Extended Order Entry SmartFinder — Orders

Extended Order Entry

Extended Order Entry is an enhanced replacement for the Sage Order Entry screen. It provides you with
more functionality while entering an order, and fast access to order, customer, and item information.

The following screens show some of the extra features provided by the Extended Order Entry screen:

Sage Order Entry screen TaiRox Extended Order Entry screen

Click the following links for details on each Extended Order Entry feature:

SmartFinder — Orders Find orders quickly for a customer.

SmartFinder — Customers Find a customer quickly from a name, description, phone number or
address.

Item Finder (SmartFinder — Items) Find an item quickly from partial words. Show additional item
columns such as price, quantity and comments. Search also by manufacturer’s item number with the
Enterprise version of Productivity Tools.

SmartFinders provide fast, browser-like search capabilities for looking up data on the Order Entry
screen. They search more fields than the Finder and search in all text fields at once. For
example, search for “Seattle” if you think that the customer or contact is in Seattle.

Line Finder Quickly find a detail line in a large order by item number, item description, item
comments, picking sequence, location, manufacturer, or other item fields.
Customer Inquiry (button left of the Customer Name field) provides complete customer data, including
receipts, refunds, order, invoices, IC contract pricing, ship-to addresses, etc. using the TaiRox
Extended Customer Inquiry window instead of the Sage Customer Inquiry screen.
Calculate Expected Ship Date and Deliver By Date Use the Business Days and Non-Business Days
optional field in the Productivity Tools Options program to calculate shipment and delivery dates.
Customer Optional Fields Display any customer optional fields on the Extended Order Entry screen.
Require PO Number Optionally require PO numbers on orders for all or selected customers.
Display and Edit Optional Fields in the Order Entry Detail Grid Optional fields appear as grid columns.
Other Restrictions and Preferences set in TaiRox Productivity Tools Options Select more data entry
control options in the TaiRox Productivity Tools Options program:

o Warnif a PO is duplicated on an order or shipment.
Show unit of measure totals on the Extended Order Entry screen.
Include the discount percent set on order lines and for the order as a whole.
Prevent orders and one-time shipments from being posted if the Ship-To Location is blank.
Prevent users from entering or changing ship-to addresses.
Require a ship-to phone number on orders and shipments.
Default the quantity committed on orders to the quantity ordered for select customers.

O O O O O O
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Extended Order Entry SmartFinder — Orders

Margin and Recent Cost Columns Add 4 margin and markup columns to the item display grid. Click
on a button to display margin and markup for the whole order.

Edit Kit Details Using the Components Button Configure kits in an order without cluttering up master
kit definitions. Add items, delete items and modify quantities. Choose whether or not to re-calculate
the unit price.

Using the Enhanced BOM Components Popup View component quantities on hand and quantities
available at the current location, as well as component quantities on sales order and quantities
committed at the current location and at all locations.

Quick Forms Printing (O/E Forms) Print a number of order-related forms, without posting an order or
navigating to another window.

Print Picking Slips Fast Streamline the printing of picking slips, in situations where large numbers of
these are to be printed as quickly as possible.

Quick PJC Entry Contract, Project and Category codes will default to the previous line's entries when
inserting new lines.

Prepayments lets you view order prepayments entered in Order Entry or in Accounts Receivable.
Create Purchase Orders in a flexible and robust way, previewed and with many options.

Ship by Picking Sequence and Filter Items Enter quantities picked for a large number of items by
sorting items in picking sequence and restricting the item range — for example, by ship-via code.
Order from History Add items to new orders for a customer based on previous orders.

Item Quantities Display quantities available at other locations or in other companies while entering an
order.

BOM or Kit - Use as Default Use the default number when a BOM or Kit is added to an order.
Backorders Display all items currently on backorder for the current customer.

Update Order Change Kit and BOM numbers, expected ship dates, item prices, addresses, and
deliver-by dates. Commit and uncommit quantities, substitute one item for another, change
salesperson code, zero quantities that are not in stock, and change item location.

Note: You may need to maximize the Extended Order Entry screen to see all of the Sage 300 and
TaiRox Productivity Tools buttons at the bottom of the screen.

.EIl
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Extended Order Entry SmartFinder — Orders

SmartFinder — Orders

Click the Order Number button to open the SmartFinder for searching orders.

e Enter part of a name or address (or order description or reference) and click the Find button.

o Double-click the order to select it and return you to the Order form.

Search:

e Enter one or more words or word fragments in the entry field to search multiple tables and fields.
e You can filter by order type and include completed and on-hold orders.

e Search returns records which contain the search string in any of the searched fields — for

example, one record may have “Royal” in the name, where another may have it in the address
field. Both will be displayed.

o Using multiple words in the search? Enter "300 Main" and the search will find entries "300
Main Street" as well as "123 Main Street, Suite 300".

o Searching for a phone number? Enter the phone number segments separated by blanks.
Enter "451 8991" and the search will find "(451) 555-8991" as well as "(408) 451-8991".

Note:

o All of the word fragments must be present in one of the fields being searched. (For example,

if you searched for “Ross Blvd”, you will not see an order where “Ross” is in the Customer
Name field and “Blvd” is in the Address 1 field.)

o Addresses (e.g. the Bill-To addresses) are treated as a single field.
Display:
e The top grid displays the orders matching the search criteria. Double-click to select an order.

o The bottom grid displays the details of the order highlighted in the top grid.

o Click the Bill-To Address column heading or double-click the address to launch Google Maps
with the bill-to address. You can also check the locations of Ship-To addresses.

e Double-click email addresses (such as the Bill-To Contact E-mail) to create new emails.

2820 Wabash Road
M Ronsd Back 2020 Wabash Road

o

AL1030

Furescert Des
A1105/0 13 Mt Flaore Ush 1 20130115 5 Ea
A1400/0 Desk Note Book. UsA 4 20190115 3B
A1450/0 Buletn Board Usa 4 2190115 2 Ea
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Extended Order Entry SmartFinder — Customers

SmartFinder — Customers

Click the Customer Number button to open the SmartFinder for searching customers.

Enter part of a name or address (or contact phone or email address) and click the Find button.

Double-click the customer to select it and return you to the Order form.

Search:

Enter one or more words or word fragments in the entry field to search multiple tables and fields.
You can filter to retrieve active customers only and active ship-to locations only.

Search returns customers and ship-to location records which contain the search string in any of
the searched fields — for example, one record may have “Royal” in the name, where another may
have it in the address field. Both records will be displayed.

o Using multiple words in the search? Enter "300 Main" and the search will find entries "300
Main Street" as well as "123 Main Street, Suite 300"

o Searching for a phone number? Enter the phone number segments separated by blanks.
Enter "451 8991" and the search will find "(451) 555-8991" as well as "(408) 451-8991".

Note:

o All of the word fragments must be present in one of the fields being searched. (For example,
if you searched for “Ross Blvd”, you will not see a customer where “Ross” is in the Customer
Name field and “Blvd” is in the Address 1 field.)

o Addresses (e.g. the Bill-To addresses) are treated as a single field.

Display:

The top grid displays the customers matching the search criteria. Double-click to select a
customer.

The bottom grid displays the ship-to locations that match the search criteria.

Note that the ship-to locations may not be related to the customer records displayed in the top
part of the screen. Ship-to locations appear only if they contain the search string.

Click the Address column heading or double-click the address to launch Google Maps with the
bill-to address. You can also check the locations of ship-to addresses.

Double-click email addresses (such as the Bill-To Contact E-mail) to create new emails.
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Extended Order Entry Item Finder (SmartFinder — Items)

ltem Finder (SmartFinder — Items)

Click the ltem Finder button under the item grid to open the SmartFinder for items.

The Item Finder provides several item search options and displays search results in a selection grid with
columns such as price, description, quantity available (current and all locations) and comments. Often,
Order Entry users select between similar items based on these columns.

File Help

[ tems | Manufacturer's tem Number
Find ftems By

E-] 7| \

Location [ | [central warehouse - Seattic |

Price List [ ] [ |

[ Active tems Only

[5 em Number | Desciption rice | Qty. Available | [B Gty. Avaiable (Al | Status | Comment 1

e The ltem Finder appears with the “Search” choice selected by default on the Items tab. This is the
most common way to look up items.

o Type a partial item description or item number in the text field, optionally select Active Items
Only, and press Enter to immediately search for items.

o Alternatively, select a different “Find Items By” choice. For example, you can choose “Show All
Records” and specify a range of item numbers, structure codes, categories, or account sets using
the range fields. You can specify more selection fields using Additional Criteria.

File Help

teme | Manufactursr’s kem Number
Find lems By
[ Show All Records v]

ltem Rangs
Select ltems By From To
(None)

{None)
{None)
(None)

) < <

Addtional Criteria Resst Defaults

Location [ Central warehouse - Seattle ‘

| |
Price List [ ] [ |

ltem Number | Description

e The above search screen displays two tabs for looking up inventory items — ltems and
Manufacturer’s Item Number — which let you search for I/C item numbers or for manufacturer’s
item numbers.

Search for manufacturer’s item numbers is a Productivity Tools Enterprise feature.
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Extended Order Entry

Item Finder (SmartFinder — Items)

The Manufacturer’s Item Number tab will not appear unless you have a license for the Enterprise
version of Productivity Tools.

If you do not select the SmartFinder “Search” option, you can select up to four item field ranges —
by item number, status, structure code, category code, and account set code.

The item price is the quantity zero price for that customer.

The Item Finder also displays all columns that are in the standard Sage Finder. You can choose
which columns appear in the Item Finder by selecting File > Settings from the ltem Finder menu.

Selecting an item inserts a new row into the order entry grid.

Searching for Inventory Control ltem Numbers on the Iltems Tab

The Item Finder on the Items tab provides 7 search options:

Fi

ile Help

Manufacturer’s kem Number

Find ftems By

Search

L
H

Show All Records
ltem Number
Description
Structure Code

Category

‘Central warehouse - Seattle |

Account Set Code

Search (most common option) — to search for words or word fragments in item text fields (such
as the item number, item description, structure code, category, price list, picking sequence, and
comments). This search works like the Order Number and Customer Number SmartFinders.

The “Search” choice automatically searches in all fields that appear as columns in the grid.

Show All Records — to select items from all item records based on ranges of Iltem Number,
Structure Code, Category, and Account Set Code and on item Status. You can also specify
additional selection criteria using more item fields.

Item Number — to select items using part of the item number. You can refine your selection
based on ranges of Item Number, Structure Code, Category, and Account Set Code, select items
by item status, and specify additional selection criteria using more item fields.

File Help

tems | Manufacturer’s tem Number
Find fems By

[ hem Number ] | [ |
Search by Item Number, Description, Structure Code, Category and Account Set Code also let
you specify a search value that the item starts with or contains.

Description — to select items with descriptions that begin with or contain a string of characters.
You can refine your selection based on ranges of ltem Number, Structure Code, Category, and
Account Set Code, select items by item status, and specify additional selection criteria using
more item fields.

Structure Code — to select items with structure codes that begin with or contain a string of
characters. You can refine your selection based on ranges of ltem Number, Structure Code,
Category, and Account Set Code, select items by item status, and specify additional selection
criteria using more item fields.

Category — to select items in categories that begin with or contain a string of characters. You can
refine your selection based on ranges of Item Number, Structure Code, Category, and Account
Set Code, select items by item status, and specify additional selection criteria using more item
fields.
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Extended Order Entry Item Finder (SmartFinder — Items)

Account Set Code — to select items with codes that begin with or contain a string of characters.
You can refine your selection based on ranges of Iltem Number, Structure Code, Category, and
Account Set Code, select items by item status, and specify additional selection criteria using

more item fields.

More on the “Search” option (most common option):

Select “Find ltems by Search”. (Note that Find Items By defaults to the last choice used.)

Enter one or more words or word fragments in the next field to search multiple item tables and
fields. (Note that the program scans all columns displayed in the Item Finder grid.)

You can filter for Active items only.

Search returns items and customer item numbers that contain the search string in any of the
searched fields — for example, one record may have “Desk” in the Description field, where
another may have it in the Comment 1 field. Both items will be displayed.

Note:

o Ifusing the Search option, all of the word fragments must be present in one of the fields that
are displayed on the screen. (For example, if you search for “desk lamp”, you will not see an
item where only “desk” is in the Description field and only “lamp” is in the Comment 1 field.)

Display:

The top grid displays the items matching the search criteria. The screen below shows “Desk
Lamp” in the description of one item, and “Desk Lamp” in the comments of the second one — so

both appeared.
The bottom grid displays the customer item numbers for the item selected in the top grid.

File Help

tems  Manufacturer’ kem Number
Find hems By
[Ssarch | [pesklamp J

Location [ | [Central warshouse - Seattie

Price List [ | [ |

us | Comment 1

Comes with siand and moun
ive  Desk lamp with adustable

A1310/0  Halogen Desk Light

<

Customer tem Numbers

Custor umbe es
DESK LAMP CASE Mr. Ronald Black Case

Find

Click the Qty. Available column to see the location details, with the quantities on hand, on
purchase order and on sales order. You can drill down further on these quantities.

Selection:

Double-click an item in the top grid to select and add the item to the order.

Double-click a customer item number in the bottom grid to enter the item number and the
customer item number into the order form.
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Extended Order Entry Item Finder (SmartFinder — Items)

Selecting columns to display — and scan - in the Item Finder

Choose File > Settings in the Item Finder window to change column settings.

