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Main Menu
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MDS Order Entry Training Guid
e

6

Order Entry Menu
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Order Entry
 Overview
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Order Entry
 Log-On Screen
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Order Entry
 Header Screen
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Order Entry
 Header Screen

 Customer Number
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Order Entry Customer Lookup
 Lookup Function
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Order Entry Customer Lookup
 Lookup Function continued
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Order Entry
 Add New Customer
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Order Entry
 Add New Customer continued

Order Entry
Add New Customer continued
CUST CLS - Enter a valid customer class code.
CUST TYPE - Enter a valid customer type code.
CUST TYPE - Enter a valid customer group code, optional.
TERRITORY - Enter a valid territory code, optional.
SPEC INST - Special instructions, optional.  This free text field is for printing on orders and invoices.
CONTRACT# - Enter a contract number, optional.
PUR CONT - Purchasing contact name, optional.
PUR PHONE - Phone number for purchasing contact, optional.
D+B CODE - Dun & Bradstreet code, optional.
SALESMAN - Salesman number.
SHIP TO CODE - Default ship.to code for the account.  This fields is used by the Order Entry subsystem to determine the ship/to information.  The ship.to information can be
changed by the operator during order processing.  Valid Values are:
‘S’ = will print the word ‘SAME’ (referring to the sold to) as the ship.to.
‘R’ = repeats the sold to as the ship.to.
‘NNNNNN’ = use a specific ship.to already present in the ship.to file.
SHIP METHOD - The ship method code. The ship method information can be changed by the operator during order processing.
SHIP ZONE - Enter a shipping zone.
TERMS CODE - Terms code.  This is the default payment terms for the customer.
TAXABLE - Taxable indicator.  ‘Y’ = taxable, ‘N’ = non-taxable.
TAX JURIS - The tax jurisdiction code is used to find the corresponding tax percent from the TAX.RATE or TAX.MATRIX file.
TAX EXEMPT# - Tax exemption number.
SERV. CHG - Service charge on overdue invoices indicator, ‘Y’ or ‘N’.  This field controls the automatic calculation of service charges on overdue A/R items during the service
charge calculation update procedure.  The number of days before an A/R item becomes overdue is defined in the Company file.
CREDIT METH - Credit method code.  This code indicates the method of credit check for this account.  The first digit on the code may have either of the following meanings:
0 - Credit check to be performed against the Master A/R account, if present.  If digit 1 is 0 but the account has not master A/R number, then the credit check is performed
against this individual account (same as if digit 1 = 1).
1 - Credit Check to be performed against this individual account only.
The second digit of the credit method code may have any of the following meanings:
0 - Unlimited credit.  No check is performed.
1 - Check A/R balance against credit limit.
2 - Check the sum of A/R balance plus value of open orders against credit limit.
3 - Check the date of the oldest open invoice against the maximum allowable days (from the Company file).
4 - Numbers 1 and 3 are performed.
5 - Numbers 2 and 3 are performed.
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Order Entry
 Add New Customer continued

Order Entry
Add New Customer continued
CREDIT LIM - Credit limit.  Maximum is 9999999.  Enter the dollar value credit limit for the account.  The credit check program will use this amount (along with other
comparisons depending on the credit method selected) to determine whether or not the account is over its limit.  This option is used in the order entry module and can be viewed
in most accounts receivable inquiries.
CREDIT HOLD - Credit hold indicator (Y/N).  A ‘Y’ in this field means that new orders will be not allowed to be entered onto the system and the user will be given a system
message to contact the AR department.
ACCEPT B/O - Accepts back orders (Y/N).  ‘Y’ =  the customer accepts back orders., ‘N’ = the order entry subsystem will cancel any quantities which would normally become
backorders.
ACCEPT PART - Accepts partial shipment (Y/N).  ‘Y’ = the customer accepts partial shipments,  ‘N’  =  order entry will put the entire quantity for a line into either the “TO BE
PICKED” category or the “BACKORDER” category.
ACCEPT SUBS - Accepts substitutions (Y/N).  ‘Y’ = the customer accepts substitutions, ‘N’ = the system will inhibit both automatic and manual review substitutions during order
entry.
INV COPIES - Number of invoice copies to print.
DEPT# - Customer’s department number.
PRC HLD XMPT - Price hold exemption (Y/N).  If price hold logic is used during order entry, this field will control whether a price hold determination will be done for this
account.
ALC PRIORITY - Allocation priority.  This field controls the allocation of new receipts for all open backorders.  0 is the highest priority, 9 the lowest.  Within a given priority
level, backorders are filled on the basis of age, oldest first.
DUNNING FLAG - Dunning flag indicator (Y/N).  A ‘N’ in this field indicates that dunning letters are not desired for this account.  This field can be used to prepare a list that will
be used by a word processor or “RUNOFF” letter.
MBIND - Enter a ‘Y’ if this customer is a monthly billing customer.  An invoice for this customer will only be produced once a month, normally at month end.
PRICE POINTER - Enter the customer’s price pointer, if using.

