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Orders

Estimates become orders, so it makes sense the two are similar. This document covers the
instructions for filling out the order.

+ From the ADVANTAGE main screen, select Order Processing, then Estimates / Invoices:
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+ ADVANTAGE opens the Estimate / Invoice Entry screen:

Estimate/Invoice Entry

Customer [nformation Line ltem Detail
Search Dptions Credit and Dizcount Info
Customer Mame: | Hew (il Lt
Avail Credit:
Account Mumber:
Dizcount:
Invoice Mumber: Estimate Mumber:
Terms:
Fhone Mumber: .
ax D #:
Contact Person: |
Fax Mumber: Pyt (e
Current:
Parent:
Fazt 30:
Address: past B '7
Pazt 90:
Bad Checks:
City, State, Zip: | |
Salesperson: | j
Entered by: |
Order Description: |
continue | | | |
D EL&S;?;E[ 1 Clear Form [ =] P Help ¥ Esit

Explanation of Terms

When used in this document, the terms invoice, job, and order take on special meaning. To keep down
the confusion, here is how they are used:

Estimate — a price quote you give to the customer, or an internal document that lets you know what
your costs and profit will be if you do the job

Invoice i the document you would send to the customer, meaning the sale is complete, the order is
shipped, and you want your money. Just because an invoice is created by ADVANTAGE, however,
does not mean it is in Accounts Receivable. ADVANTAGE stores the invoices in the background until
you tell it to move the invoice to Accounts Receivable.

Job — Production. Instructions that tell your production department what to do, when do it, and how to
do it.

Order — Essentially, an approved estimate. Estimates become Orders; Orders become Jobs.
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Continuing an Order

Before you complete the order, you have to set up an estimate (see document: Estimates) and convert it to an order (see
document: Converting an Estimate to an Order). Or, you can enter the order directly, following the instructions in document:
Estimates.

+ Bring up the customer and the order information you want to continue. When you are ready to create

Continue

the order, click

+ ADVANTAGE opens the New Order Screen, on the Summary Information tab:

New Order (#1239)

. Line Item Detail Summary Information
Notice ADVANTAGE has = A
assigned a New Order

. Sale: Customer Terms: [C.OD. Tax ID &
Number, and added it to el $404.5 |
the title of the screen. Discount §: Order Date: |03/02/2005 : Shipping/Delivery: v
; : Due-DateiTime: z : +
Discourt %: ue-Dateflime: [03/05/2005 [-] [03:00PM [ = o b0 Now
Job Subtotal: 3404 6 Requestec: [ [<] [ criical [ Create P/0 Later
hiebing $0.0 Next Schedule Date: : [ Tobeshipped | Approval Reg'd.
Sales Tax:

Reference P/O: Project Locator:
Production Group: - Overs %: 0.00

Total-Amount:

o INEE R

Required deposit: $217.4 Address Information
it: China Jade

e Biling  |Sue Noodle

Payment Type: Edit Estimate Intro Address 5274 S. Hulen
Fort Worth, TX 76248

Check Number: I~ Schedule Appt. -
China Jade

Finance Charges: $0.00 N Trailer Notes iglgggsg g:,? \r:,r‘z,?&l,e'[x

balante: $43435 || || SavedtoFile

I Printed Job
Status Location
o WIP (AR " History

+ Customer Terms 1 payment terms for the customer

Tax |ID# - sales tax exemption nhumber

Order Date i use the drop down calendar ZJ to enter the date the order was placed.
ADVANTAGE enters the current date as a default.

+ Shipping Delivery 1 click E to select a shipping method (optional). The ADVANTAGE Shipping
Center will override what you enter here, if different.