File | Help Unformatted em Number P tem Number Up
Close Altemate ftem Set Mumber Description
Date Last Maintained Frice
- v Account Set Code SEEOE Gty Available sy
Settings... ee——— Stocking Unit of Measure A Gy, Available (All)
Unit Weight i Status
EeselDetaty :l Commodity Mumber Comment 1
" USA Date Inactive <- None Structure Code
el Segment 1 Category
[ Active ttems Cnly Segment 2 Stock ttem
Segment 3 Default Picking Sequence
ltem MNum.. Description Segment 4 Defautt Price List Code
Segment 5 Sellable
Fluorescent Desk Lamp Segment & Serial Numbers
A1-310/0 Halogen Desk Light Segment 7 Lot Numbers
Segment 8
Segment §
Segment 10 hd
|The maximum number of columns is 50, selected is 15 ‘ 0K Cancel

e The current columns that are displayed appear in the right-hand column.

¢ Highlight columns that you want to add in the left-hand column and click the Include button.

Note:

e Settings apply to the currently selected tab. For example, if you want to change the columns
on the Manufacturer’s ltem Number tab, choose the tab first, and then select File > Settings.

e Only the “Included Fields” are used for searching. For example, if you do not include the
Comments 1 field, the program will not scan the comments. Also note that fields like the “Price”
will affect performance because the program calculates the price for the current customer in order
to display it in the item results. If search is slow, remove columns that you don’t need.

All of the possible columns are shown below. Note that optional and calculated fields are also available
for inclusion — for example, the Item’s Color and Qty. Available for Sale.

Defaults:
a| [ ncde=> | Up
Altemate ttem Set Number D ption
Date Last Mairtained Price
Accourt Set Code =Eeuin City. Available e
Stocking Unit of Measure Gty. Available (All)
Unit Weight Al-> Status
Commedity Number Comment 1
Date Inactive <- None Structure Code
Segment 1 Categary
Segment 2 Stock tem
Segment 3 Default Picking Sequence
Segment 4 Default Price List Code
Segment 5 Sellable
Segment 6 Serial Numbers
Segment 7 Lot Mumbers
Segment &
Segment 9
Segment 10 hd
|The maximum number of columns is 50, selected is 15 0K Cancel
Additional Inclusion Options:
Comment 2 - Serialz Days to Expire - Lot iz on Cont. when Recei . Mumber of Lots to Generate » New lkem -
Comment 3 Allows Different Serial Qty Lot is on war When Sold Mumber of Lot not Generab Price
Comment 4 Serialz Optional Fields Serial Murmbers in Use First Generated Lot Item Procurement
Allowy Ibem in'web Stoe Default Serial Warranty Codi Senial Mask Shucture Last Generated Lot Item Size
Kitting Itern I Drefault Serial Contract Code Senal Mask Description 514 Prefened Yendar Type Item Wolume
Optional Fields ‘E | Serial is on Cont. “When Rec Unfomnatted S erial Mumber Default BOM Number W aranty
Default Kit Mumber . Serialis on War. When Soli__ Senal Mumnber Item's Colar W ananty Period
‘weight Unit of Measure Serial iz on War. When Feg =| Auto-gen Serial Murmber Dangerous ltem Gty. On Hand
Unfarmatted Alernate Item b Lat Mumber Mask 3 Mumber of Serials to Genera Estended Waranty Availabl Gty On Order
Alternate ltem Mumber Mext Lot Mumber Mumber of Serials not Gener— ltem Type Oty. On Sales Order
Alternate ltem Description Use Lats Days ta Expire First Generated Sernial = | Itemn Lead Time Qty. On Hand (&)
Costing Method Lats Days to Expire Last Generated Serial Manufacturer Qty. On Order
Frocess Command Use Lots Days on Quarantin Lot Mumbers in Use M anufacturer Nurnber K Qty. On Sales Order [All)
‘Weight Conversion Factar Lats Days on Quarantine Lot Mask Structure Mew ltem |E | Stocking Urit of Measure
15 Item a BOM Compaonent Allows Different Lot Oty Lot Mazk Description Frice = Qty. Committed B
Serial Murnber Mask Lats Optional Fields Unformatted Lot Mumber Item Pracurerent Oty. Committed (&) |= |
Mext Serial Number Diefault Lot % arranty Code Lot Nurnber Item Size Qty. Available for Sale =
Use Serials Days to Expire Default Lot Contract Code ™ Auto-gen Lot Mumber i Item Yolume il Qty. Available for Sale &)
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Extended Order Entry Item Finder (SmartFinder — Items)

Searching for Iltems on the Manufacturer’s ltem Numbers Tab

Note: The Manufacturer’s ltem Number tab will not appear unless you have a license for the Enterprise
version of Productivity Tools.

Search for manufacturer’s item numbers is a Productivity Tools Enterprise feature.

Eile Help

tems Manufacturers kem Number
Find tems By
Search |v | |

Manufacturer's tem Number
Manufacturer's tem Description
Search

[E Manufacturer's kem Number | Manufacturer's tem Description | [B kem Number | Description Oty Available

e The Manufacturer’s Item Number Finder appears with “Search” selected by default. This is the
most common way to look up items by manufacturer’s item numbers.

o Type a partial item description or item number in the text field, optionally select Active Items
Only, and press Enter to immediately search for manufacturer’s item numbers.

o Alternatively, select “Manufacturer’s ltem Number” or “Manufacturer’s Item Description” for
searching.
The Item Finder on the Manufacturer’s Item Number tab provides 3 search options:

e Search (most common option) — to search for words or word fragments in manufacturer’s item
text fields (the manufacturer’s item number or the manufacturer’s item description).

This search works like the Order Number and Customer Number SmartFinders.

¢ Manufacturer’s ltem Number — to select items using part of the manufacturer’s item number.

File Help

ltems Manufacturer's ftem Number
Find ltems By

[ Manufacturer's fem Number | [ Starts with [
Starts with
[ Active ems Only

You can specify that the item number starts with or contains the string that you enter.

¢ Manufacturer’s Iltem Description — to select items using part of the manufacturer’s item
description. As with the item number, you can specify that the item description starts with or
contains the string that you enter.

¢ Note that the “Search” choice automatically looks in all fields that appear as columns in the grid —
such as the manufacturer’s item number and the manufacturer’s item description fields.
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Extended Order Entry Using the Line Finder

Using the Line Finder

The Extended Order Entry Line Finder window lets you quickly find any order detail line in a large order
by item number, item description, item comments, picking sequence, location, manufacturer, or other item
fields.

Click the Line Finder button to display the Line Finder pop up window.

o Choose the order in which to display order items in the Line Finder.

You can list items by item number, location, or customer item number. The example below
displays lines by item number.

e Choose the selection criteria for displaying order items in the Line Finder.

For example, you can select items by item number, item description, item comments, picking
sequence, or location. The example below selects item lines for a range of item numbers and the
location.

e Click the Load button to display the selected lines.

¢ Double-click the line you want to view, or highlight the line and click the Select button at the
bottom of the screen.

File Help
Order By
Select Order By
|{None} V|
|{None} V|
|{None} V|
Select tems By From To
[ tem ~| [1-4000 | [r45000 [#!
| Location v| |4 |Q |4 |Q
|{None} V|
| v| | Contains ~ || | Load
Line Mumber | Completed | ltem Number Description Location Exp. Ship Date
3 No A1-400/0 Desk Note Book USA 4 2013-01-15 30000 H
4 No A1-450/0 Bulletin Board USA 4 201301-15 20000 H
£ >
Cty.On Hand  Gty. On Sales Order  Gtty. On Purchase Order Cty. Committed Gty Available
Location 4 {Fa.) 26 38 200 [4 0 26
Al Locations (Ea) 549 3[d 850 (4 0 549
Select Close
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Extended Order Entry Customer Inquiry

Customer Inquiry

The Customer Inquiry button displays the TaiRox Productivity Tools Customer Inquiry screen —a
convenient way to view all data related to the customer. Each tab focuses on an aspect of the customer’s
data.

You can also look up details for other customers while you are on this screen.

[ Onero. | 14 4 [FNEW= » » Q+ No. of Shipments Ij| Last Shipment No. | |

’Customer No.] |12\|}|} | _\ + o_ E @ |Mr. Ronald Black | Last Invaice No. | |

PTDEMO - Extended Customer Inquiry - m| x

File  Help C er Inquiry

N L] b bl Q [E M RONglack Amourts In  Customer Cumency = USD

Documents ] Receipts ] Refunds ] Adjustments ] Pending ] QE Orders l QE Invoices ] QE Sales ] IC Contract Pricing l

Profile l Address ] Ta:_u"SaIes] Credit Status | Comments ] Optional Flds. ] Ship-To ] Recur. Charges ] Adi\r'rt)y"Statsl
Short Name: BLACK Start Date 01/01/2009
Group Code RTL Retail Sales Group Last Maintained  03/01/2013
Account Set USA Accounts Receivable, Other Inactive vy

Rate Type SP On Hold

Temtory CA Account Type  Balance Forward Allow Web Store Shopping
Price List USA Customer Type  Base Allow Partial Shipments
FOB Point Allow Backorder Quartities
Inventory Location 1 Central warehouse - Seattle Prirt Statements

Ship Via

Payment Code CHECK Check

Check Language ENG Check for Duplicate POs ~ None

Delivery Method Wil

Billing Cycle BILLWK Weekly Biling Cycle

Interest Profile INTRTL Interest Profile - Retail

Tems Code DUETEL Due by Invoice Date

Retainage Temms

Retainage % 0.00000

Retention Period 0 Days

R
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Extended Order Entry  Calculating Expected Ship Date and Deliver By Date for Orders

Calculating Expected Ship Date and Deliver By Date for Orders

The Extended Order Entry program will automatically calculate the expected ship date and deliver by date
on the order header and order details of each order, based on your company’s regular business days and

any additional non-business days in your calendar — such as statutory holidays and closures for inventory
counts.

You set your company’s business days, and a table of additional non-business days, in the Productivity
Tools Options program.

[ )
Home

~ TaiRox Productivity Tools ~
Accounts Payable Tools TaiRox Productivity Tools (General Ledger Tools)
ASCoUERECSRbISCER) Licensed to: Don Thomson, TAIROX SOFTWARE INC
Administrative Services Tools Dealer: TaiRox Software, Inc
General Ledger Tools cc Don
Inventary Control Tools
Mutti-Company Tools
Order Entry Tools -
S Genersl Ledger Tools  Order Entry Tools  Purchase Order Tools  Inventory Control  Accounts Receivable  Accounts Payable
ayroll lools Tools Tools Tools
Purchase Order Tools
> US Payroll -— -— B
fsualFrocess Hows Payroll Tools  Multi-Company Tools  License Information Options Convert Contacts  Administrative
A/P Transactions " Services Tocls
Sage | For Help, press Fi [i%] Session Date: 2024-03-25 | [B 4

e Set your company’s regular business days and additional non-business days on the Business
Days tab in the Options program.

Menu  ltem Quantities Order Entry  Purchase Orders  General Ledger

Business Days
[ Sunday Monday Tuesday Wednesday
Thursday Friday [ Saturday
Non-Business Days Optional Field 'Q
The non-business days optional field is a table of upcoming dates when your business will be
closed.

Note: if you update the dates in the non-business days optional field, you must restart the
Extended Order Entry program for the new dates to be in effect.

e Set the number of days from the order date to the expected ship date and deliver by date on the
Order Entry tab in the Options program.

=2

Menu  tem Quantities  Business Days ~ Order Ertry  Purchase Orders  General Ledger

Order/Shipment Must Have a Purchase Order Number REQPONUM (4

Leave the Customer Optional Field blank f a Purchase Order Mumber is required for all customers. Select a Yes/Mo Customer
Optional Field name to contral this option by customer.

Show Totals for This Unit of Measure Q

Display a waming if a Customer Purchase Order is used on mare than one Order or Shipment A
[w] Subtract Discount from Margin and Markup Calculations
[ Ship-To Location Cannot be Blank

Do Mot Allow Ship-To Address to be Changed

[w] Order/Shipment Must Have a Ship-Te Phone Number
Display Order Ertry Detail Optional Fields Inline

Display Shipment Detail Optional Fields Inline

-t

Set Expecied Shipment Date To | 4] Business Days After Order Date
Set Deliver By Date To Business Days After Order Date

TaiRox Productivity Tools for Sage 300 12
© 2009-2025 TaiRox Software Inc. All rights reserved.



Extended Order Entry  Customer Optional Fields Displayed on the Order Entry Screen

Customer Optional Fields Displayed on the Order Entry Screen

If you use the Sage 300 Optional Fields module, you can display any optional fields from the A/R
customer record on the right side of the Extended Order Entry screen.

SAMLTD - Extended Order Entry

File  Help  O/EOrder Entry

[ OrderNo. ] |4 4 ORDDOOODOOOO0DT | b Q + NoofShpments | 0 LwSupmentho. [ ]
Order Customer Taxes Optional Fields Sales Split Rates Totals
Tempate Code Q FO Mo, [ | [petus: Posed | [rtered By ADMIN Optoral Fieid
Order Type Active - From Multiple Quoles o Job Related Project Invaicing Retainage PROSPECT No
Ship-To Location Q + b Locstion [ J R [Portof Vancouver ;:Ejm[]::mse Yes
Deliver By Exp. Ship Dete [VCale. Tax
Ship Via |CET ‘ Q ‘Cmss{ﬂumry Trucking Lines ‘ Tracking No. ‘
Fr=rr |P\ease ship ASAP ‘ R ’an e — +

This lets you view notes concerning the account during data entry, and also view order requirements — in
this example, one of the fields is “Require Purchase Order No.”

e You specify which optional fields to display on the Extended Order Entry screen in the
Productivity Tools Options program — on the Order Entry tab.