ENTER LINE# TO CHANGE, DELETE TO DELETE, ‘0’ TO ACCEPT:
Enter the line number to change.  Enter ‘DELETE’ to delete the record.  Enter ‘0’ to accept to save the record.

The operator will then be transferred back to the Order Entry subsystem.
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Order Entry
 Add New Customer continued
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Order Entry
 Header Screen

 Credit Check
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Order  Entry
 Header Screen

 Credit Check p2
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Order Entry
 Header Screen

 Ship.to
 Required Date
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Order Entry
 Header Screen

 Future
 As of Date
 Salesman
 Commission Percent
 Terms
 Source

Order Entry
Header Screen continued
Future
Orders received far in advance of their due date may be entered into the system using any of the normal order entry procedures.  By comparing the order’s due date to the
current date, the system determines those orders which are to be considered ‘FUTURE’ (Parameter 2).
Although the order is recorded, inventory demand is not affected until the merchandise is actually needed (typically 30 days prior to shipment date).  This feature allows the
distributor to maintain control over future orders, yet at the same time not commit inventory needlessly.
If Parameter (88) is set to ‘Y’ for future orders by line, the future flag and due date can be established for each line on the order.
As the future order conversion program is run, future orders are scanned and converted.  When inventory becomes (is) available, the order lines are released.  Orders may also
be manually flagged as future as well.
When the date entered is considered ‘FUTURE’ the system will display the following message:
DUE DATE > N DAYS IN FUTURE! ORDER NOW A FUTURE.
Hit <ENTER>.
The FUTURE order flag is now set to ‘Y”.

As of Dt - If a special due date should be used to age the invoice, a date can be entered.  If normal aging should occur, no entry is necessary.  The terms will be displayed from
the Customer Master file and can be overridden.

Salesman - The salesman from the Customer Detail file will be displayed.  If the salesman number should be changed, enter a valid salesman number.
To change the salesman number, the operator can enter the number, click on the down arrow next to the Salesman field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function
key to display a list of all valid salesman numbers and names.  To choose the salesman, just double click on the correct salesman number.

Commission % - Based upon settings in the Parameter file, salesman commission can be based upon gross sales or gross profit; and may account for freight absorbed.  The
base package is designed to obtain the commission percent from the Customer file (or override).  Other elements are available to compute commission based on the salesman,
and/or product/customer.

Terms - The terms code and description will be displayed from the Customer Master file.  If you need to change the terms, you can enter a valid terms code, click on the down
arrow next to the Terms field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to display a list of all Terms codes.  To choose Terms code, just double click on the
correct Terms code..
If the operator enters the terms code that is used in conjunction with credit card control system,  a pop up box will appear upon entry of the code.  See next page.

Source - Enter the Order Source code for this order.  The order source file is used to classify how various type of orders are received.  For example: mail, fax, catalog, or
salesman.
To choose the Order Source, the operator can enter the number, click on the down arrow next to the Source field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to
display a list of all valid Source codes and descriptions.  To choose the Source code, just double click on it.
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Order Entry
 Header Screen

 Terms p2
 Credit Card Entry
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Order Entry
 Header Screen

 Customer PO#
 Direct Ship
 Vendor
 Special Instructions
 Caller
 Ship Via

Order Entry
Header Screen continued
Cust PO# - Enter the customer’s PO or reference number, up to 25 characters.  This field is optional and can be used to access orders through the Detailed Open Order Inquiry
program.

