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User Guide: Entering an Order into the BSD  

· Open “Customer Orders” Form
· Be sure your “Filter In Place” is OFF to process new order. 
Misc. Note:

· Order Checker features will pop up as you work thru your order.  You will get pop-up “Reminders”, “Warnings” and “Errors” that you should address immediately as they arise.  Pop Up “Errors” will NOT let you save the order – so those items MUST be addressed immediately. There will be Pop-Ups on your “Order Header” as well as “Order Lines”.
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· From Tool Bar – click the “Create New” Icon  [image: image2.png]
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· A new order will always highlight the “Order” field in green.  Leave the field blank for domestic orders and enter “I?” if the order is International.  The first page of your order is called the “Order Header” screen.  
· All fields in yellow are required fields and MUST be filled in before the system will allow you to save. 
· Cust PO (Field will be White, not Yellow)
· Customer (Bill To)
· Ship To

· Terms (this field will automatically fill in based on how “Bill To” is set up) You can manually override this if your order requires it. 
All other required (yellow) fields will fill in automatically
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General Tab:

· Taken by field will fill in with initials of person logged on the computer

· Salesperson will fill in based on how “Ship To” set up (Override if needed based on Market)
· Price Code – fill in if applicable to the complete order (Choose the discount code and it will carry over to all lines if all lines are to be discounted)
· Ship Early – check/uncheck box if applicable (will auto fill based on how Ship to address is set up)
· Ship Partial – check/uncheck box if applicable (will auto fill based on how Ship to address is set up)
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Contacts Tab:
· Information will be pulled in to this tab based on how the “Customer” and “Ship To’s” were set up.  There should be at a minimum one contact person listed (Purchaser/End User) and their phone number. 

· For International Orders – you MUST have a Purchaser or Ship To name and Phone number listed.

· If a quote was issued – the contact name on the quote is to be used as the End User Name, unless the PO received states differently.
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Amounts Tab:
· Freight – fill in when prepaying the freight (For Provo/Farm/NYS/TMS orders – you will need to switch sites)

· Misc. Charges – fill in when needed or for COD Charges (For Provo/Farm/NYS/TMS orders – you will need to switch sites)
· Credit Hold – Check this box when placing ORDER on hold 
· Select “Reason” for HOLD from drop down
· Order will automatically be put on hold for:
· Prepay
· CCE
· L/C
· Program/License models
· Bluebird Orders
· RMA orders do not automatically get placed on hold for the reasons above. You must manually put the RMA order on hold. 
[image: image7.png]S Infor ERP SL|
Fom Actions Edit View Window Help Welcome  Stage Environment | Sign Out
FHIRDXFREAK» N EEEFIRB Y| ¢EsdR2E@RBPSD

S| Customer Orders &

Customer Orders ©

Jmiojdxg

Shp Reesse O Dt = Sats: o | e ]

Feleases

Order. 263814)
1 testsord Cust PO [Test Order 814 Order Type: - Warehouse: -

2> 26314 Customer: =] [Careton Technologies [ Beere ]
3 o To =] (Caton Technologes - (Oder Vrifcation Report_]
4 testpi0001 Tems: [N30_[=] [Net 30 Originating Ste: [pcb. Interactions

5 testorder] Ship Via: |PUP_ | w | |Customer Pickup. Generate Commissions

6 [0l g LCR: - [ Extemal Order
7

s

s

I
£

Est Total Price: 000 Corfimation Reference:

test000009 Address | General | Contacts | Amounts [ Tax Info User Defined | PCB || Ship |

[ xes Bch
Tax Code: ~] INEW YORK EXEMPT

" test000002 Ft Code: =
15 test000001
1 test
7 oksanaD002
18 | Oksanad00!
1 1000149926 ‘

0 oo
2| oooasszs
100145823
100145822
100145821
100125915
100125916
100125915
100125974
100125913
100125972
100145911
1000125910
10145509
101455068
000145503
00145502
1000145501
=) .

(Customer Order 2 of 201) NUM en-US sowersa oyifoomr

Y8 B RBEYEEENEERER





Tax Info Tab:

· Tax Code – will automatically fill in based on how “Ship To” is set up.  You can over ride this field when necessary
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PCB Tab:

· Sales Channel – fill in applicable channel based on customer/product (RS, Load & Torque and Accumetrics use TEST)

· Reviewed By – enter the initials of person who did the contract review for the order
· Technical Signoff – enter the initials of applicable person who did tech sign off for the order

· Spcl Inspection Reqts: - if there are special inspection requirements on the order, choose the appropriate selection from the drop down menu
· FAIR Reqd:  choose this when there is a First Article Inspection Request from the customer (also referred to as a FAIR, FAI or AS9102).