Menu  tem Quantities Business Days || Crder Ertry | Purchase Orders  General Ledger

[] Order/Shipmert Must Have a Purchase Order Number REQPONUM -.’":

Leave the Customer Optional Field blank f a Purchase Order Number is required for all customers. Select a Yes/No Customer
Optional Field name to control this option by customer.

Show Totals for This Uit of Measure Q

Display a waming if & Customer Purchase Order is used on more than one Order or Shipment A
[w] Subtract Discount from Margin and Markup Calculations

[ Ship-To Location Cannot be Blank

Do Not Allow Ship-To Address to be Changed

[w] Order/Shipment Must Have a Ship-To Phane Number

isplay Order Entry Detail Optional Fields Inline

Display Shipment Detail Optional Fields Inline v

Set Expected Shipment Date To | _ 4| Business Days After Order Date
Set Deliver By Date To Business Days After Order Date

Default Quantity Committed Based on a Customer Optional Field ICOMMITQTY Q

Order/ghipmem Customer Optional Fields To Display

~ Include -> Requires PO Number Up
Accounts Receivable Contact T Default QT Committed to QTY Ords
Discount Grace Period e Customer Credit Waming

Due Date Grace Period = Maximum Order Amount

Lease Date

Lease Expiry Date Al >

Lease Period

Minimum Crder Amourt <- None

Note

Prefemed Customer v

Down

Require Purchase Order Number on Orders

Extended Order Entry includes an option to require users to include purchase order numbers on orders
for all or for selected customers. You select this option in the Productivity Tools Options program.

SAMLTD - Extended Order Entry

File Help  OJE Order Entry

Ordero._| 4 4 [ORD00000000000! Qo+ Moo Shoments | 0 lwSupmentto. [ ]

Ordgr Customer Taxes Optional Fields Sales Spit  Rates Totals

Templaie Code  |PCTIVE Q PO Mo | | | [Fiered By: ADMIN | opora Fiela Vaue
Order Da 0171572019 On Hold Accounts Receivab... Finance

S ECT Eon ol | Note Alow grester volume discourt
Order Type Active - From Multiple Quoles 5 Job Relsted Proiect Invoicing Retainage PROSPECT Ne

TaiRox Productivity Tools for Sage 300 13
© 2009-2025 TaiRox Software Inc. All rights reserved.




Extended Order Entry Require Purchase Order Number on Orders

If you use the option to force PO numbers on orders, but post an order that’s missing the PO number, the
following message appears.

Ermor
Description: Purchase Order Number cannot be blank.
Source: 13:25:14 -
it
Notes:

e The program lets you require PO numbers for all customer orders, or only for customers with a
“Yes” value for a specific optional field. For example, the Order Entry screen pictured above
shows an optional field called “Requires Purchase Order No” where the value for the field
determines if the PO number is required.

e If a customer record does not include a value for the Yes/No optional field, the program will not
require a purchase order number when you create an order.

Setting Up the Option to Require PO Numbers on Orders

In the following example, the program uses the Yes/No value in Optional Field “REQPONUM” (with a
description “Requires PO Number on Orders and Shipments”) to determine whether customers require a
PO number.

¢ You choose the option and the optional field in the Productivity Tools Options program — available
in the TaiRox Productivity Tools folder on the Sage 300 Desktop:

Menu  ftem Quantities  Business Days Purchase Orders  General Ledger

[ Order/Shipment Must Have a Purchase Order Mumber REQPONUM '-'._‘('

Leave the Customer Optional Field blank if a Purchase Order Mumber is required for all customers. Select a Yes/MNo Customer
Optional Field name to control this option by customer.

(The General Ledger tab appears only if you have a license for TaiRox Productivity Tools Enterprise Edition.)

e If you use the option to force PO numbers on orders — and the customer record includes the
control field with a “Yes” value — the following message appears when you try to post an order
that’s missing the PO number.

OderNo. | |4 4 P M Q+ No. of Shipments D| Last Shipment Mo |:|
e e T T T —
Onder Customer Taxes Optional Fields Sales Spit  Rates Totals * Required
Template Code  [ACTIVE Q PO No (Status Entered By: Optional Field
G 0210612 o Requires PO Number on Order
orDae Dlon e s
Order Type [ From Mutiple Quot ~ Ergr Retainage Frefened Customer Yes
— Note Alow greater val,
Ship-To Location l:l C 1+ B Location E Description: Purchase Order Number cannot be blank Discourt Grace Period
e 21 - Due Date Gr Period 10
Deliver By Exp. Ship Date @ s Tz LE;E D:leféce erio
Ship Via [T | [Eross-Country Trucki Lease Expiy Date
Lease Period "
Description | < - >
Q_ftem No./ Misc. Charge

e In this example, the “Requires PO Number . . .” field also appears at the top of the Optional Field
list on the Order Entry scfreen.

Note that the field appears on the Order Entry screen if:

o It has been added to the Customer record in A/R.
o It was added to the set of optional fields that are displayed in Order Entry (using the
Productivity Tools Options program).

TaiRox Productivity Tools for Sage 300 14
© 2009-2025 TaiRox Software Inc. All rights reserved.



Extended Order Entry Display and Edit Optional Fields Inline in the Order Detail Grid

Display and Edit Optional Fields Inline in the Order Detail Grid

If you have the Enterprise version of TaiRox Productivity Tools, you can display and edit optional fields for
order details inline in the Extended Order Entry detail grid.

Markup Percert Margin Amourtt | Most Recert: Unit C... | Discounted Unit... | [i] Optional Ficids

2372184 51432000 013 0026045
-321.3171 -76.26491 055 0716233
100.00000 18.41 0.

0.00000 000000
0000000l _ooooo [ __zassl _oowooool ]

Sage 300 Optional Fields Entry

You choose the option to display optional fields inline in the Productivity Tools Options program —
available in the TaiRox Productivity Tools folder on the Sage 300 Desktop.

Adding Detail Optional Fields to the Order Entry Details Grid

e Select the Productivity Tools Options program. Note that you must be using TaiRox Productivity
Tools’ Enterprise Edition to add optional field columns to the grid.

e Choose the Order Entry tab and then select the extended transaction entry programs where you
want to display optional fields. You can add optional fields to the detail grids in Extended Order
Entry, Extended Shipment Entry, Extended Invoice Entry, and Extended Credit/Debit Note Entry.

Menu  kem Quartities Business Days] Order Ertry || Purchase Orders  General Ledger

Order/Shipment Must Have a Purchase Order Mumber REQPONUM Q

Leave the Customer Optional Field blank if a Purchase Order Number is required for all customers. Select a Yes/No Customer
Optional Field name to control this option by customer.

Show Tetals for This Unit of Measure -‘

Ship-To Location Cannet be Blank ~

Display Order Entry Detail Optional Fields Inline . .
Display Shipment Detail Optional Fields Inline Th eseo pt] onsa p p ear If VOU h ave

Display Invoice Detail Optional Fields Inline ¥H H o1
Display Credit/Debit Note Optional Fields Inline PrOd UCtIVItY TOOIS Ente rprlse Ed lt]on w

Set Up Other Restrictions and Preferences in TaiRox Options

Extended Order Entry also includes other settings that you can select on the TaiRox Productivity Tools
Options screen:

o Warn if a PO is duplicated on an order or shipment.

e Show unit of measure totals on the Extended Order Entry and Extended Shipment Entry screens.
¢ Include the discount percent set for each order line and for the order as a whole.

e Prevent orders from being posted if the Ship-To Location is blank.

e Prevent users from entering or changing ship-to addresses.

e Require a ship-to phone number on orders and shipments.

e Default the quantity committed on orders to the quantity ordered for select customers.

Setting Up Additional Order Entry Options in Productivity Tools Options
e Select the Productivity Tools Options program.

e Choose the Order Entry tab and then select the options you want — such as displaying a warning
for dulicate PO numbers.
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Extended Order Entry Margin and Recent Cost Columns

Order Entry || Purchase Orders  General Ledger

Order/Shipment Must Have a Purchase Order Number REQPONUM Q

Leave the Customer Optional Field blank f a Purchase Order Number is required for all customers. Select a Yes/No Customer
Optional Field name to control this option by customer.

Show Totals for This Unit of Measure ea Q

Display a waming if a Customer Purchase Order is used on more than one Order or Shipment ~
Subtract Discount from Margin and Markup Calculations

Ship-To Location Cannot be Blank

Do Mot Allow Ship-To Address to be Changed

[w] Order/Shipment Must Have a Ship-To Phone Number

Display Order Entry Detail Optional Fields Inline

Display Shipment Detail Optional Fields Inline | E nte rp ri se 0 ptiO ns v
Set Expected Shipment Date To EI Business Days After Order Date
Set Deliver By Date To Business Days After Order Date
Default Quantity Committed Bassd on a Customer Optional Field fommmary ] Q

See the Productivity Tools Options User Guide for more information on each of these options.

Margin and Recent Cost Columns

Knowing item and order margins is important when margins are constrained contractually or when the
most recent cost may be used rather than a price list. Extended Order Entry saves you time by displaying
margin and cost data on the Extended Order Entry screen.

Extended Order Entry's line detail grid includes 4 additional columns for margins and costs. These 4
columns are also displayed when using the Order from History function on the Orders tab in the detail line
grid.

Margin Percent
Markup Percent
Margin Amount
Most Recent Unit Cost (based on P/O receipts).

You can also include line discounts in margin and markup calculations by selecting the option to “Subtract
Discount from Margin and Markup Calculations” in the Productivity Tools Options program.

Note: Users must have Order Entry Item Cost Inquiry rights in order to see the margin columns.

To view Order Margin information for the whole order and for individual lines:

e Click the Order Margin button (below the item quantities) at any time to see the margin on the
order as a whole.

Update... Ship... tem Finder... Line Finder...

Conpieted Mo, bem to. | Cus Q NSk CF. Act. | Morgn Percent
0 6441587 18102411 364 21 437064 5939
‘
| File Help
< Maron Percent a5 Y
— ,
Makup Percsnt 8102
Margn Aourt 57959 9
Qty. an Hand Qty. an Saies Order Qty. on Purchase Order Gty Commited Gty Awallable:
Locaton 1(Ea) 7 15 (4 x5 0 w7
Al Locations (Ea) 57 u 1% ] 67
tom/Tan.. | Comporerts o 4 pide. o S hem Fnder Lie Frver ' Onder Subiotal 8385 [USD

Users with an Enterprise license for TaiRox Productivity Tools will also see a Discounted Unit Price,
which is calculated by dividing the Discounted Ext. Amount by the Quantity Ordered.

Margin Percent Markup Percent Margin Amount Most Recent Unit Cost Discounted Unit Price

64.41587 181.02411 i : B4 59.99
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Extended Order Entry Edit Kit Details Using the Components Button

Edit Kit Details Using the Components Button

Some businesses have kits where components or prices change with almost every order, and it is
impractical to have each variation be a different kit number.

Edit Kit Details provides a way to edit kit details — right inside an order — without creating new kit
numbers.

You can add or delete kit components and change the component item quantities.
You can edit detail line optional fields.

And you can change component unit prices, calculate a new kit price, and enter the new kit price
into the order detail line.

To change kit component details and pricing:

Click the Components button on the Extended Order Entry screen.

Ot | 14 4 [TREN— MG e o Sosen T L Sipmart

G [0 HE BB R Lot b P ]
Dyt Tagen ot Pl | Sl 500 i T ~ Feced

[Camin St | [ (] (it (i ] o s W [

[P Faory | [ Frepamert | e from sy Qo |

Click Yes when the confirmation message appears to add or delete kit components or change
component quantities, pricing, or optional fields.

Click No to change weights, lots or serial numbers. The program will display the Sage 300
Components form.

Do you want to change the components and component
pricing for the kit? Choose Yes to change items, quantities,
and prices, Choose Mo to change weights, lots and serial
numbers,

Yes o Cancel

=

Important Note #1: The Components button provides access to two different forms.

o Click the Yes button to display the TaiRox components form to change quantities and pricing
and to add or delete component items.

o Click the No button to display the Sage 300 components form to change weights, lots, or
serial numbers.