Direct - Direct (Drop) Shipment Indicator.  Enter 'DS' at this prompt to indicate a drop ship order.  This will flag the entire order as a Drop Ship Order.  If DS.LINE (Parameter
88) is set to 'Y' for drop ship orders by line, entering a DS here will act as an override and each line of this order will be marked as a DS.  You may change the drop ship flag (and
vendor) for each line on the order.  If you want to flag the entire order to show as a DS order in MDS Inquiries, you should enter DS here.

Vendor - Enter a valid vendor number for this order, or you may also use the <F7> function key, click on the ‘INQUIRY’ icon or click on the down arrow next to the field to
display the lookup box.  The system will display the vendor number and name.  This field is only accessed if the 'Direct' field contains a DS.  The vendor number entered here
can be overridden in the Order Entry Line Items screen.

Special Instructions - The special instructions will display from the customer master record.  However, you may override these instructions and enter new special instructions.
If Special Instructions are added a Special Instructions Pop-up box will be displayed where the user can add multiple lines of text.  This information prints on the pick, pack, and
invoice forms.

Caller - Enter the name of the person placing the order, up to 25 characters.

Ship Via -  The ship via from the customer or ship.to record will be displayed.  If the ship via is not correct, enter a valid ship via or 'M' for manual entry; you will be prompted
for the ship via description. You may also use the <F7> function key, click on the ‘INQUIRY’ icon or click on the down arrow next to the field to choose from a list of valid
shipping methods.
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Order Entry
 Header Screen

 Cash
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Order Entry
 Header Screen

 Monthly Billing
 Consignments/Rentals
 Invoice Complete
 Order Hold
 License#
 DEA#
 Ship Complete
 Cancel Date
 Route
 Daily Stop

Order Entry
Header Screen continued
Monthly Billing - The monthly billing flag (Y or N) from the Customer Master file will be displayed.  The program will default to the entry in the master file, however you may
override the flag for individual orders at this time. If the flag is set to ‘Y’ the invoice will not be printed until the AR End of Month Invoice Print program is ran.
 
Consignments/Rentals - Enter ‘C’ at this prompt if the order you are entering is a consignment order.  Enter ‘R’ at this prompt if the order you are entering is a rental order.
Hit <ENTER> if this order is neither.  If the order is a consignment order you will be forwarded to the RETURN DATE field, enter the date the items are to be returned, or hit
<ENTER> for 30 days after the required date system default.
 
Invoice Complete - Enter a ‘Y’ if this order is to invoice complete.  If the flag is set to ‘Y’, this order will not be billed until the entire order has been shipped.  The program will
default to the flag set in the customer master file, but may be overridden.
 
Order Hold - Enter ‘Y’ to place this order on manual hold.  If placed on hold, the order will remain on hold until the flag is manually changed to ‘N’.  The system default is ‘N’.
 
License# - License number, if any.
 
DEA# - Enter optional DEA#.  If none is entered, it will default from the Customer Master record.
 
Ship Complete - If ‘Y’ is entered the order will only be invoiced when all ordered quantities have been filled.
 
Cancel Date - Enter the date this order should be cancelled. Note: This field is for reporting purposes only.
 
Route - The primary truck route for this customer will be displayed from the Customer Master file.   To change the route, you may use the <F7> function key, click on the
‘INQUIRY’ icon or click on the down arrow next to the field to display the lookup box.  The system will display the truck route code and description.
 
Daily Stop - The stop number on this truck route for this customer, will be displayed from the Customer Master file.  The stop number, which can be overridden, may be up to
99999, and must be a number.
.

ENTER LINE# TO CHANGE, DELETE TO DELETE, ‘0’ TO ACCEPT:
Enter the line number to change.  Enter ‘DELETE’ to delete the record.  Enter ‘0’ to accept to save the record.
When ‘0’ is entered, the system will display:
IS THE ORDER CORRECT TO THIS POINT (CR/N)?
Hit <ENTER> to advance to the next screen or enter ‘N’ to and hit <ENTER> to start over.  If Parameter(21) is set to ‘Y’ for template orders, if you hit <ENTER> and this
customer has an order template you will be prompted:
<RETURN> FOR TEMPLATE#, INQUIRY, TEMPLATE # OR ‘N’ NONE:
For this example, enter ‘N’ and hit <ENTER>.
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Order Entry
 Header Screen

 Function Keys
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Order Entry
 Line Item Entry

 Company Number
 Customer Number
 Selling Warehouse
 Shipping Warehouse
 Order Number
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Order Entry
 Line Item Entry