· Source Inspection & FAIR Reqd:  choose this when there is a Source Inspection and a First Article Inspection Request from the customer.

· Source Inspection Reqd:  choose this when there is a requirement for the product to be inspected by the customer or another external 3rd party prior to shipping.

· CRM Quote # - enter quote number from CRM when applicable

· Authorization # - Web Order reference number is entered here

· End User – for International orders this fields needs to be filled in with the customer # of the applicable End User for that order

· Cardholders Name – when credit card is being used for payment of order - Enter name of person that Credit Card is issued to

· Credit Card # - enter credit card number (no dashes or spaces)

· Send Acctg CCE Email –If terms on order are CCE- Check this box when ALL lines have been added to the order and SAVE. An Auto Email to be sent to Accounting advising of the order.   
· Expiration Date – enter expiration date listed on credit card (mm/dd/yyyy)

· Inco Terms – Fill in as applicable to order (Auto fills to “FCA”)
· Destination- fill in with location of Inco Term pertaining to the order

· Government Order- check this box if it is a government order or end user.

· Export License – enter export license number if applicable to order 

· Enter From/To date if license is applicable
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Ship Tab: 

~The first four points below will carry over from the Ship-To master. Override if needed. 

· Carrier – fill in applicable shipping carrier (Fedx,UPS etc.)

· Class of Service – fill in the shipping priority (Overnight, Two Day, Ground etc.)
· Depending on the Carrier you select the drop down for the class of service will change as not all services are available for each carrier.
· Freight Terms – select terms based on how customer is paying.  
· Collect – they are paying for freight with a collect number
· Consignee – we are charging someone other than the Bill to Customer for the freight
· Prepaid – this is when PCB is picking up Freight Charges or PCB has quoted the customer a specific charge.
· Prepaid & Charge – we are charging freight to customer order (logistics will post charges)
· Third Party Billing – we are charging someone other than the Bill to or Ship to customer
· Freight Acct – this is where the freight collect number will be added
· Service 1 – this field will be used for additional services such as COD, Saturday delivery, WorldEase, IPD etc.

· Refernece SM1021 for current COD charge. 

· Service 2 – this field will be used in conjunction with “Service 1” if there is an addition requirement (ex. Customer requesting COD and a Saturday delivery).  The “SaturdayDelivery” selection would be entered in this field.

· Priority – this field will be used to identify government rated orders.

· #1 - DX Rating

· #2 - DO Rating 

· #9 – All Orders will default to this automatically – do not override or clear unless using one of the above ratings.
· Packing List Notes- Information added to this box will automatically print on the packing list logistics supplies with the shipment. 

· Pacejet Shipment Tracker- Provides the tracking information when order has shipped.
· Tracking info is stored in each site and needs to be retrieved from that site when needed.

· Accumetrics does not ship via Pacejet and enters a log note on the order header with the tracking information.  You do not have to switch sites to obtain the Accumetrics tracking #.
***Click “Save” for the system to generate a CO# for your order. 

*** All orders need to be acknowledged with a Terms and Condditons statement on it. To add this note:

· Click on the  Notes icon at top of Header Page. 
· Click on “Attach Detach Reuseable” Button at the bottom.  Choose the “first”  SM-Terms note that applies to your order – PCB, Accumetrics, LD.

· Click on the box next to the terms and click OK to attach to your order

· Save the note.

*** Add any other notes that may be needed for your order. 

· Click on the  Notes icon at top of Header Page. 

· Enter the Subject pertantent to your need for the note. 

· Save the note.

***Your Order “Header” Information is now complete and you are ready to enter lines to the order. 
Adding Lines to an Order
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Click the “Lines” button from the Order Header form – this will take you into the “lines” of an order.
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A new Order Line will always open up in “Yellow”.  As in the “Order Header” - all “yellow” fields are required to be filled in for the information to save. 