If the kit item has been shipped, the Sage 300 form will be displayed.
Use the Kit Unit Price field at the top of the form to change the unit price of the kit.
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Extended Order Entry

Edit Kit Details Using the Components Button

The Kit Unit Price will be automatically updated if you:

o Add or delete kit components.
o Change the kitting quantity for any component.
o Change the component unit price or the extended component price.
o Edit optional fields information for the kit in the top grid.
e |n the bottom grid, you can:
o Change the number of component items in the kit — the Kitting Quantity.
o Change the unit price of each kit component — the Component Unit Price.
o Override the calculated total price for this component (override the kitting quantity x
component unit price) — the Extended Component Price.
Changes made in the bottom grid will update the Kit Unit Price at the top of the form.
File Help
tem Number  [HOFFICE SPLKIT | [office Suppiies Kt Delue |
I Kit Unit Price G475’["‘:“:"ﬂ| I Pricing UOM
Q, Optional Field Optional Field Description Value Description 2
BACKORDER Backorder Yes Yes Yes
COLOR ltem’s Color Yes
DANGEROUS Dangerous ltem Yes No
EXTWARRANTY Extended Wamanty Available  Yes No
FRGHTMETHOD Freight Method Yes Air Air
MANFACTURER Manufacturer Yes
PACKER Packer Yes v
Q, Component Description Kitting Quantity Gty Ordered  Component Unit Pice  Extended Component Price
1 Highlighter
2 A1-655/0 Pen 1
3 A1-656/0 Pencil 1 0.16
4 A1-751/B Stapler - Kings-5000 S. 1 3543
5 A1-752/B Letter Tray - Kings-50. 1 1295
6 A1-T77/B Memo Holder - Kings- 1 1437
Qty.OnHand ~ Qty. On Sales Order Gy, On Purchase Order Cty. Committed Qty. Available
Location 4 (Ea.) 500 04 500 (4 0 500
All Locations (Ea.) 2509 (& 2,000 (3 0 2509
Save Close
Note that the price columns in the grid above have been moved from the end of the grid to a position
beside the Qty. Ordered field.
e The Kit Unit Price for the kit is automatically recalculated as you change components, and the
resulting calculation may represent a new unit price for the kit as a whole.
If necessary, you can change the Kit Unit Price after editing item components.
e Click Save, and then click the close button to update the component quantities and update the

unit price for the kit.

If you DO NOT click the Save button first, one of the following messages can appear:

up this kit?

Yes

1=
=

Do you want to save changes to the components that make

Cancel

TaiRox Productivity Tools for Sage 300
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Extended Order Entry Edit Kit Details Using the Components Button

This message appears if you changed kitting component items or component item quantities —
even if you also change prices.

o Click Yes to update the order with the new component changes.

The new Kit Unit Price is not equal to the unit price of kit
#0FFICE SPL KIT an the arder detail line. Do you want to
update the unit price of the kit to the new Kit Unit Price?

This message appears if you changed pricing only, and the Kit Unit Price displayed at the top of
the screen does not match the kit price on the order detail line.

o Click Yes to update the order with the new kit unit price changes.

Important Note #2: You cannot change quantities or pricing for posted order lines.
The ability to change kit details operates within restrictions imposed by Sage 300 objects.

Once an order is posted, the TaiRox component form cannot be used to change quantities on an
existing kit line.

However, you can delete a line after posting and add a new kit line — then change quantities on
the new line.

If you try to change quantities or prices on a posted kit line, the following message will be

displayed.
Emor
Description: Incomrect procedure. Existing kit detail lines on existing orders
must be deleted, and rednserted if you want to modffy the kit components.
Source: 13:45:50 -
b

Important Note #3: Pricing data on the Kitting Components form is NOT saved.

The Kit Unit Price, Component Unit Prices, and Extended Component Prices are not saved when
you close the Kitting Components form. They are used ONLY during the session to help you
calculate a new Kit Unit Price and update the order detail line.

Each time you open the Kitting Components form, the program will read and display the unit
prices from the I/C ltem Records and calculate a Kit Unit Price at the top of the form based on the
calculated Extended Component Prices.

If you previously changed the Kit Unit price, and you reopened Kitting Components form,
you will see the following message — even if you made NO price changes.

The new Kit Unit Price is not equal to the unit price of kit
#(0FFICE SPL KIT on the order detail line. Do you want to
update the unit price of the kit to the new Kit Unit Price?

Do NOT click the Yes button unless you want to revert to reset the Kit Unit Price.
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Extended Order Entry Using the Enhanced BOM Components Popup

Using the Enhanced BOM Components Popup

Click the Components button at the bottom of the screen to see the list of components in a bill of material
and to check component availability if you need to build more BOM items.

The BOM Components screen displays all components in a BOM and displays the quantities of each
components ordered and shipped for this order, as well as the quantities on hand and available for each
component at the current location in case you need to build more BOMs.

It also displays (at the bottom of the screen) item quantities on hand, on sales order, on purchase order,
committed, and available for the current location and all locations for the item you select in the grid.

To view BOM Components and Quantities:

¢ Highlight the order line for the BOM and click the Components button to see BOM components
and component quantities.

[ tems Tax... [ Components... ] [ Ship All ” Update... ] l Ship... ] [ tem Finder... ] [ Order Margin... ] [ Line Finder... ]
& SAMLTD - BOM Components =R X
File Help
Component [tem Mumber Unit of Measure Oty Ordered | Oty. Shipped | Oty OnHand
F3(HUNTS-2500)T Kings 5000 Series Desk... Ea. 1 (1] 0 o3
A1-310/0 Halogen Desk Light Ea 1 0 128 128 L
A1-655/0 Pen Ea 1 0 998 938 3
A1-656/0 Pencil Ea 1 0 438 438
A1-751/B Stapler - Kings-5000 Ser. Ea 1 0 98 98
A1-752/B Letter Tray - Kings-5000... Pkg 1 0 2 2
A1-753/B Paper Clip Dispenser- K. Ea 1 0 59 59
A1-754/B Tape Dispenser - Kings- Ea il 0 50 50
A1-760/0 Paper Clips Box 10 L] 30 3
A1-TTI/B Memo Holder - Kings-50. Ea il 0 17 17
A1-779/B Calendar Holder - Kings-... Ea 1 1] -1 Bl
A1-780/B Glass Desk Shelf - King Ea il 1] 39 k]
‘ i v
Oty.OnHand  Qty. On Sales Order  Qity. On Purchase Order Qty. Committed Qty. Available
Location ] o[H 1] ] 0
Al Locations 0 o [H 0 [} [}
Details..

e The Qty Ordered column shows the number of component items are included in this order.

e The Qty On Hand shows the number of component items in inventory (not including items that
have already been assembled in BOMs).

¢ Items in yellow have insufficient quantities on hand to build new assemblies if you need them.

¢ In this case, the top item in the BOM Components list above is a subassembly BOM. Click the
Details button or double-click the line in the grid to display the subassembly components.

e You can also see that the top line has zero quantities on hand — again, this is not including
subassembilies that have already been assembled in BOMs.

The quantities for all locations are displayed at the bottom of the screen — in this case, also for

the subassembly in the top line. You can select other lines in the grid to view quantities at all
locations.
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Extended Order Entry Quick Forms Printing (O/E Forms Button)

Quick Forms Printing (O/E Forms Button)

The O/E Forms button lets you quickly print a number of order and shipment-related forms without posting
an order or navigating to another window. See the next section — Print Picking Slips Fast — for an even
faster way to print picking slips directly.

Orderflo. | 4 ¢ [STEEHIANINEY M Q o+ No. of Shpmens Last Shpment No

Order Customer Tames Optional Fielde Sales Splt Rates Totals

T Q PO No [2023-00004831 ‘ ‘Stalu! Posted | ‘Emm By: ADMIN

Order Date 20230714 On Hold Customer Credit Waming No
r Late [J0n Ho ‘ ‘ Require PO Number on Orders and Shipments Yes Yes
Order Type From Mutiple Quotes ) Job Related Project Invoicing Retanage Prefemed Shipping Method FEDEX for Expedied or unde:

UPS Zone WHI White Zone

ShipTo Location  [WAREHS | ) 4 1 Location [ ] [Ferirl warchouse -Seatte ]| ter
. Nete
Deliver By Ep. Ship Date |202307-14 [ Cale. Tax

Ship Via |CCT ‘ Q ‘Cms{:aumlv Trucking Lines | Tt ‘ |

Alow greater volume discount

<

er - | Reference [ |

Descrption [Pugust 20230

Q tem No./ Misc. Charge Q Ki/BOM | Descrption a Delver By Exp. Ship Date Qty. Ordered | Q Order UOM | Q Order Weight UOM
1 tem HOFFICE KIT 1 Ofice Fumiure .. USA 1 20230405 20230405 0 Ea bs. Guartity Ea
2 fem R2(MAGE1500G image 1500 Seri..  USA 1 20230408 20230405 0 E b Quartty £
3 tem 180070 Wastsbasket  USA 1 2030405 20230405 1 E bs Cuartity Ea
4 tem 145010 BuleinBoad  USA 1 20230405 20230405 0 E ks Guartity Ea
5 tem C1250R Kugg 250 Am .. USA 1 20030405 20230405 1Ea bs Quartty Ea
6 tem C2230G 2300 Seres Pos... USA 1 20230205 20230405 0 En ks Guartity Ea
7 tem D1608/B Double Pedesta.. USA 1 20230408 20230408 0 Ea ks Quartty Ea,
3 tem HOFFICE SPLKIT 2 Offce Suppies .. USA 1 20230405 20230405 1 Ea bs Guartity Ea v
< >
Qy.onHand  Qy.on Sales Order Q. on Purchase Order Q. Commited Q. Avalable
Location 1 0 0 0 0 0
Al Locations 0 0 0 0 0
Hem/Tax. Comgonents. Ship Al Set Ship Date Set Location Update Ship tem Finder. Line Finder Order Margin. Order Subtotal
Post Create PO Delete History Prepaymen Backorders Prepayments Create Purchass Order. Orderfrom History. O/ Foms Close
e tom Number Descipton Stocking Lt a . | Q. o Giy. Avaiable | Gy, Commited | Gty. Avaiable fo. ay. o

To print OE forms
e Click the O/E Forms button.

The following form appears. Click the buttons on the right to use the Sage 300 printing functions
and the Productivity Tools Email Packing Slip function.

File Help

Order Number ‘OHDDDDDDDDDDD% | . Print Order Corfirmation...

Order Number | 8] Frint Quote..

Shipment Nurber ~ [SH0D000000000000000085 |Q Print Picking Sip..

Invoice Number "NDDDDDDDDDDDB? | 2 Frint Invoice

Shipment Mumber ‘SHDDDDDDDDDDDDDDDDM% | 1 Email Packing Slip..
Close

For quotes, the form will be pre-populated as follows:

File Help

Order Number | | . Frirtt Order Confirmation

Order Number |OTDDDDDDDDDDDZ5 | 2 Print Quote...

Shipment Number | | Q Frint Picking Slip...

Invoice Number | | . Print Invoice...

Shipment Number | | ‘{ Email Packing Slip...
Close

¢ You must select a shipment number for the Print Picking Slip and Email Packing Slip functions.

By default, the Last Shipment Number (displayed at the top of the Extended Order Entry screen)
will be used unless you change it.
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Extended Order Entry

SAMLTD -

Order Entry

File Help C

Oderto. | |4 4 [DRD00O000000035 » I Q +

No. of Sripments ILanShwpmem No. ~[SHOD0DD00DUDD00000D085 |

Selecting the Email Packing Slip choice

Quick Forms Printing (O/E Forms Button)

Productivity Tools lets you email customers packing slips for each shipment. When you click the

Email Packing Slip button, the following form appears:

SAMLTD - Email Packing Slips

File  Help
Use Slip |OEPACKSHIPMENT1 RPT | Browse
Sort By | Line Number V|
From Shipment Mumber |5HDDDDDDDDDDDDDDDDDD35 ‘
To Shipment Number |5HMDDDDDDDDM35 ‘
Message ID |PACK‘NG | Qe
[] Print Serial/Lot Numbers
[] Print Kit Component tems
] Print Bills Of Material Component kems
Email To Email Address Entered il
=
| Togress |
|
Send Close

o Select the Crystal report form for packing slips.

Confirm the shipment number. By default, this is the Last Shipment Number for the order

(displayed at the top of the screen).
o Select the Message for the Packing Slip. You can edit messages using the O/E E-mail

Messages program, or click the Zoom button beside the Message ID field to load the form.
o Select what you want to appear on the packing slip: serial/lot numbers, kit component items,

or BOM component items.

o Specify an email recipient or select the customer or ship-to email addresses for sending
packing slips. The customer and ship-to email addresses come from the A/R customer

account.

If you choose “Email Address Entered”, enter the recipient’'s email address.
You can separate multiple email addresses with a semi-colon, comma, or blank space.

For more information on emailing packing slips, see the Email Packing Slips User Guide.

TaiRox Productivity Tools for Sage 300
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Extended Order Entry

Print Picking Slips Fast

Extended Order Entry lets you streamline the printing of picking slips when you need to print large

numbers of them as quickly as possible.

Use the Settings choice on the Extended Order Entry File menu to select picking slip default settings, so

you don’t need to answer the setup questions in a pop-up dialog box:

PTDEMO - Extended Order Entry
File O/E Order Entry

Help

Customize... |4 4 [ORDO0000000N

Settings...

mxes  Optional Fields  Sa

ACTIVE Q

Cloze

Template Code

%2 PTDEMO - Extended Order Entry Settings ==
|71 Pos: Order and Print Picking Siip Directiy |
Picking Slips
Print Destination Desktop Default -
Use Slip |OEPICKSHIPMENT1 RPT |[ Browse ]
Sort By Picking Sequence -
[] Printt Serial/Lot Numbers
[ Require Shipping Labels
[] Printt Kit Component tems
[™] Print Bills Of Material Compaonent kems
Disolav tem Quantites Digplay on Entry Screen -

e Select the first checkbox at the top of the form to change picking slip printing behavior.

o Choose the Print Destination for picking slips. These settings bypass the setup and print picking

sequence dialogs.

o Choose the Preview setting to do a final preview before printing

Print Destination Desktop Default

Desktop Default
Printer
ot iy Preview

e Slg

-
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Quick PJC Entry

To speed up data entry, Extended Order Entry will default inserted lines to the previous entry's selections
for Contract, Project and Category when multiple lines use the same selections.