 Product Lookup
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Order Entry
 Line Item Entry

 Product Lookup p2
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Order Entry
 Line Item Entry

 Product Lookup p3
 Addition of Product
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Order Entry
 Line Item Entry

 Product Lookup p4
 Non-Stock Product
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Order Entry
 Line Item Entry

 Product Lookup p5
 Non-Stock Product
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Order Entry
 Line Item Entry

 Text Entry
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Order Entry
 Line Item Entry

 Comment Entry



MDS Order Entry Training Guid
e

34

Order Entry
 Line Item Entry

 Direct Ship By Line Indicator
 Order Quantity
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Order Entry
 Line Item Entry

 Mini Stock Status
 On Hand
 Availability
 Back Ordered
 In Transit
 On Order
 Next PO
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Order Entry Line Item Entry
 Mini Stock Status

 Case
 Box
 Unit
 Last Date
 Quantity
 Cost
 Price

 Line Item Pricing
 Warehouse
 Cost
 Price Hold
 Gross Profit

Order Entry
Line Item Entry continued
Case - This field contains the quantity that corresponds to the unit of measure "CS".
Box - This field contains the quantity that corresponds to the unit of measure of "BX".
Unit - This field contains the quantity that corresponds to the unit of measure "PK".  It is designed to be used for products that have an "inner" pack which may be shippable.
Last Date - The last date that this customer purchased this product is displayed.
Quantity - The quantity last purchased is displayed.
Cost - The cost of the item the last time is was purchased is displayed.
Price - The price of the item the customer was charged the last time it was purchased, is displayed.

Pricing - There are various techniques for computing prices and discounts.  Some of the available options are:
1. Contract pricing.
2. Special pricing; either specific customer or specific customer class.
3. Quantity break pricing.
4. Price from the product master file.
5. Promotional price.
The price will be displayed depending on which pricing logic id being used.  At this point you can override the price.  The pricing unit of measure will display from the product
master file.

Warehouse - The line item entered will default to the shipping warehouse entered on the header screen.  The selling warehouse can be changed on a line by line basis.  If the
shipping warehouse is incorrect for this item, enter the line number to change and correct the shipping warehouse.  This option is only available for non-direct shipments.
Cost -  The cost is taken from the Product Master file according to the Parameter record and can be overridden during order entry.
PH (Profitability Check and Price Hold) - There are several approaches to insuring that products are sold at appropriate profit margins.  The gross margin is computed on
each line and is compared against pre-stored low-high parameters in either the product master file, product class, or parameter file.  This is an optional check and may be
overridden on a line item basis.
The exceptions can be handled in one of the following manners:
1. The operator is alerted, but override is allowed.
2. Depending on Parameter file settings, the order is processed, and the picking document prepared in a normal fashion.  This insures that the customer’s delivery is not delayed.

The invoice document is not created, instead, the invoice is printed on a price hold report for management review.  Using the Credit Hold/Price Hold Review
programs, prices and costs can be maintained.

3. Depending on Parameter file settings, the order is processed, and the picking documents is not printed.
The picking document is not created, instead, the release is printed on a price hold report for management review.  Using the Credit Hold/Price Hold Review
programs, prices andcosts can be maintained.

Gross Profit -  The gross profit percentage for the line is calculated and displayed for each line.
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Order Entry
 Line Item Entry

 More screen
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Order Entry
 Line Item Entry

 More screen p2
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Order Entry
 Line Item Entry

 Extended Line Value
 Completing Line Item Entry



MDS Order Entry Training Guid
e

40

Order Entry
 Line Item Entry

 Lot Items
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Order Entry
 Line Item Entry

 Lot Items p2
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Order Entry
 Line Item Entry

 Maintaining a Line
 Deleting a Line
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Order Entry
 Line Item Entry

 Adding a Line
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Order Entry
 Line Item Entry

 Kit Items
Kit Components

Kit
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Order Entry
 Line Item Entry

 Substitutions
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Order Entry
 Line Item Entry

 Drop Ship Line Item
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Order Entry
 Line Item Entry

 Groups
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Order Entry
 Line Item Entry

 Groups p2
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Order Entry
 Using Templates
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Order Entry
 Using Templates p2
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Order Entry
 Line Item Entry

 Transfer Warehouse Shipping
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Order Entry
 Line Item Entry

