 

8. Click Right and Copy Notes 

9. Click Interaction on right hand menu 

 

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

 

 
Interactions 

 

11. Click Save 

 

 
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 

 

 
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 

 

 
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 

 
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 

 

 
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. Freight included 

 

 
Main Order Screen 
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6. Click Lines on right hand menu 

A. Verify pattern number and quantity are correct 

 

 
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 

 

 
Pay with Credit Card 
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9. In the 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 

 

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 
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10. Once information in, click “authorize” 

11. Once get approval that says “Good” – COPY THIS INFORMATION 

 

 
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 

 

 
Main Screen Interactions 

 

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

 

 
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 

 

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

page 6 

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

 

 
Customer order Screen 

3. Click Add in the toolbar to create a new 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 

 

 
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 

 

 
Add Ship To 

 

 
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 

 

 
Save 

 



Page 55 of 55 
 

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

 

 
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 

 

 
Enter Line Item 

 

13. Click Save 

 
Save 

 

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

 

 
Add 

15. Click Save. 

 
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. 