The following form shows how the order form appears immediately after pressing the Insert key to create
the second line (with default values for the Contract, Project, Category and Cost Class fields):

PTDEMO - Extended Order Entry

/E Order Entry

[orerto ] 14 « [FNew= > M Q4+ Nedsemess [0 asgmenno [ ]
[Custumer No ] |12DD ‘Q + 0_ s @ |Mr Renald Black ‘ Last Invoice No. I:I

Order Customer Taxes Optional Fields Sales Spit Rates Totals * Required
Template Code  ACTIVE Q FO No. [ | [patus | [Eoter=d By |
Order Date 01/10/2020 [F10n Hold | Accounts Receivab... Finance
Note: Alow greate
Crder Type Active - [] From Wultiple Guotes bl Job Related Project Invoicing [*] Retainage Requires Purchase ... Yes
Frodi lamr I:| Q + p Locaion [ | [Eertral warshouse - Seaill |
Deliver By 01/10/2020 Exp. Ship Date |01/10/2020 [ Cale. Tax
Ship Via ‘CCT | Q |Cmss-C-uurrtry Trucking Lines | Tracking No. ‘ |
Description ‘ | Reference ‘ | < m D
Q, Contract Q, Project Q, Category Cost Class Q tem No. Q, Misc. Charge
ltem 120-1200:10 1006 PRCHCABINET Material F1-470/T Filing Cabinet - 4...
N T PRCHCABINET [ MWateid | | | |
(
4 m | 3
Qty. on Hand Qty. on Sales Order Gty. on Purchase Order Qty. Committed Qty. Availzable
Location ] 0 0 0 ]
Al Locations 0 0 0 0 0
Components... [ Ship Al ] [ Update ] [ Ship... ] [ ftem Finder. ] [ Order Margin Order Subtotal ‘ D-DD| |USD |

Pogt Create PO Delete Create Purchase Order. Order from Histary. O/E Forms.

Database ID Location Description ltem Mumber Description Stocking Unit Gty.On Hand | Gty.On Purcha Gty. On Sales 0.
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View Order Prepayments

Although the Order Entry screen lets you add a prepayment to an order, Sage 300 doesn’t provide a way
to view the prepayments that have been entered for orders.

The TaiRox Prepayments button on the right side of the Extended Order Entry screen lets you view all
prepayments entered for an order using the Order Entry screen or using the Accounts Receivable Receipt
Entry screen.

To view order prepayments:

e Click the Prepayments button at the bottom of the screen.
tem/Tax. Components Ship Al Set Ship Date Set Locatjon Update Ship ltem Finder. Order Margin. Line Finder. Order Subtotal
Pogt Create PO Delete History. Prepaymert... Backorders... Create Purchase Order.. Order from History. O/E Fomns Close
SAMINC 4 F Fan. bﬂ dar Ea. 87 200 : 0 : 87 0 : 87 574 833
e The program displays a pop-up form that lists all prepayments for the order — 1 in the following
example:
Prepayments
Customer Number [1200 | [MrRonald Black |
Order Number [DRD00000000005 |
Load
Apply To | [B Document Mumber | Payment Date | Posting Date | Customer Cumency Code | Payer Payment in Customer Curency | Amourt Remaining | [H Batch Number | [B Entry Number
Order No. | ORDO0000D0000ES 2022-12-06 2022-12-06 Mr. Ronald Black 3.850.45 3.890.45 | 66 2
< >
Total 3,890.45]
Amount Remaining 3,890 45|
Close
In this example, the prepayment is for one half of the order amount.
e Click the Batch Number or Batch Entry column heading to drill down to the receipt entry in
Accounts Receivable.
Note that you cannot drill down to the order from this screen because the order is already open.
Batch Number 4 4 [ |"'EP‘W"79"1s |
Baich Date 20200830 Hotar Ennes T e
Bank CCB i Default Curency CAD . Deposit Number . Deposit Date
Entry Number 4 4 b b Q H | | Entered By
Transaction Type Receipt Date Posting Date ‘2022'12‘06 ‘ |2{|22 -12 ‘
B |1zou | B |Mr. Ronald Black Cumency UsD
Reference | ‘ Account Set UsA
Document Number [PPODDD0000000000000019 |® Job Related
Receipt Amount | 5‘DDD.DD| |C-'\D | i Customer Amount | 3-39045‘ |U5D ‘ Optional Fields 0_
Apply By [Ordier Number | Apply To [pRD000000000085 |
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Create Purchase Orders

TaiRox Create Purchase Order provides a flexible and robust way to create POs from orders or quotes.

Where Sage 300 lets you blindly create purchase orders from orders, TaiRox extends this functionality by
letting you preview the inventory items on-screen and edit item quantities, vendors and other data before
you create the PO.

Create Purchase Order:

Lets you create new POs or add lines to existing POs.

Lets you add PO description and reference information for the PO.

Lets you add Order Comments and Instructions to PO Comments and Instructions.

Provides default settings to control reference/description field defaults: Blank, Order Number, etc.
Provides settings to control the default selection (yes/no) for stock and non-stock items.

Creates POs for component items of Kits and BOMs — displaying item quantities for BOMs within
BOMs.

Enables optional field merging for the PO, for PO lines, and for Kit/BOM items.
Displays status messages when there is no vendor for an item.

Creates multiple or combined purchase orders.

Provides convenient drill-down to purchase orders after creation.

Lets you cherry-pick POs for creation.

Lets you print new POs after they are created.

Creating Purchase Orders

Click

the Create Purchase Order button at the bottom of the Extended Order Entry screen.

Note: The button is greyed out unless the OE order or quote is Posted, Active, and not On Hold.

OrderNo. | |4 4 [ORD00000000CES! > M Qo+ No. of Shipments Dl Last Shipmert No l:l

Ouder Cystomer Taxes Optional Fieks  Sales Splt Hates  Totals
Tempiate Code  |[ACTIVE. Q PO No. [78Tess6 ‘ |5|ams. Posted ‘ ‘Emwed By: ADMIN ‘ Optional Feeld
Order Date 20221206 On Hold Customer Credt Warming No
eree mEL | Reqire PO Number on Orders and Shipments ~ Yes Yes
Order Type From Mte Quotes o) Job Related Project Invoicing Retainage Prefened Stipping Method FEDEX for Expedted or unde
— N UPS Zone WHI White Zone
SwpTolocain | |1 + b Lecaton |l | [eewerhone-Seatie |
" - Nete Alow greater velume discount
Deliver By, 20221206 Exp. Ship Date [2022:12:06 [A1Cale. Tax e
Ship Via ‘CCT | Q ‘Cwss{wumw Trucking Lines | Tracking No. ‘ ‘
Description ‘Dmpthpped tems fo Black - December 2022 | e ‘ ‘ 3 -
Q, em No./ Misc. Charge Q Ki/BOM | Description Deiver By Qty. Ordered | @, Order UOM | Q) Orclr Weight UOM Prcing UOM
tem ALT51/B Stzpler- ings 5...  USA 1 20221206 20221206 120 Ea bs. Quarty Ea
ftem 512008 Fat Screen 56 .. USA 1 20221206 20221206 20 Es bs Quartry Ea
ttem #OFFICE SPLKIT 2 Offce Supples .. USA 1 20221206 20221206 10 Es bs Querity Ea
ftem 513007 Curved Screen .. USA 1 20221206 2022-12.06 15 Ea bs Quarty Ea
ftem 512007 Fat Screen 56 USA 1 20221206 20221206 5 Es bs Quenity Ea
v
< >
Gy.onHand Gy, on Sales Order Gty. on Purchase Order Q. Commited Gy. Avallable
Location 1 (Ea.) o 130 8 120 [3 0 0
Al Locafions (Ea ) k! 1308 120 [2 0 3
e/ Tar. Components Shio Al Set Ship Date Set Location Update Ship ttem Finder Line Finder. Order Mergin. rder Subtotal 1040225
Fost Create PO Delete History, Prepayment Backorders Prepayments. Order from History. O/E Foms. Close
Detebase ID Deaciption Descrtion Stocking Uit 0
SAMINC 1 Central warehou A1-751/B Stapler - Kings-5. Ea. 0 0 0 0 0 0 3 0
SAMING 2 Potland Office  A1-751/8 Stapler -Kings 5. Ea 3 0 [} 3 [ 3 3 0 v
< >
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Creating Purchase Orders

A new window appears to show you the purchase orders that will be created from the items on the order
or quote, and let you change how you want to create the POs. If one of the items on the order is a Kit or

BOM, the individual component items will appear on the Create Purchase Orders form, as below:

File Help
Create Purchase Orders

‘ Using a Specfic Vendor ~ ‘ Vendor Number |12W ‘Q |C‘1‘0Hde Systems

Purchase Order Number " NEW " +

Purchase Order Desaription [

Furchase Order Reference |

] Drop-Ship kems

[ Transfer Order Header Comment to Purchase Crder Header Comment
[ Transfer Order Line Comments to Purchase Order Line Comments

[ Transfer Order Line Instructions to Purchase Order Line Instructions
[] Merge Order Optional Fields to Purchase Orders

[ Merge Order Line Optional Fields to Purchase Order Lines

[ For Kit/BOM kems Merge Compaonent kem Optional Fields to Purchase Order Lines

[]Set Purchase Order Anival Date to Order Deliver By Date

Create PO | [B PO Number Kit/BOM Component | tem Number | tem Description Location | Quantity | Q, UOM

No POO00000045 1 A1-751/B Stapler - Kings-5000 Seri 1 120 Ea

Na PO000D00045 2 51-200/B Fat Screen 56 Hx 5W 1 20 Ea.

No . 3 Yes A1-650/0 Highlighter 1 10 Ea.

No Kit/BOM BONTPITETS 3 Yes AT-655/0 Pen 1 10 Ea

no from order 3 Yes A1€56/0  Pencl 1 10 Ea.

No POO00000045 3 Yes A1-751/B Stapler - Kings-5000 Seri 1 10 Ea

No 3 Yes A1-T52/B Letter Tray - Kings-5000 ... 1 10 Pkg.

No 3 Yes A1TTI/B Memo Holder - Kings-50. 1 10 Ea

Na PO000D00045 4 51-300/Y Curved Screen SHx 6W 1 15 Ea.

Na 5 51-2000Y Fat Screen 56 Hx 5W 1 5 Ea. 5

< >
Create Purchase Orders Select Al Select None Close

Use the scroll bar at the bottom of the screen to display more information fields, including item quantities

at the current location and at all locations.

Sage 300 lets you create nested BOMs where one or more of the items in a bill of materials is also a

BOM. The following example shows how Create Purchase Orders displays items for nested BOMs.

] Merge Order Optional Fields to Purchase Orders

] Merge Order Line Optional Filds to Purchase Order Lines

[ For Kit/BOM ftems Merge Compenent ltem Optional Fields to Purchase Order Lines

e Line 2 of the order is for 10 units of item A2(IMAGE-1500)G — which is a BOM that inludes nested

BOM F3(HUNTS-2500)T.

o The window with the green border shows all components of A2(IMAGE-1500)G.

e The nested BOM items are listed after all other BOM items — and show properly adjusted

quantities.

For example, the order included 10 units of BOM A2(IMAGE-1500)G — and the nested BOM
F3(HUNTS-2500)T includes 10 Pkgs of hanging file folders, for an PO quanity of 100 pkgs.

TaiRox Productivity Tools for Sage 300
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WA » Q [ Set Purchase Order Arival Date to Order Deliver By Date
Bils of Material +
[9 PO Number | Line No_ | Kt/BOM Component | tem Number tem Descrption Location | Quantty | @ UOM | UntCost | Q vefd
e M('M“i;;mf&m” No 1 A1103/0 Fluorescent Desk Lamp. 1 15 Ea 1200
A150040 No 2 Yes AT103/0 Fluorescent Desk Lamp 1 10 Ea. 1200
21001 No 2 Yes A1655/0 Pen 1 10 Ea 1350
F2101L No 2 Yes AT656/0 Penci 1 10 Ea. 1400
F2-102/0 \ No 2 Yes ALT0G ‘Stapler - Image-1500 Series 1 10 Ea 1450
F2103/0 N o 2 Yes A1755/G Letter Tray - Image-1500 Series 1 10 Pha. 1500
F2120L 2 Yes AT Penci Cup 1 10 Ea 1540
A1103/0 No 2 Yes A1T57/G Paper Clip Dispenser - Image-1500 Series 1 10 Ea. 1580
A1655/0 No 2 Yes ALTEG Tape Dispenser - Image-1500 Series 1 10 Ea 1750
AL-656/0 Na 2 Yes A1-T59/G Meme Holder - Image-1500 Series 1 0 Ea. 1755
A1-750/G No 2 Yes A1-760/0 Paper Clips 1 100 Box 1890
AT755/G No i 2 Yes ALTIBG Business Card file - Image-1500 Series 1 10 Ea. 2150
A1756/G ™ > 2 Yes A1500/0 Hanging File Folder 1 00 Pka 5
:::;?’;ﬁ No 2 Yes F2100L Plastc Drawer Labels 1 a0 Ea. 200
okt No 2 Yes F2101/L Hanging Folder Bars 1 4 Ea 2800
g No 2 Yes F2102/0 Fie Folder Labels 1 50 Box 3050
e No 2 Yes F2-103/0 Fie Folders 1 50 Box 4000
No . 2 Yes F2120L Controling Lock 1 10 Ea 4030
em vendor not defined. 3 Yes A1650/0 Highlighter 1 20 Ea
<
Create Purchase Orders Select Al Select None Close




Extended Order Entry

Changing how POs are created

At this point, you can “cherry-pick” items for purchase order creation by double-clicking the Create PO
column — then click the Create Purchase Orders button at the bottom of the form to generate POs.