 Transfer Warehouse Shipping p2
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Order Entry
 Line Item Entry

 Function Keys
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Order Entry
 Totals

 Company
 Warehouse
 Customer
 Lines
 Order Quantity
 Ship Quantity
 Open Quantity
 Dollars
 Order Date
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Order Entry
 Totals

 Trade Discount
 Charge Freight
 Ship Zone
 Freight
 Tax Jurisdiction
 Tax Percent
 Miscellaneous Charge
 Cash Discount Percent
 Total
 Salesman
 Commission Percent
 Residential/Commercial

Order Entry
Totals Screen continued
Trade Disc% - Enter a trade discount percent for the entire order.  This will override the trade discount that is on file in the customer master file.

Charge Freight - Charge freight flag (Y or N). This will override the value that is on file in the customer master file.

Ship Via - The ship method from the header screen will be displayed or you may override by entering an 'M' for manual entry.  The code must be a valid ship method code
residing in the SHIP.METHOD file.

Ship Zone - The ship zone is displayed from the customer master file, but can be overridden.

Freight - The freight can be entered manually at this time, or if used, updated though the Shipping Update program.

Tax Juris - The tax jurisdiction is validated to the tax.rate file from the customer and/or ship-to record or manually inputted.

Tax% - The tax percent is obtained from the tax jurisdiction file and is applied to the taxable amount of the order.  It may be overridden at this time with a different percentage.

Misc Charge - If you wish to apply a miscellaneous charge to this order , you can enter a small description first, you will then be prompted for the dollar amount.

Cash Disc% - The cash discount is displayed from the customer master file.  The cash discount will be calculated and the discount percentage and amount will be displayed.
The cash discount may be overridden at this time.

Total - The total of the order is calculated and displayed.

Salesman - The salesman associated with this customer will be displayed.  You can override this field.

Commission% - The commission percent that the salesman will receive for this sale is displayed.  You can override this field.

Resid/Comm - This field is needed for UPS shipping.  "R"esidential or "C"ommercial may be entered.

ENTER LINE# TO CHANGE, ‘0’ TO ACCEPT:
Enter the line number to change.  Enter ‘0’ to accept and save the record.
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Order Entry
 Order Minimum
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Order Entry
 Pick Ticket Creation
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Order Entry
 Totals p4

 Function Keys
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Specific Order Release
 Overview
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Specific Order Release
 Log-On Screen
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Specific Order Release
 Header Screen

 Order Number
 Bill To
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Specific Order Release
 Header Screen

 Ship To
 Customer
 Order Source
 Customer PO#
 As of Date
 Salesman
 Commission Percent
 Ship Via
 Terms
 Special Instructions
 Monthly Billing

Specific Order Release
Header Screen continued
Ship.to - The ship.to may be coded in the Customer file as:
‘S’ - will print the word ‘SAME’ as the ship.to on documents
‘R’ - will repeat the sold-to information as the ship.to on documents
NNNNNN - A specific ship.to number already created in the ship.to file.
If the customer has multiple ship.to address’s, the system will stop at the ship.to field where the Ship.to menu will be displayed.  You have the following options:
Enter the ship.to number for this order.
Enter ‘R’ to repeat the sold-to address.
Enter ‘S’ print the word ‘SAME’ as the ship.to on documents
Enter ‘M’ to manually input the ship.to address
Click on the down arrow next to the ship.to field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to use the lookup function.
The lookup function will display all ship.to’s for the customer.  The operator can choose the ship.to from the list displayed.
Customer - The customer number, from the order record, is displayed.
Ord Src - Enter the Order Source code for this order.  The order source file is used to classify how various type of orders are received.  For example: mail, fax, catalog, or
salesman.
To choose the Order Source, the operator can enter the number, click on the down arrow next to the Source field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to
display a list of all valid Source codes and descriptions.  To choose the Source code, just double click on it.
Cust PO# - Enter the customer’s PO or reference number, up to 25 characters.  This field is optional and can be used to access orders through the Detailed Open Order Inquiry
program.
As of Dt - If a special due date should be used to age the invoice, a date can be entered.  If normal aging should occur, no entry is necessary.  The terms will be displayed from
the Customer Master file and can be overridden.
Salesman - The salesman from the Customer Detail file will be displayed.  If the salesman number should be changed, enter a valid salesman number.
To change the salesman number, the operator can enter the number, click on the down arrow next to the Salesman field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function
key to display a list of all valid salesman numbers and names.  To choose the salesman, just double click on the correct salesman number.
Commission % - Based upon settings in the Parameter file, salesman commission can be based upon gross sales or gross profit; and may account for freight absorbed.  The
base package is designed to obtain the commission percent from the Customer file (or override).  Other elements are available to compute commission based on the salesman,
and/or product/customer.
Ship Via -  The ship via from the customer or ship.to record will be displayed.  If the ship via is not correct, enter a valid ship via or 'M' for manual entry; you will be prompted
for the ship via description. You may also use the <F7> function key, click on the ‘INQUIRY’ icon or click on the down arrow next to the field to choose from a list of valid
shipping methods.
Terms - The terms code and description will be displayed from the Customer Master file.  If you need to change the terms, you can enter a valid terms code, click on the down
arrow next to the Terms field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to display a list of all Terms codes.  To choose Terms code, just double click on the
correct Terms code.
If the operator enters the terms code that is used in conjunction with credit card control system,  a pop up box will appear upon entry of the code.  See next page.
Spec Ins - The special instructions will display from the customer master record.  However, you may override these instructions and enter new special instructions. If Special
Instructions are added a Special Instructions Pop-up box will be displayed where the user can add multiple lines of text.  This information prints on the pick, pack, and invoice
forms.
M/Bill - The monthly billing flag (Y or N) from the Customer Master file will be displayed.  The program will default to the entry in the master file, however you may override the
flag for individual orders at this time. If the flag is set to “Y” the invoice will not be printed until the AR End of Month Invoice Print program is ran.
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Specific Order Release
 Header Screen

