Extended Order Entry Order Number SmartFinder

Extended Order Entry

Productivity Tools’ Web Screen customizations add several enhancements to the standard Sage 300
Order Entry Web Screen.

e SmartFinders to find orders, customers, and ship-to locations fast.

Productivity Tools SmartFinders work like Internet search engines — automatically matching the
search strings to multiple fields in the Sage 300 order, customer, and ship-to location records.

e Customer optional fields on the Order Entry Customer tab.

You can customize the list of optional fields displayed in Order Entry using the Options program
for Productivity Tools on the Sage 300 Desktop.

e Option to require PO numbers on orders for all or selected customers.

You select the setting for requiring PO numbers in the Options program for Productivity Tools on
the Sage 300 Desktop. You can also select a customer optional field to specify which customers
require PO numbers on all orders.

For example, you can add a “Yes/No” type customer optional field called “Requires PO Number”
to A/R customer records, and set the field value to “Yes” for specific customers.

Click the following links for details on customization features for the Order Entry Web Screen:

Order Number SmartFinder

Customer Number SmartFinder

Ship-To Location Code SmartFinder

Editing Columns in SmartFinder Grids
Customer Optional Fields

Require Purchase Order Number on Orders

Order Number SmartFinder

Click the Order Number field name to open the SmartFinder for searching orders.

OJE Transactions : Order Entry  Shipment Entry  Invoice Enfry  Credit/Debit Note Copy Orders
L4

O[E Order Entry Options % | . [

* Required
IC_ Order Number )
Order Summary
BT =)
Customer Name

@ Last Shipment Number

Last Invoice Number

Number of Shipments 0

Select Order Options €
Search ‘ |,_J ‘ [] Include Completed Include On Hold
Il Edit Columns
Order Number ‘Order Date Bill-To Name Expected Ship Date Customer Num... Order Description Order Type
ORDOD0000000001 11152019 Mr. Ronald Black 11152019 1200 Please ship ASAP Active
ORDO0000000000Z 111512019 ACME Flumbing 11152019 1210 No backorder please Active
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Extended Order Entry Customer Number SmartFinder

To search for an order:

e Enter part of a customer name or address (or order description or reference) and press the Tab
or Enter key — or click the “~ button at the end of the Search field.

Search | ron los | & |

e Double-click an order to select it and return to the Order form.

Note that the SmartFinder displays only the first 100 matching records. If you don't see the record that
you are looking for, specify additional or more specific search criteria.

Search notes:

e The SmartFinder automatically searches through multiple order fields and displays all
orders containing the search terms.

If one order has “Royal” in the customer name field, and another has it in the address field, both
orders will be displayed.

e Use multiple words in the search field. Search returns all records that contain all parts of the
search string, even if the separate words in the search string are found in different record fields.

o Enter “ron los” to find “Ronald” in “Los Angeles”.

e Search doesn’t care about the word order or intervening words.
o Enter "300 Main" to find entries "300 Main Street" as well as "123 Main Street, Suite 300".

e Usethe “Include Completed” and “Include On Hold” checkboxes to search for completed
and on-hold orders.

e Use search terms like “Active” to filter for Active orders.

e Enter the phone number segments separated by blanks. Enter "451 8991" and search will
find "(451) 555-8991" as well as "(408) 451-8991".

e Dates are stored as YYYYMMDD (20201231 for Dec 31, 2020). You can enter 2020 to find
orders with dates in 2020.

Customer Number SmartFinder

Click the Customer Number field name to open the SmartFinder for searching customers.

OIE Transactions : OrderEntry ShipmentEntry  Invoice Enfry  Credit/Debit Note. Copy Orders
3

ElEl -

OIE Order Entry optons £ [ O
* Required

Order Number

Order Summary
(e el :

W = Customer Name Number of Shipmenis 0
1200 H @ Mr. Ronald Black Last Shipment Number
Last Invoice Number

Select Customer Options ¥
Search | ‘ «! ‘
Customer Number Name Status ‘On Hold Short Name National Account Street 1 Street 2
I 1100 Bargain Mart - San Diego Active No BMT-SD BARMART Bargain Mart Plaza Corner 182.
105 Bargain Mart - Oakland Active Mo BMT-OK BARMART Bargain Mart Plaza Comer 182n
1200 Mr. Ronaid Black Active No BLACK 2820 Wabash Road
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Extended Order Entry Ship-To Location Code SmartFinder

To search for a customer:

e Enter part of a customer name or address (or contact phone or email address) and press the Tab
or Enter key — or click the “~I” button at the end of the Search field.

For example, enter “ron los” to find Ronald Black in Los Angeles.