Use the Select All and Select None buttons below the grid to set all items to Yes for Include on
POs or No to exclude.

[ Selecta ][ SelectMone |

Double-click in the Create PO column to “cherry-pick” items for purchase orders:

. | Kit Component | kem Mumber | kem Description | Location "'J'uant'rt) Q UoM Unit Cost | @ Vendor

No 1 c1 220;"5 Krugg 220 Am.. 2300
“ 2] _I-IE-_ 8830
No B Al- 103.-’1] Fluorescert D... 1580
Na 4 C2-7407Y 7400 Series P... 1 1D Ea. 2300

Note in the grid above that there are four items. Lines 1 and 4 are for the same vendor, so they
will be added to the same PO if you create POs for all items.

Click the Create Purchase Orders button at the bottom of the screen to create one purchase
order per vendor. The form will be updated to show the PO Number of the newly created
purchase orders and a message will appear stating the PO number — or stating how many POs
have been created if it created more than one.

& Mgt = @ Message =
Message Message
Description: Purchase order PO000000041 was created. Description: There were 3 purchase orders created
Source: 13:37:24 - Source: 11:14:50 -

Click “Yes” to print new purchase orders, or “No” to continue.

TaiRox Productivity Tools l‘_‘*‘J TaiRox Productivity Tools {‘_”‘J
'9“ Do you want ta print Purchase Order Number PO0000000497 '9“ Do you want to print Purchase Orders?

If there is an issue creating a Purchase Order, the Status column will show the reason why the
line items cannot be added to the purchase order (for example, "ltem vendor not defined" when
Using Item Vendor Information option).

The Create Purchase Order function will create a PO for an item that is a component of a Kit or
BOM if that Kit/BOM is on the Sales Order.

Note regarding Kit/BOM items: 1C6.2A and higher added support for a default BOM number.

o If a default BOM number is defined for an item, and the BOM number is not set on the order
line, the default BOM number defined for the item will be used to create a purchase order.

o If there is no default BOM number, and the BOM number on the order line is not set, then the
first BOM number will be used to create a purchase order.

Changing how POs are created

Choose vendor or existing purchase order

Create Purchase Orders provides three main options for creating purchase orders:

Create Purchase Orders
Using tem Vendor Information -
sing ftem Vendor Information }

Using a Specific Vendor
Using Bxisting Purchase Order

TaiRox Productivity Tools for Sage 300
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Extended Order Entry Changing how POs are created

e |If you select Using Item Vendor Information, the item's preferred vendor (if there is one) will be
the default vendor. If there is no preferred vendor, Vendor 1 will be the default vendor.

o You can override the “Vendor Number” for each line if you choose.
e If you choose “Using a Specific Vendor”, you must enter a Vendor Number.

o The “Vendor Number” for each line is set to the Vendor Number you enter.

o You can override the “Vendor Number” for each line if you choose.

o Ifthere is the same vendor number in every detail line, you override the automatically
generated purchase order number by entering your PO number in the Purchase Order

Number field.
Create Purchase Orders
Using a Specific Vendar + Vendor Number |12|}|} | ] |Ch|oride Systems |
Purchase Order Number [~ NEW =] | +

o If you override the Purchase Order Number and there is more than one vendor involved,
an error message will appear:

Purchase Order Number |F'D1 001432 | +

‘Q_,, Error @
Purchas Eror
Purchas Description: Incomect procedure. You cannot use Purchase Order Number -

PO1001432 because there is more than one purchase order to create for
different vendors.

[C] Dropy
Source: 15:06:48 -
[ Tran
[ Tran
e Pt | [ Help ..

If you want to override purchase order numbers and multiple vendors are involved,
select Yes/No in the first column of the grid (Create PO) and process the items one vendor at
a time.

o If you select "Using Existing Purchase Order", this determines a specific vendor and the same
restrictions apply.

Create Purchase Orders
Using Existing Purchase Order +  Vendor Mumber |5331|} | |DE|CO Blectrical Supplies

Purchase Order Number D

o Use the Finder beside the Purchase Order Number field to select a PO.
o Use the Drill Down button beside the Finder button to check the PO after you choose it from
the Finder.

Setting default PO descriptions, comments, instructions, and options

You can select the default settings for options and for adding descriptions, comments and instructions
to the new purchase orders. You can also change the settings for items as you select them.

e Select File > Settings from the Create Purchase Orders screen to display default settings.

% PTDEMO - Extended Order Entry Settings (== Blank |L|
Default Purchase Order Description To Blank
Order Number
Default Purchase Order Reference To Blank - Order Description
Order Reference
Default Create Purchase Orders for Stock tems To Mo - Customer Number
Bill-To Name
Default Create Purchase Orders for Mon-Stock kems To Mo - Ship-To Name
TaiRox Productivity Tools for Sage 300 29
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Extended Order Entry Shipping Quantities by Picking Sequence and Filtering Items

Shipping Quantities by Picking Sequence and Filtering Items

The Ship button lets you display items in picking sequence order, item number order, or by location and
filter them by ranges of order fields.

For example, the following screens show items ordered by Picking Sequence and selected by Ship-Via
code.

Ship by Picking Sequence functionality is very useful when a large order has been picked and now the
picked items have to be recorded as shipped.
e The picking slip is in picking sequence order with quantities marked.
e The order entry form is displayed in line number order.
Matching and recording the entries from the picking slip is far easier when you list the items in

picking sequence order.

Item selection makes it easier to record partially shipped orders — in this case, where all items with the
same Ship-Via code are in one shipment.

e Click the Ship button to filter items and display them in the order you want —by location, item or
picking sequence.

e Order items by picking sequence, item number, or location.

e Select items by picking sequence, item, location, price list, category, ship-via code, expected
shipment date, date requested, backorder — or by order details optional fields (shown above).

To use the Ship button to enter quantities:
¢ Click the Ship button to display the Ship form.

e Select the primary order for listing items.

¥ PTDEMO - Ship
File Help

Order By

Select Order By

Picking Sequence |L]

(None)
Ficking Sequence

ltem
Location

You can choose by Picking Sequence, Item, or by Location.

e Choose the next sorting levels if you require a multi-level sort — such as by Item number and
location.
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e Choose a field for selecting a range of items.

Select tems By

Ship-Via Cods I
(Naone)

Picking Sequence

ftem

Location

Price: List

You can choose picking sequence, item, location, price list, category, ship-via code, expected
shipment date, date requested, backorder — or order details optional fields.

e Click the Load button to display selected items in the order you chose (in this case, items shipped
by CCT displayed in picking sequence).

[ sAMLTD - ship [E=SSEE—x")
File Help
Order By
Select Order By
Picking Sequence] -
Location -
(None} -
Select tems By From To
Ship-Via Code - [ccT | [ecT |q
(None) -
(None) -
Load
Line Number m = Description Gty. Shipped | Prid
Krugg 220 Am Titter-Brown
7400 Series Posture Chair
Fluorescent Desk Lamp
Halogen Desk Light

e Enter quantities in the Qty. Shipped column.

o You can enter the picked entries quickly using the Tab or Enter keys to move down the

column.
Line Mumber | Picking Sequence B Description Location | Order UOM Gty 0 City. Shipped
10010 Krugg 220 Am Tiker-Brown | 1 Ea.
4 0023 C2-740/Y 7400 Series Posture Chair 1 Ea. 25
3 0040 A1-103/0 Fluorescent Desk Lamp 1 Ea. 8
2 01 A1-31040 Halogen Desk Light 1 Ea. 15

e Click the Ship All button at the bottom of the form to fill in the Qty. Shipped field for all items with
the Qty. On Order.

Gty. On Hand  Gty. On Sales Order Gy, On Purchase Order Gty. Committed Gty Available
Location 1{Ea.) 7 15 [H 0 0 71
All Locations (Ea.) 23 15 [4 4 [H 0 231

I Ship Al I [ Close |

¢ When you close the Ship form, the Qty. Shipped numbers in the order entry form will be updated
with the item quantities that you entered.

Note:

If you change the quantity shipped for an item with a serial number you may see a pop-up Sage
300 windows like the following, allowing you to pick the serial number from the Finder.

TaiRox Productivity Tools for Sage 300 31
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[=] serial Numbers Allocation
ke Mumber A1-900/8 Location 1 Stock Date 074042020

Serials |

[7] Auto-Allocate From Auto-Allac

@, Serial Number [

Aprik00133 Y N

(_, Finder - Inventory Serial Numbers ol ===

File Key Settings Global Settings

Find By:  Show all records + | Find Now Set Criteria

Auto Search

Seral Number | Urformatted ke . | Location =
- Aori-D0198 A19008 1 Avaizble 7/1/2020 5
- [ S Ade00s 1 [Avaiable [7/1/2020 u
Aori- D200 A19008 1 Avaizble 7/1/2020 o
Urit of Measure Ea o = - -
Serial Nos. Required

Remaining

Close

Order from History
The Order from History window lets you quickly create new orders for a customer based on previous
customer orders.

Using Order from History also tends to increase average order size while decreasing the number of
orders processed per dollar of order. The result is lower shipping costs and other operational efficiencies.

e Click the Order From History button to display the pop-up window showing previous orders.

% PTDFMO - Feteniers e Fniry [T
T

e
R
Crderane
e Ot By
==

-. | [P e =

You can select items from previous purchase orders, update quantities, and copy the selected
information into a standard line item row.

Note: The Order from History button is only enabled once the customer has been entered on the form.

To create a new order from prior ones using the Order tab on the popup form

e Click the “Order from History” button. The form that appears has two tabs:

o The Orders tab lets you select items from previous orders.
o The Sales History tab is similar, allowing selection of items.

We'll trace through a typical sequence for the Orders tab.

e Use the range fields to select past orders for the customer, and then click the Load button. In this
case, we've chosen orders since January 1, 2019. (You can add or remove fields from the range
field dropdown lists using the Field Settings button — see below.)
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Purchase Order Number | Ship-To Location Code | Order Description | Order Reference

4 PTDEMO - Extended Order Entry [E=3 5ol
File Help
Onders | Sales Histary
Order Range
Select Orders By = To
Order Date - [t | 1273175988 |t [ Addtional Crteria.. |
(Nore) -
fere .

WAREHS

[l »

ide s Include Instructions e Ty. [ ttem No/Misc. Charge | Kit/BOM Number | Description
1 N0 No No ftem c1220/8 Krugg 220 Am .. CANAD;
2N N No tem A131070 Halogen Desk Li.. CANAD
3 No No No ttem A1-103/0 Fuorescent Des. CANAD;
4 No No No ttem C2-7407Y 7400 Series Pos. CANAD;
<l i ] [
Oty OnHand  Qty. On Sales Crder  Gty. On Purchase Order Qty. Committed Qly. Avalble
Location (Ea.) 0 o[ 0 0 (]
Al Locations (Ea) 0 08 0 0 (]
[ [ s ][ e ) ow ]

Order from History

e Click any order in the top grid to see the order details in the bottom grid.

Click the Select All and Select None buttons at the bottom of the screen to include all or none of
the items in the previous order.

[ Selectal | [ SelectNone |

e Double-click the Include column to select individual lines (the Include column displays Yes).

Line Num...

C1-220/B
Al 31Dfﬂ

Krugg 220 Am ..
Halogen Desk L|

o Edit the Qty. Ordered column to change the quantities for the new order that you are creating.
(The Original Quantity Ordered field shows the quantities from the previous order.)

Description Price List | Location | Order UOM | Criginal Quantity Crder...

Krugg 220 Am ..

Halogen Deske Li...
Fluorescent Des...
7400 Series Pos...

Order Unit Cost
178.605385
34 680703
29121971

0.000000

¢ When you have finished editing items from this order, click the Order button at the bottom of the

screen to add the items to the new sales order.

Select another order from the top grid, choose the items that you want to order, enter the new
quantities, and again click the Order button.

Click the Close button when you have finished adding items from prior orders.

Q, tem No./ Misc. Charge Q, Kit/BOM | Description rice ocatior Deliver By Exp. Ship Date Gty. Ordered
1 tem C1-220/8 Krugg 220 Am TiterBrwn  CANADA 1 1/10/2020 1/10/2020 15 Ea.
2 tem A1-103/0 Fluorescent Desk Lamp ~ CANADA 1 1/10/2020 1/10/2020 10 Ea
3 Nam HOFFICE KIT 1 Office Fumiture Kit Stand USA 1 1/10/2020 1/10/2020 1 Ea -
A1-310/0 Halogen Desk Light 1/10/2020 1/10/2020 15
-————-

4 . | [ir]

The order screen grid will be populated with line items from the historical order

If security is enabled and the user has Unit Price Override rights, then a confirmation and completion

messages will appear.
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Extended Order Entry Order from History

Extended Order Entry @I

I-" _"‘I Do you want to add items and miscellaneous charges to the current

&Y' order using historical item and miscellaneous charge prices from order
ORDO00D00000028?