**In the Line Header – enter the following information – tab thru each field or use your mouse to click thru.

Item Number – this is the model number of the unit the customer is ordering

· The model description will fill in under the model number automatically

Customer Item – if a customer wants us to cross reference their number to our model enter it in this field.  It will autopopulate if the model is already tagged to the customer. 
Qty Ordered – enter the number of units customer wants to order

Unit Price – the price will automatically fill in based on list price or special pricing rules for that customer/product

Sales Disc. – this is where you would enter any applicable discount for that line
· Use for Domestic Orders only.

· International orders should reflect the discount in the unit price. 

Net Price – indicates cost of unit after any applied discount
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General Tab:

· Status -  on a new order this will always show “Ordered” and will pre-fill upon entry of an item on that line

· Due Date – the system will automatically fill in this field with the “Order Date”.  Over ride the date (unless shipping same day) with the applicable date either from Plist list or date received from Production.   Dates can be entered manually or by using the drop down arrow to the right
· Request Date – is the date the customer would like product shipped by.  Can be the same date as Due Date.  Dates can be entered manually or by using the drop down arrow to the right
· RMA – the box will fill with an RMA number if the Order is linked to one. This will automatically carry over when a “Replacement Line” is done on an RMA.
· Source – This field will autopopulate to what planning has set the model up for
· If the line will have an X-Ref you will change this field to JOB and create the X-Ref #. 
· Ship Site  - this field should populate depending on the product.  Override this field if product will ship to the customer from another site 
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Drop Ship Tab:
~ This tab allows you to ship an individual line to a location other than what was specified on the “Order Header”.

· Drop Ship – fill in the applicable Customer #

· Ship To – fill in the applicable Ship To #

~ For orders shipping from Provo/Farm/NYS/TMS – you will need to switch sites and enter the drop ship information  into that site. 
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Amounts Tab:

· Price Code – This field is where you enter the code applicable to any discount you may have given for that particular line.

· Tax Code – If you need to change the tax assessment for a particular line item only you could change the tax status in this field and it would only be applicable to this line. (Order is taxable but one line of the order is Tax Exempt)
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Features Tab:

· This tab allows for the configuration of certain models.

· Reference SM1072 (Configuring Models) 
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Ship Tab:

· This tab is used if you are drop shipping a specific line and the shipping is different from that entered on the “Order Header” or if you want a line(s) to ship a different method than what is on the Order Header.  Fill in all the necessary fields as previously noted in the “Order Header” Ship Tab.
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PCB Tab:

· No Charge Code – Enter applicable no charge code for item on that particular line from Drop Down.
· End User Type Override – Used on a limited basis by Sales Management only. 
· No Charge Line Value – One of the two ways below can be used to process a no charge line. 
· Leave the dollar value on the line and enter an applicable “No Charge Code” the value will automatically be pulled into this field and the Unit/Net price will “Zero” out. 
· If you “Zero” out your Unit Price and select a “No Charge Code”- it will NOT fill in the Value. You will manually need to do so.  Remember to enter the total amount based on the quantity we are giving away.  
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To Add Additional Lines to the Order;
· In the Grid along the left side – click on the line with the *
Add any Notes on the line level that may be needed for your order. 

· Click on the  Notes icon in the Icon Bar at the top of the page. 

· Enter the Subject pertantent to your need for the note. 

· Save the note.
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When your order is complete – go back to your Order Header 

· Click the Generate Commissions Button to run the automated commission routine.

· To change or update the commission percentage or manually add a percentage- use the “Salesperson Commission Distribution” Form.  

· To Validate/Update Commission Distribution for LD/L&T/Accumetrics/TMS orders you will need to switch sites.
· SHIP RELEASE 

· This button MUST be checked when your order is COMPLETE.

· Do not check prior to completion. Doing so will enable Logistics to pick your order before you may be done entering it.

· This feature enables Sales to enter orders at their own pace without having the order become visible to Logistics to ship.

· Click the “Order Verification” button to print a copy of your OV and send the order acknowledgement to the customer.

· A “Customer Document Profile” must be set for the particular “ship to” in order for the customer to receive the OV.

· If you wish the customer to receive the OV – you must also click the “Print” button

· To print a hard copy OV to attach to the PO – you must click “Print Preview” and then print.

· Orders shipping from Accumetrics – you will need to switch sites to print correct OV. 
· Provo/Farm/TMS only need to print site specific if there is Freight or Misc charges on the order.
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