Select Customer Options £

Search ‘ ron log| |'J‘

Customer Number Name Status. On Hold Short Name National Account Street 1 Street 2

I 1200 Mr. Ronald Black Active No BLACK 2820 Wabash Road

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

Note that the SmartFinder displays only the first 100 matching records. If you don't see the record that
you are looking for, specify additional or more specific search criteria.
Search notes:

e The SmartFinder automatically searches through multiple customer fields and displays all
customer records containing the search terms.

If one customer record has “Royal” in the customer name field, and another has it in the address
field, both records will be displayed.

e Use multiple words in the search field. Search returns all records that contain all parts of the
search string, even if the separate words in the search string are found in different record fields.

o Enter “ron los” to find “Ronald” in “Los Angeles”.

e Search doesn’t care about the word order or intervening words.
o Enter "300 Main" to find entries "300 Main Street" as well as "123 Main Street, Suite 300".

e Enter the phone number segments separated by blanks. Enter "451 8991" and search will
find "(451) 555-8991" as well as "(408) 451-8991".

Ship-To Location Code SmartFinder
Click the Ship-To Location Code field name to open the SmartFinder for searching ship-to locations.

Order

Template Code Purchase Order Number Status Entered By

ACTIVE @

Order Date Order Type On Hold

B m B:

3/30/2021 [i# Active =

(]

Calculate Taxes Create Invoice From Multiple Quotes =

0

Order Description Reference

e

v Shipment Details

Ship-To Location Code )= Default Location Code Location Description
4| Q 1 « Q Central warehouse - Seattle
Deliver By Expected Ship Date
330/2021 1 3/30/2021 5]
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Extended Order Entry Editing Columns in SmartFinder Grids

Select Ship-To Location Options LF
Search | “J ‘

I 1200 HOME Home office Active 12 Elegant Drive

1200 WAREHS Warehouse Active Receiving Dock 17 ‘Wabash Ind.

The program displays all Ship-to locations for the current customer.

To search for a ship-to address if the customer account has many addresses:

Enter part of a name or address (or contact phone or email address) and press the Tab or Enter
key — or click the “~ button at the end of the Search field.

You can find a specific ship-to address by entering some information about the location, such as
the address, city, state, phone number, email, contact name. etc.

Select Ship-To Location Options €%

Search ‘ log |¢-1‘

‘Customer Number Ship-To Location Name Status Street 1 Street 2 Street 3 Street 4

I 1200 HOME Home office Active 12 Elegant Drive

Double-click the ship-to location to select it and return to the Order form.

Note that the SmartFinder displays only the first 100 matching records. If you don't see the record that
you are looking for, specify additional or more specific search criteria.

Search notes:

The SmartFinder automatically searches through multiple ship-to location fields and
displays all records containing the search terms.

If one ship-to location record has “West” in the city name field, and another has it in the address 1
field, both records will be displayed.

Use multiple words in the search field. Search returns all records that contain all parts of the
search string, even if the separate words in the search string are found in different record fields.

o Enter “jeff los” to find “Jefferson Boulevard” in “Los Angeles”.

Search doesn’t care about the word order or intervening words.
o Enter "300 Main" to find entries "300 Main Street" as well as "123 Main Street, Suite 300".

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

Editing Columns in SmartFinder Grids

You can change the order of columns in SmartFinders, and add or remove columns from the grids. Note
that SmartFinders will continue to search on key fields, even if you remove them.

You can edit grid columns by dragging and dropping the columns to new locations or by clicking the Edit
Columns button, then selecting and moving columns in the Edit Columns popup dialog.

The program saves all column changes when you close the SmartFinder, and you can restore default
settings using the Restore Table Defaults link at the bottom of the Edit Columns popup.
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Extended Order Entry Editing Columns in SmartFinder Grids

SmartFinder column settings are entity specific. This means that if you change the settings for the
customer SmartFinder on the Order Entry screen, the changes will appear for all customer SmartFinders.
(Customers, Vendors, Ship-To Locations, Orders, Shipments, etc. are different entities.)

Dragging and Dropping SmartFinder Columns

Drag and drop works as you would expect: just left-click on the SmartFinder column heading, hold down
the mouse button, and drag the heading to a new location.

Select Customer Options €
Search ‘ | o |
Il Edit Columns
CustciN] Custor Number Phone National Account = Street 1 City State/Prov.
I 1100 Bargain Mart - San Diego {408) 451 - 8981 BARMART Bargain Mart Plaza Anytown CA
1105 Bargain Mart - Cakland (408) 451 - 3931 BARMART Bargain Mart Plaza Anytown CA
1200 Mr. Ronald Black (213) 555 - 0274 2820 Wabash Road Los Angeles CA

Editing SmartFinder Columns Using the Edit Columns Popup Dialog Box

To edit Columns with the Edit Columns popup:
e Open the SmartFinder and click the Edit Columns button.