[ Yes ] | No | l Cancel ]

Important Note: Yes means use historical prices. No means that current pricing will be in effect.

Use the “Field Settings” button to customize the list of fields for selecting orders:

Click the Field Settings button to change the fields that appear in the “Select Orders By” dropdown
lists on the Order From History screen.

% PTDEMO - Extended Order Entry =l -E- ]
Eile Help
Orders Sales History
% PTDEMO - Extended Order Entry Field Settings ==
[Cosomer Goue Coge —JO0 EETT—
Customer Account Set Order Date
Salesperson 3 < Eadlude Order Type
Salespersan 4 Stip-To Location Code
Salespersan 5 Purchase Order Nimber
A Salesperson 1
Ship-Via Code = < Nore Expected Ship Date
Defauit Location Code Deiver By Date
Tax Group On Hald
Entered By Preferred Customer
AcH Approved
Courter
Customer Credt Waming |
Wepdmum Order Amourt
Hete
Opticnsl - Order Date
Temporary Customer - Descrition
Kugg 220 Am
Halogen Desk Li.. CANAD
Flucrescent Des...  CANAD.
4N Mo No kem  C2740Y 7400 Series Pos...  CANAD

e The list of fields on the right are the fields that will appear in the Select Orders By dropdown.

e To add a field to the dropdown list, select it in the list on the left, and click the Include button.
Using the Sales History tab

The Sales History tab allows a similar sequence of operations — selecting, editing of quantities and
copying to the new sales order.

% PTDEMO - Extended Order Entry === =

File Help

Orders ~ Sales History

ltem Range

Select tems By From To

tem Number - [0 | [Pt | < [ Addiional Crteria... |
None) -

(None) -

o | [8 ftem Number | Ki/BOM Number | Descrption Purchase Order Number | Location
A1310/0 Helogen Desk L 121172019 1 E
No  AT3100 Helogen Desk Li..  ORDOD000D000032  1/4/2020 1 E
No  A13200 50W/12V Halog... ORDODODDDN004  2/17/2019 1 E
No  AT3200 50W/12V Halog.. ORDOODOOD00TS  8/4/2019 1 E
No  AT3200 50W/12V Halog... ORDOUO00DOOUDS  10/12/201 1 E
No  AT3200 50W/12V Halog... ORDOOO00O000032  1/4/2020 1 E =
No  AM3200 50W/12V Halog... ORDOUO00O00N040  4/5/2020 1 E
No A1-400/0 Desk Note Book ~ ORDO00000000004  2/17/2019 4 Ea
No A1-400/0 Desk Note Book  ORDO00000000032  1/4/2020 4 Ea B |
No A1-450/0 Bulletin Board 'ORDO00000000004  2/17/2013 4 Ea
No A1-450/0 Bulletin Board 'ORDO00000000032  1/4/2020 4 Ea
No A1-900/B Answering Mach. 1 =) ~|
Ehl i v
Qty.OnHand Gy, On SdlesOrder  Qty. On Purchase Order Gy, Commited Quy. Available
Location (Ea) 128 15 [8 7 4 0 128
Al Locations (Ea) 443 15 4 135 [4 0 43
[ Load J[[ SdectAl  |[ SdectNone || Order )

e Select the range of item numbers, order numbers, order dates, PO numbers, or categories that
you want to use as search criteria, then click the Load button.

e See the steps listed above for including items from history on the new order.
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Setting default descriptions, comments and instructions for included items

You can select the default settings for taking descriptions, comments and instructions from the original
orders. You can also change the settings for each item as you select them.

e Select File > Settings from the Order From History screen.

= PTDEMO - Extended Order Entry Settings =

[7] Use description from selected line for detail description
[ Include comments for each selected line

[ Include instructions for each selected line

e Select the checkboxes if you want them to be included by default from the original sales orders.

ltem Quantities

The ltem Quantities feature lets you display item quantities available at all inventory locations — including
locations in other companies — while entering an order.

To display quantities for multiple locations and companies:

o Select the Extended Order Entry > File > Settings menu choice to change the Item Quantities
display settings.

% PTDEMO - Extended Order Entry Settings @

[] Post Order and Print Picking Slip Directhy
Picking Slips

Print Destination Deskiop Default -
Use Slip [DEPICKSHIPMENT1.RPT I Browse ]
Sort By Picking Sequence -

[ Print Serial/Lot Numbers

[] Require Shipping Labels

[] Print Kit Component lems

[ Print Bills Of Material Component ltsms

Disolav tem Guantites Display on Entry Screen |L]
e e —
Display on Separate Screen

o Do Not Display — shows only total quantities and quantities for the current line item location
— like the standard Order Entry screen.

Qty.onHand  Qty.on Sales Order Gty on Purchase Order Q. Commited Q. Avalable
Location 1(Ea) 20 2 2[4 0 80
Al Locatons (Ea) 25 0 28 0 25
tem/Tax Compenerts Ship Al Set Ship Date Set Location Update, Ship. ttem Finder. Line Fider. Order Margn Order Sutotal 10,4022
Post Create PO Delete istony Prepayment Backerders Prepaymerts Create Purchase Order. Onderfrom Hitory. O/E Foms Cose

o Display on Entry Screen — includes a grid at the bottom of the screen that displays
quantities at all locations, in the current company and any associated companies.

tem/Tax... | | Comgonerts sho Al el Stip Date Set Location Update ship Htem Finder. Line Fnder. Order Margin Order Sublotal usD
Pos Create PO Dete History.. | | Prepayment Backorders Prepaymerts. Creste Purchase Order. Orderfom Htoy. O/E Foms Cose
Descrpion temlunber | Desciplion Stocking Uit
SAMING 1 Cental warchou... A1-105/0 131 Min Fuor...  Ea 7 105 15 75 0 50 387 500535
SAMING 2 Potland Office  A1-105/0 130 M Fuore... Ea 13 ) 8 13 0 135 3 500535 v
>

o Display on Separate Screen — displays the item quantities at all locations in a separate
window.
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Qy.onHend  Gty.on Sales

Location 1 (Ea) 181

o

Description
Central warehouse - Seattle  AT-401/0
Portland Office AT401/0

Newark, New Jersey A14010
Pot of San Fancisco A14010
Central warehouse - Seattle  A1401/0

e

Order

135
13 [H

Descption

Desk Calendar .
Desk Calendar ..

Desk Calendar
Desk Calendar
Desk Calendar

Gy, on Purchase Order Qly. Committed Qty. Avaiable
200 [5 0 181
33 [4 0 574

Stocking Unit

prEEe
BEERE

Iltem Quantities

181 574

136 574
170 574
£ 574
168 574

BEBER

Click the All Locations button to move the Quantities in front of other windows (if hidden).

The All Locations button appears at the bottom of the Extended Order Entry screen if you
choose to display quantities on a separate screen.

Item Quantities will be refreshed as you move to other detail lines.

Selecting which companies and locations are displayed

An administrator must first set up the Sage 300 company databases and locations that are displayed in

the Item Quantities grid.

e Go to TaiRox Productivity Tools > Options, and click the ltem Quantities tab.

PTDEMO - Options

Help

Menu  tem Quartities

Database ID | Description

SAMLTD Sample Company Limited
SAMINC Sample Company Inc.
SAMINC Sample Company Inc.
SAMLTD Sample Company Limited
PTDEMO |~ | Productivity Tools Demo
CHEVAN

CPYINC

CPYLTD

PTCOPY

PTDEMO

User ID Password | Location Test Connection

sa

sa

MRS =

sa

o Use the Insert and Delete keys to add or remove locations and companies from the Iltem
Quantities grid and to change the order that locations appear.

¢ Note for Sage 2023 PU2 and higher: Item data will NOT appear unless the user ID and
password have sufficient permissions to access the Sage 300 Vault database as well as the
individual company DBs.

Each user can customize the item quantities grid by hiding and moving columns to suit their own needs.

For example:

e You can hide the Database ID and Name columns if all locations are in the same Sage 300

company.

¢ You can also hide the Item Description and Stocking Unit if these are the same at all locations.
Hide and re-arrange columns by dragging and dropping.

PTDEMO - Item Quantities

File  Help

Location Description ltem Number Gty On Hand | Qty. On Purchase Qty. On Sales Order Cty. Availzble Cty. Committed | Gty. Available fo Qty. On Hand (Ally

1 Certral warehou A1-103/0 137 137 0 127 657

2 Portland Office A1-103/0 262 0 9 262 0 253 657 286 |

3 Newark, New Je... A1-103/0 42 126 o 42 0 42 657 286

4 Port of Vancouver  A1-103/0 206 0 n 206 [1] 195 657 286 -

< I 3

Refech
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BOM or Kit — Use as Default

Sage 300 Inventory Control has a "Use as Default" setting for BOMS and Kits, as shown here:

= PTDEMO - I/C Bills of Material

File  Help

Bills of Material |4 4 b | 5 +

AZ{IMN:;E{LU Master em Number |A2{IM.AGE—‘I5D4]]G |Q |Image 1500 Series Desk Accessories |
A1-103{ | BOM Number q = /] Use As Defaut]
A1-655,

A1-656 Description | |

i -
A1-755

A1-756]  Variable Cost 10.00] per Build Quantity Uit of Measure Q
ALT5T) o Date I & End Date [ [ Inactive

Al-758,

A1-753) Comments |Image-150058nes Desk Accessories |
A1-76D)
INDEETI Q Component tem Number Description Q, Component's BOM Number
F3HUNTS-2500)T Huntts 2500 Series Filing Cabinet 1 Yes U
A1-103/0 Fluorescent Desk Lamp No
A1-655/0 Pen No
A1-656/0 Pencil No
A1-750/G Stapler - Image-1500 Series No -
4 | 1 +
a [am ] *
[ Hide Tree > ] [ Save ] [ Delete ]

In Extended Order Entry, this setting causes the BOM number to be defaulted when the BOM item is
added to an order.

(By contrast, in Sage 300 Order Entry, this setting does not cause the BOM number to be defaulted.)

Backorders

The Backorders feature lets you display all items on backorder for the current customer — while entering
an order.

To display backordered items on multiple prior orders:

e Click the Backorders button at the bottom of the screen:

tenTa | [Comes S0 A Set St Date Set Locaion Updete £ tem Frer Line Frder Orter Margin Orter Sublotsl 040228 [UsD
Pogt Create PO Detate. Hastory. Prepayment.. Prepayments. Create Purchase Order... Ordler from Hastoey .. O/E Foms... Close

The Customer Backorders popup appears, and defaults to orders for the current customer
number and a full range of order dates.

Order Range
| Customer Number { |'|2ﬂ'D | Q |Mr. Ronald Black
From Ta

e Click the Load button to display all orders for the current customer with backordered items.

Or
¢ Click the Customer Number button to look up a different customer using the SmartFinder.
e Specify the range of order dates that you want to search.

e Click the Load button to display orders with backordered items.
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The program displays all orders with backordered items for the customer within the range of order dates.

Order Range

Customer Number |[1200 | [P Ronald Black I
From To
Order Date omo| o] o

Description Kit/BOM Number ocation Or y O Quantity Shippedtodate | Quantity Backordered
A1-800/0 Wastebasket
C1-250/R Krugg 250 Am . USA 6 5 1
HOFFICE SPLKIT  Office Supplies USA 8 5 1

~

Close

o Highlight an order in the top grid to view the backordered item details in the bottom grid.

e Double-click the order number — or click the Order Number column heading — to drill down to the
order using the Extended Order Entry program.

o Double-click the item number in the bottom grid — or click the Item column heading — to drill down
to the item details using the Extended Inventory Items program.

Using the SmartFinder to Look Up Customer Numbers:

e Click the Customer Number button to look up a different customer using the SmartFinder.

E
Order Date |:| 9999-12-31 Load

e Enter part of a name or address (or contact phone or email address) and click the Find button.

=]

File Help
Seach  flen | | Find

[ Active Customers Only
Customer Number Status | Customer Name Short Name [3 Address Line 1 City

Active Wr. Ronald Black \CK 2320 Wabash Road Los Anaeles
Coastal Electric Company 586 Tanner Road

Mr. Ronald English ENGLI 2375 Hudson Avenue Fairbanks
CanAm Industries CANAM 1898 King George Street Ontario

In this example:

o We entered “ron” in the Search field and pressed the Enter key to search for Ronald Black.

o The program got 4 results, 2 with “Ronald” in the Customer Number field, and 2 with
“Toronto” in the city field.

See SmartFinder — Customers for more information on using the customer SmartFinder.
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Update Order

Update Order

The Update Order functionality lets you make multi-faceted changes to an order — affecting multiple detail

lines and order quantities.

e Open the order that you want to change, then click the “Update...” button to display the Update

Lines window for updating orders.

P e |

i s g

T ek S . [FRRETIREET

[ Fae
Orw Gy Tags Cooonu Feids  SwesSon fimes Tpae
rane o )

i

D e e ) pr—————

e o ) Vit Ta

hen T E'L] Lo i

[ Cemmrd e Gt Furbass .| [ ot o .| [ 0/

ot St ) [

=

The Update Lines screen lets you select from twelve different update procedures:

r

% SAMLTD - Update Lines

File
Update Order

Update Order Kit Number -

Update Order Kit Number
Update Crder BOM Number
Update tem Expected Ship Date
Update tem Prices

Substitute kems

Update Addresses

Update tem Deliver By Date
Commit Quartities

Uncommit Quartities

Change Salesperson Code

Zero Quantity Ordered For tems Mot In Stock
Change tem Location

Help

Each choice has appropriate options.