4+ Due-Date/Time i use the 3 calendar and the to enter the date and time the order must be
completed for you to meet the Requested date. Time is optional.
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Jra
Line ltem Detail Summary Information
Sale: Customer Terms: [C.OD. Tax ID &
Discourt $: Order Date: |03/02/2005 : ShippingDelivery: _vJ
Discourt %: Due-DatefTime: [03/05/2005 [~| [03:00 PM

+
|-=] [~ Create P/0 Now
Job Subtotal: $404.6 Requested: : | Critical [~ Create P/0 Later

Shipping: Mext Schedule Date: : | Tobeshipped |  Approval Reg'd.
Reference PIO: [— Project Locator: [—
Total-Amount: $434.9 ProductionGrowp: | | Cvers 0.00

Required deposit:

Sales Tax: $30.3

Address Information

R

o China Jade
Deposit: Biling Sue Noodle
Paymert Type: Edit Estimate Intro Address 5274 S. Hulen

Fort Worth, TX 76248
Check Number: I~ Schedule Appt. -
o China Jade
Finance Charges: $0.00 I Trailer Notes 22'5,‘223 ?:: &%?gfrx
Balance: $434.95 [ SavedtoFile
I Printed Job
Status Location
o WIP AR History

Requested 7 use the ZI to enter the date the customer wants delivery of the product

Next Scheduled Date i this is used with the ADVANTAGE Shop Floor package (see document:
Shop Floor)

Critical T check if this is a critical job

These three check boxes are for
information only. They print on the Work
Order for the Production Department.

To be shipped i check if the product is to be shipped

Appr ov ali cReekgf'thd customer needs to approve the art work

Reference P/O 1 the customerd purchase order

Remember : from your c¢yosare@readon Bhe p
customer may send you a purchase order.

Create P/O Now — ADVANTAGE brings up the P/O screen when you save this order

This works best for companies like Tee-Shirt printers. ADVANTAGE
knows how many blank shirts you need, and can set up the basic P/O
information for you.

Create P/O Later 1 you notify ADVANTAGE when you want the P/O created

Project Locator 1 (optional) any other information you would like to use to track this estimate or
order
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() 0 . ‘
Line Item Detail Summary Information
Sale: $404.60 Customer Terms: [COD. Tax ID #:
Discourt $: $0.00 Order Date: |03/02/2005 : Shipping/Delivery: v
Discourt %: o Due-Datertine: [03/0572005 [ J0300PH T2\ = Groatepy Now
Job Subtotal: $404.60 Reauested: [ T[] I lcriical I~ Create P/0 Later
Shipping: $0.00 Next Schedule Date: : |~ Tobe shipped | Approval Reg'd.
Sales Tax: $30.35 Reference PIO: Project Locator:
Total-Amount: $434.95 Production Group: LI Overs %: 0.00
Required deposit: $217.48 Address Information
4 China Jade
Depost: 0.00 | Biling  |Sue Noodle
Payment Type: -] Edit Estimate Intro Address §2?;4\5. :Lul?; —
ot Worth,
Check Number: O Schedule Appt. -
’ China Jade
Finance Charges: $0.00 L Traier Notes i?gfelgsg g:,? {qv%?(dr:?'rx
DRREe $434.95 || || SavedtaFile
—
[~ Printed s This is where the job will be
Sla}_l{SWIP ——— Location  done. For example, a sign
9 ' B might need to be installed at
some specific site.

Notes

’ 8 Customer ) Clear Form [ Save & Print @ Help X Esit

+ Production Group i click =] to select a production group

Production group can be used like a project plan i what department does what work in
what or der . $hiop Rloon ydu can agssyn thegproduction groups automatically.

+ Overs % - allowable percentage of overs; it is defined in System Setup

ADVANTAGE uses this in Shipping Center.