Select Customer Options )

Search | |4_J |

Edit Columns

Phone National Account Street 1 City State/Prov.
I [ an 1 (408) 451 - 3981 BARMART Bargain Mart Plaza Anytown CA .
Customer Number (408) 451 - 3031 BARMART Eargain Mari Plaza Anytown CA
Name (213) 555 - 0274 2820 Wabash Road Los Angeles CA ¢
Phons (816) 555 - 3341 927 Warehouse Road Kansas City Mo 4
(917) 555 - 4444 10349 Sherman Crescent Fairbanks AK

_#l Kistinnal Aecnnnt

iy (416) 555 - 4799 586 Tanner Road Toronto Ontario ¢
Cancel

(804) 555-7272 3741 Main Strest Richmond VA
Rectore Table Defaults
192U MIT STEPNEN KETSNawW (804) 555 - 3372 4730 112th Street Richmond VA
1550 Astral Construction Co Ltd (512) 555 - 9192 418 Canal Drive Austin TX
e Use the checkboxes to add or remove columns. IIl Edit Columns
e Drag and drop columns to new positions in the list. The cursor
changes to the “drag” cursor shown on the right. ] A
e Click the Apply button when you are satisfied with your o ustomer Number
changes, or click the Cancel button to close the popup without
saving new settings. Ehone
e Click Restore table defaults to return the grid to the National Account -

default column settings. -
-

Restore Table Defaults
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Extended Order Entry

Customer Optional Fields

Customer Optional Fields

If you use the Sage 300 Optional Fields module, you can display any optional fields from the A/R

customer record on the Customer tab of the Order Entry screen.

& Session Date Mar30,2021  Administrator +  Sample Company Ltd. Q 0 ﬁ ’
Search

Customer

Help  Sefiings  Tools

Free On Board Point Teritory

£ ‘ Toronto, Ontario ‘ ‘ CA |

a Customer Type

- -]

ar

- Price List Price List Description
|

- Tax Group Tax Group Description

= CALUF @ California State Tax Group

= Customer Account Set * Customer Account Set Description
@ Accounts Receivable, Other

e Terms Code Terms Description

i} @ Due by Invoice Date

‘Optional Field Optional Field Description Value

g AC AC# 1200
ARCNTCTTYPE Accounts Receivable Contact Type Finance

&J CREDTWARNING Customer Credit Warning No
DISCNTGRACE Discount Grace Period 20
DUEDATEFRD Due Date Grace Period 10
NOTE Note Allow greater volume discount
PREFERCUST Preferred Customer Yes

Page oi

SOCEE-

Value Description

Finance

1-7of 7 items

R -

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

You specify which optional fields to display on the Order Entry and Shipment Entry screens in the
Productivity Tools Options program on the Sage 300 Desktop.

Require Purchase Order Number on Orders

Productivity Tool's Extended Order Entry includes an option to force users to include purchase order
numbers on orders and shipments for all or for selected customers. You select this option in the
Productivity Tools Options program on the Sage 300 Desktop.

e The program lets you require PO numbers for all customer orders and shipments — or only for
customers that have a “Yes” value for a specific optional field (for example “Requires PO
Number”).

e |f 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 or shipment.
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Extended Order Entry

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.

e You choose the option and the optional field in the Productivity Tools Options program on the

Sage 300 Desktop:

i

Menu  tem Quantities  Order Entry

[ Order/Shipment Must Have a Purchase Order Number Customer Optional Field

Optional Field name to control this option by customer.

Order/Shipment Customer Optional Fields To Display

e If you use the option to force PO numbers on orders and shipments — 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.

REQPONUM Q

Leave the Customer Optional Field blank if a Purchase Order Mumber is required for all customers. Select a Yes/No Customer

PROSPECT Include > Requires PO Number on Orders & SH Up
Rental Customer Customer Credit Wamini
Temporary Customer SEmiE Note

Require Purchase Order Number on Orders

N O/E Order Entry

* Required

Order Number
Order Summary

e

EEY

—
Customer Number* = Please correct the following issue(s):

1200 @ o Purchase Order Number cannot be blank

‘ Order

Template Code
‘ ACTIVE

Purchase Crder Number

[<][a] | |

Order Type

“ |Actlve ‘v‘

Status Entered By

Order Date [] on Hold

‘ 3/30/2021

¢ In this example, the “Requires PO Number . . .” field also appears on the Customer tab in Order

Entry.
Optional Field ‘Optional Field Description Value
REQPONUM Requires PO Number on Orders & Shipments Yes
CREDTWARNING Customer Credit Waming No
PREFERCUST Preferred Customer Yes
NOTE Note Allow greater volume discount
DISCNTGRACE Discount Grace Period 20
DUEDATEFRD Due Date Grace Period 10
AC ACH 1200
Page of 1

Note that the field appears on the customer tab if:

o It has been added to the Customer record in A/R.

Value Description

1-7 0f 7 items

DOCEE-

o Itwas added to the set of optional fields that are displayed in Order Entry (using the

Productivity Tools Options program).
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