When you click the Process button, the program displays all changes in the window as it
processes the order lines. It will also display a message if no changes are made.

Updating an Order Kit Number

Update Order
Update Order Kit Number -
Kit tem Number  [<OFFICE KIT | (] [office Fumiture Kt |

Order Kit Number From |-I |  To |2

Price Approved By

Updating kits for Order Number ORDO0000000006S. .
Updating Line Number 1...
Order Number CRDO00000000066 updated.

e Select Update Order Kit Number from the dropdown list.

e Use the Finder to select the Kit tem Number.

e Select the current “From” kit number and the new “To” kit number.
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Extended Order Entry Update Order

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry £3

Are you sure you want to update this order?

I Yes ‘ t No ]

Depending on your permissions, you may need to have price changes for a different kit number
approved by a supervisor.

The program will display progress messages as it updates lines and tell you when it is finished (as in
the screen above).

Note: To change kit details, Update Order deletes the kit detail line from the posted order and then

adds a new kit line with the appropriate changes — because Sage 300 does not allow it to change the
details on a posted kit line.

However, if an order has been partially shipped, the kit order lines cannot be deleted — this is also
a restriction imposed by Sage 300 business logic — and the program will display an error message.

To change kit details on a partially shipped order:
1. Change the Qty. Ordered for the kit item line to 0.

2. Insert a new order line, and specify the new kit number.

Updating an Order BOM Number

Update Order
Update Order BOM Number -

Master kem Number [A2(MAGE-1500)G | (|  |lmage 1500 Series Desk Accessories |

Order BOM Number From |'I

Price Approved By I:I Password

Updating BOMs for Order Number CRDO00000000070...
Updating Line Number 1...
Order Number ORDO00000000070 updated.

To |2

1Q

e Select Update Order BOM Number from the dropdown list.
e Use the Finder to select the BOM Item Number.
e Select the current “From” BOM mnumber and the new “To” BOM number.

o Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry 3

Are you sure you want to update this order?

Depending on your permissions, you may need to have price changes for a different BOM
number approved by a supervisor.

The program will display progress messages as it updates lines and tell you when it is finished (as in

the screen above).
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Updating Item Expected Ship Date

Update Order
Update ttem Expected Ship Date ~  Specific ttem -
R |A1—31 0/0 | Q |Halogen Desk Light

Expected Ship Date 01/10/2020

Update Crder Expected Ship Date Also

[ 1
e Select Update Item Expected Ship date from the dropdown list.
e Specify if this change is for a specific item, a range of items, or all items.

Specific tem -

Li;t-rE)f ftems

Al kems

o For a Specific Item, choose the Item from the Finder.

o For a List of Items, click the Zoom button beside the dropdown, and add items to the list in
the pop-up form that appears.

% PTDEMO - Update Lines E=r=]
File Help

Update Order

Update fem Bxpected Ship Date v LstOf tems - o

¥ PTDEMO - Extended Order Entry E’

Use the Finder to look up items. Use the Insert key to add new empty lines.

o To Import a list of items from a spreadsheet, click the Import button.
|

|
Import Reset Defaits Close

See Details for importing a list of items or item substitutions for spreadsheet format details.

e Enter the new Expected Ship Date.
e Click the Update Order Exptected Ship Date Also if this also changes the order date.

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry £3

Are you sure you want to update this order?

The program will display progress messages as it updates lines and tell you when it is finished (as in
the screen above).

Updating Item Prices

Update Order

Update tem Prices * Specfic tem -

ttem Mumber | | Q | |
Price List |usA |Q | |

e Select Update Item Prices from the dropdown list.
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e Specify if this change is for a specific item, a range of items, or all items.

Specific tem -

Ll;tE)f ltems

All kems

o For a Specific Item, choose the Item from the Finder.

o For a List of Items, click the Zoom button beside the dropdown, and add items to the list in

the pop-up form that appears.

% PTDEMO - Update Lines [==E=]
File Help
Update Order
Update tem Bxpected Snip Date v LstOf hems ~pl
Y i

# PTDEMO - Extended Order Entry F=

Use the Finder to look up items. Use the Insert key to add new empty lines.

o To Import a list of items from a spreadsheet, click the Import button.
|

J
Import Reset Defaits Close

See Details for importing a list of items or item substitutions for spreadsheet format details.

e Choose the price list that you are using for the updates.

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry £

Are you sure you want to update this order?

The program updates prices for the items you specified to the prices on the price list.

Substituting Items

Update Crder
| ~] st Of hems L

Only Substitute kems On This Order That Have Mot Been Shipped

Retain Existing Line ftem Unit Price
oty [ Jramas [

e Select Substitute Items from the dropdown list.

o To specify the substitute items list, click the Zoom button beside the dropdown, and add “From”
items (or kits/BOMs) and “To” items (or kits/BOMSs) to the list in the form that appears.

% PTDEMO - Update Lines [E=3 Eom |

File Help

Update Order

Substiute tems - | List Of hems o

[¥] Oniy Substiute kems On This Order That Has Never Been Shipped

Retain Exsting Line kem Uit Price

R e L R —

[ v 4 1

% PTDEMO - Extended Order Entry [folia =

Q. From hem Number | Q From Ke/BOM | kem Description Q To kem Number
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Use the Finder to look up items. Use the Insert key to add new empty lines.

e To Import a list of items from a spreadsheet, click the Import button.
| |

Import.. Reset Defaults Close

See Details for importing a list of items or item substitutions for spreadsheet format details.

e Choose whether to “Only Substitute Items On This Order That Have Not Been Shipped.” If this
option is selected, a line that is partially shipped will not be touched.

e Choose whether you want to “Retain Existing Line Item Unit Price.”

o Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry £3

Are you sure you want to update this order?

Depending on your permissions, you may need to have price changes for items approved by a
supervisor.

The program will display progress messages as it updates lines and tell you when it is finished.

Updating Customer Addresses

Update Order
Update Addresses -

Update Customer Bil-To Address
[ Update Customer Ship-To Address

e Select Update Addresses from the dropdown list.
e Choose which addresses you want to update — customer bill-to address or ship-to address.

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry E3

Are you sure you want to update this order?

The program updates the address from the customer record.

Updating the Item Deliver-By Date

Update Crder
Update tem Deliver By Date - e -
ftem Number A1-105/0 | ©}  [13W Mini Fluorescent Bulb

Deliver By Date 01102020

Update Order Deliver By Date Also

e Select Update Update Deliver By Date from the dropdown list.
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e Specify if this change is for a specific item, a range of items, or all items.

Specific tem -

Ll;tE)f ltems

All kems

o For a Specific Item, choose the Item from the Finder.

o For a List of Items, click the Zoom button beside the dropdown, and add items to the list in

the pop-up form that appears.

Update Order
Updste kem Deliver By Date Lt Of kems

*# PTDEMO - Extended Order Entry

Use the Finder to look up items. Use the Insert key to add new empty lines.

o To Import a list of items from a spreadsheet, click the Import button.
| |

Import Reset Defaits Close

See Details for importing a list of items or item substitutions for spreadsheet format details.

e Enter the new Deliver By Date.
o Click the Update Order Deliver By Date Also if this also changes the date for the order.

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry £3

Are you sure you want to update this order?

The program will display progress messages as it updates lines and tell you when it is finished.

Committing Quantities

Update Order
Commit Quantitites AN pcific em] -
tem Mumber A1-105/0 | -'__" |13W Mini Flugrescent Bulb

e Specify if this change is for a specific item, a range of items, or all items.

Specific tem -
pedcl

List Of tems

All kems

o For a Specific Item, choose the Item from the Finder.
o For a List of Items, click the Zoom button beside the dropdown, and add items to the list in
the pop-up form that appears.
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Update Order
Commit Quariites ~ List Of iems -5

% PTDEMO - Extended Order Entry E=REEY =

Q. tem Mumber

Use the Finder to look up items. Use the Insert key to add new empty lines.

o To Import a list of items from a spreadsheet, click the Import button.
| |

Import.. Reset Defaults Close

See Details for importing a list of items or item substitutions for spreadsheet format details.

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry £3

Are you sure you want to update this order?

The program will display progress messages as it updates lines and tell you when it is finished.

Uncommitting Quantities

Update Order
~  Specilic kem -
ftem Number |ﬁ1-1ﬂ5f'ﬂ | Q |'|3W Mini Fluorescent Bulb

e Specify if this change is for a specific item, a range of items, or all items.

Specific tem -

U;tE)f tems

All kems

o For a Specific Item, choose the Item from the Finder.

o For a List of Items, click the Zoom button beside the dropdown, and add items to the list in

the pop-up form that appears.

Update Order
Uncommit Quartittes = List O kems - ol

% PTDEMO - Extended Order Entry E=mn =

Q, hem Number

Use the Finder to look up items. Use the Insert key to add new empty lines.

o To Import a list of items from a spreadsheet, click the Import button.
| |

import.. | Reset Defauts Close

See Details for importing a list of items or item substitutions for spreadsheet format details.
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Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry £3

Are you sure you want to update this order?

The program will display progress messages as it updates lines and tell you when it is finished.

Changing Salesperson Code

Update Order

From Salesperson Code | | Q |

To Salesperson Code | | Q |

e Specify the From and To salesperson codes.

From Salesperson Code |EE | Q |Bi|| Bhaisson

|
To Salesperson Code |SP | Q |5LISEII"I Prommer

o Use the Finder to look up salespeople.
[ ]

Click the Process button at the bottom of the form and select Yes when the confirmation message
appears.

Extended Order Entry

Are you sure you want to update this order?

The program will display the following messages when it performs the update.

|Updating salesperson codes for Order Mumber ORDO00000000065...
Crder Mumber ORDO00000000065 updated.

Zeroing Quantity Ordered For Items Not In Stock

Update Order
Zero Quantity Ordered For kems Mot In Stock

- =
fopec

ltem Number [F2-102/0 | (  [File Folder Labels

Note: This choice reduces quantities to zero on orders where the items have zero quantity on hand
at the location specified on the detail line.

Specify if this change is for a specific item, a range of items, or all items.

Specific tem

A
List Of tems
All kems
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For a Specific Item, choose the Item from the Finder.

O
o For a List of Items, click the Zoom button beside the dropdown, and add items to the list in
the pop-up form that appears.
Uncommit Quantittes +  List OF tems "o_
% PTDEMO - Extended Order Entry E=REcEr &
Q, tem Number
Use the Finder to look up items. Use the Insert key to add new empty lines.
o To Import a list of items from a spreadsheet, click the Import button.
|

Import.. Reset Defaults

See Details for importing a list of items or item substitutions for spreadsheet format details.

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry 3

Are you sure you want to update this order?

The program will display progress messages as it updates lines and tell you when it is finished.

Changing Item Location

Update Order
Change ttem Location -~ e
ftem Mumber | | Q |
From Location | Q |
Q|

To Location | )

This choice lets you change the item location for fulfilling orders. Note that the location can only be
changed on order lines where the quantity ordered is greater than 0, and the quantity committed or

quantity shipped is 0.

e Specify if this change is for a specific item, a range of items, or all items.

Specific tem -
List OF kems

All kems
o For a Specific Item, choose the Item from the Finder.
For a List of ltems, click the Zoom button beside the dropdown, and add items to the list in

O
the pop-up form that appears.

Update Onder
Uncommit Quantittes v List Of kems
y 2

% PTDEMO - Extended Order Entry

Q. tem Number
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Use the Finder to look up items. Use the Insert key to add new empty lines.

o To Import a list of items from a spreadsheet, click the Import button.
| |

Import.. Reset Defaults Close

See Details for importing a list of items or item substitutions for spreadsheet format details.

e Specify the “From Location” that you want to replace, and the new “To Location”.

From Location |2 | ) |P0rt|and Office |

To Location |'| | ) |Cerma| warshouse - Seattle |

e Click the Process button and select Yes when the confirmation message appears.

Extended Order Entry E3

Are you sure you want to update this order?

The program selects orders with the specified From Location on item lines.

Details for importing a list of items or item substitutions

e Click the Import button at the bottom of the item list popup form and select the spreadsheet
containing the item list. The imported list will replace the current list of items.

o Use the Insert key to add more rows to the list.
e Use the Delete key to remove items from the imported list.

¢ Click the Reset Defaults button to delete all items from the list.

Import format:

You can find sample import files in directory \Sage300\XL61A\Documentation.

Note: The Excel Spreadsheet for an item list (Items.xIsx) is a single column with “ITEMNO” as the

column heading in the first row.

A
1 ITEMNO
2 Al11030
3 Al11050

The Excel Spreadsheet for an item substitution list (ItemSubstitutes.xlsx) must have at least these
four columns. The program will ignore any other column names.

A B C D
1 ITEMNOFROM DTLNOFROM ITEMNOTO DTLNOTO
2 Cl220B C12207
3 #OFFICESPLKIT 1 #OFFICE SPLKIT 2

e ltem numbers can be formatted or unformatted.

o All other columns are ignored. This means that you can add item descriptions and notes to your
spreadsheet without affecting the file import.
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