+ Address Information i shows the default address for the customer. These can be changed by
clicking on the appropriate button, which will cause ADVANTAGE to display an address change

window for that location:

+ When you have finished changing the address, click *

The Ok button will save the address for this order only. If you want to save it to your permanent list, click Add/Edit Contacts
and ADVANTAGE will open the Customer/Prospects screen so you can enter it there.
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Line Item Detail Summary Information

Sale: $404.60 Customer Terms: [C.OD. Tax D &
Discourt §; $0.00 Order Date: |03/02/2005 : ShippingDelivery: v
Discourt %: [—000 DR 103” 05/2005 ILI |03:00 PM m I Create P/0 Now
Job Subtotal: $404.60 Requested: : I Critical [~ Create P/0 Later
Shipping: $0.00 Next Schedule Date: : |~ Tobe shipped | Approval Reg'd.
Sales Tax: $30.35 Reference P/O: Project Locator:
Total-Amount: $434.95 Production Group: :J Overs %: 0.00
Required deposit: $217.48 Address Information

- China Jade
pEgEE 0.00 Biling  |Sue Noodle
[ rt Type: Edit E stimate Intro Address  |5274 S. Hulen

ST YRS | = Fort Worth, T 76248
Check Number: O Schedule Appt. -
China Jade
Finance Charges: $0.00 r Trailer Notes i?gﬁ;:? E;: Uv%?‘dp:e'rx
Balance: $434.95 || SavedtoFile
™ Printed Job
Status Location
e WIP (AR " History

= Customer ) Clear Form [ Save & Print @ Help X Esit

Notes

4+ Edit Estimate Intro and Trailer Notes — used on estimates

+ Schedule Appt i not normally used on Orders. Clicking this will cause ADVANTAGE to open the
Schedule Contacts screen:

Schedule Contacts

Contact Customer

[~ Auto Scheduled
Time/Date of Contact Follow-up

Stat [TENIEAI[Z] [02/23/2005[7] | [~ Addto Customer's Notes

End:  [03:30 PM Type of note:

Contact Notes

The Contact Manager is explained more fully
in other documents.

Customer:  MicroSource, Inc.

Employee IJames Brown

+ When you have entered the contact information and click x|
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+ ADVANTAGE brings up the Scheduled Contacts window, showing your appointment as a
highlighted area:

Scheduled Contacts

Thursday February 2005
08:00 &M Mon| Tue Wed Thu Fri | Sat

03:30 AM 1]12]3|4|5
e 789012

13| 14|15 |16 [ 17| 18| 19
09:30 AM
1000 M 2021|2223 25| 26

27 | 28
10:30 AM
11:00 AM
11:30AM RIL_ I o
12:00 PM View Contacts
12:30 PM ™ Appointments
o :00 PM [~ Auto Scheduled Follow-ups

01:30PM Employes? [(allEmployees) )

02:00 PM

Custs g
T ustomer. choose all
02:00 PM |1 Keyword: Find!

03:30 PM - _
04:00 PM Print Options
[~ ByDate Range

B Auto Scheduled [ Appointments R G |

Purge Current Contacts ‘ [v Curent Date

X Esit

4+ Click to return to the Summary Information tab
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Customer Name: i
New Order (#1239) ey linaciade
Line Item Detail Summary Information
—
Sale: $404.60 Customer Terms: [C.OD. Tax D #
Discourt $: $0.00 Order Date: |03/02/2005 : Shipping/Delivery: v
Discourt %: [ om Due-Dateflime: [03/05/2005 [-] [0300PM  [2] = oo ow
Job Subtotal: $404.60 Reguested <] I criical [ Create P/0 Later
Shipping: $0.00 Next Schedule Date: : |~ Tobe shipped |  Approval Reg'd.
Sales Tax: $30.35 Reference PIO: Project Locator:
Total-Amount: $434.95 Production Group: v Overs %: 0.00
Required deposit: $217.48 Address Information
4 China Jade
Deposit: W Biling Sue Noodle
Payment Type: [—LI Edit Estimate Intro Addresg 52
e e " e The check boxes work the same way for
Schedule Appt. and Trailer Notes; if
Finance Charges: soo0 || L Trailer Notes entered them, ADVANTAGE puts a check in
Balance: [ $434%5 | I SavedtoFie the box to let you know.
N—
I Printed
Status Location
WP AR O History

D Customer

Notes

) Clear Form [ Save & Piint @ Help * Esit

Saved to File i ADVANTAGE enters a check in the box if the order has been saved

Printed i ADVANTAGE enters a check here if the order has been printed

Sale Summary Section i a snapshot look at the pricing information on the order. The math here is:

Sale 1 Discount = Job Subtotal + Shipping + Sales Tax = Total-Amount

Required deposit — the amount you determined (in system setup) of deposit you require on

orders

Deposit — the amount of deposit you actually received from the customer

Payment Type — use the drop down menu =] to selecta Payment Type

Check Number — if Payment Typei s Check, enter the customer 6s

More Math: Total-Amount — Deposit + Finance Charges = Balance

Status:

IP- Work in Process; a new order

+
+ A/R- Accounts Receivable; an order that is already billed
+

History- an order already paid
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Printing the Invoice

If the work is not yet complete, it is not necessary to print the invoice yet.

+ Click € B™  ADVANTAGE automatically saves the invoice.
+ ADVANTAGE opens the Print Invoice screen:

Print Invoice for China Jade

The Packing List can ‘What to Print Show Total Output to
i i V' Print
be printed here, or in e ¥ Toalties | an = ——
S ax
Shipping Center. I Work Order info only V' SubTotal - You can use the

IV Include work order info ™ E-Mail Iwcantev@aclivltysoilware.com

Print Packing List
I Print Other

default templates or
use the drop-down
boxes to change
them here.

Printer Template: |v5invD1 invoice template with totals on first page.rpt

Fax Template: IvBva1 invoice template with totals on first page.rpt

W0 Template: Iwatm standard template.rpt

Packing List: I

Ll Lefled L] Lo

Other Template:

1| 24.00| 36.00| 0.00 'mnnl $404 B0

Enter the number of
copies of each type
you want printed here.

[™ Preview?
[ No Collation?

[ Include blank Work Orders?
V¥ Piint Line Item Graphics?

Cancel

+ What to Print - Check the boxes to select what you want printed. Print Other is for custom
templates that do not qualify as any of the other choices.

If you check Include work order info, ADVANTAGE makes the Line Items with Work Orders section available. Items that have work
orders associated with them are checked (wil!l be pri ntwerdgrder Si m
printed.

Line Items & Fork Orders:

3
ColoriType Suartity Tt Discourt
X ik

1| 12.00| 000 0.00 $0.00

~ |pallast T-24 | | 1 of o000 o000 0.00] $0.00 | $142.00
«~  |Bect.labor | | 1 o/ ooo| ooo| ooo| F0.00 | $54.95

| | I | | | | |
< | ] >

+ Check the box(es) to choose if you want to print the totals and/or the subtotals. This is usually
used on estimates not orders.

+ Output to 1 where you want the invoice sent. You can print and email. If you use the ADVANTAGE
Web Order feature and enter an email address, ADVANTAGE sends the customer a link that lets
the customer view the invoice online. If you do not use the Web Order feature, the invoice is sent as
an attachment to the email.

+ Choose Printeri usethe &fmenu to select a different printer
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Print Invoice for China Jade
‘What to Print Show Total Output to

V' Printer
B [V Total Lines =

v Invoi f—
nvoice % Sub Total I~ Fax |817

I “Work Order info only . =
¥ Include work order info [~ E-Mail |wcanlel@acllwtysoﬂwale.com

I Print Packing List
I™ Print Other

Printer Template: |v8invD1 invoice template with totals on first page.rpt

Fax Template: IvBinvD1 invoice template with totals on first page.rpt

W0 Template: Iwotm standard template.rpt

Packing List: [

Other Template: I

4 1| 24.00| 36.00| 0.00 $0.00 $404 60

(AT S amsung ML-1710 Series (Ne01:) v

[T Preview?

™ No Collation?

[™ Include blank Work Orders?
[V Print Line Item Graphics?

Cancel

Preview? i view before you print
No Collation? T you choice to collate or not

Include blank Work Orders? i again, your choice. See the Work Order
document for more information on work order reports

Click ___&n |

+ ADVANTAGE returns to the Summary Information tab

Printing the invoice does not move it to Accounts Receivable.
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