 Terms
 Credit Card Entry
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Specific Order Release
 Header Screen

 Function Keys
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Specific Order Release
 Line Item Screen
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Specific Order Release

Specific Order Release
Line Item Screen continued
Prod# - The product number and its’ first line of description is displayed.
Open - The quantity ordered that is still open and its’ corresponding unit of measure.
Pick - The quantity in pick and it’s corresponding unit of measure.
Cncl - The cancelled quantity and it’s corresponding unit of measure. The cancel quantity will reduce the backorder quantity.  For example, if the open quantity is 100 and 75 is
entered in the pick column and 25 is entered in the cancel quantity, the backorder (open) quantity will be reduced by 25 to 0.
Price - The price of the item, displayed from the Order record.  To override, an ‘O’ must be placed on the CD field.
Disc% - The discount percent, displayed from the Order record.
Cost - The cost, displayed from the Order record.
CD - The price source is displayed.  To override the price of the item an ‘O’ must be inputted.  To change the commission percent on a line, an ‘O’ must be inputted here.  Valid
codes are:  "O"- Override, "C"- Contract price, "F"- Price from product file, "P"- Price pointer override, "D"- Discount override, "1-9"- Price pointers.
Cust Item - This is an optional entry, which can be entered if the Parameter(1) is set to ‘Y’.  If a Contract record contains the customer item number, the customer item number
will be displayed.
Comm% - The commission percent is displayed and can be overridden. See Price Source.
Tax - An item is coded taxable ‘Y’ or non-taxable ‘N’ in product maintenance.  The Tax Matrix file is also checked to determine if the product class is not taxable in the specific tax
jurisdiction.  This may be overridden.
PH - PH (Profitability Check and Price Hold) - There are several approaches to insuring that products are sold at appropriate profit margins.  The gross margin is computed
on each line and is compared against pre-stored low-high parameters in either the product master file, product class, or parameter file.  This is an optional check and may be
overridden on a line item basis.
The exceptions can be handled in one of the following manners:
1. The operator is alerted, but override is allowed.
2. Depending on Parameter file settings, the order is processed, and the picking document prepared in a normal fashion.  This insures that the customer’s delivery is not delayed.

The invoice document is not created, instead, the invoice is printed on a price hold report for management review.  Using the Credit Hold/Price Hold Review
programs, prices and costs can be maintained.

3. Depending on Parameter file settings, the order is processed, and the picking documents is not printed.
The picking document is not created, instead, the release is printed on a price hold report for management review.  Using the Credit Hold/Price Hold Review
programs, prices and costs can be maintained.

After all line items are selected to be released you will be prompted.
ENTER LINE # TO RELEASE, ‘C’HANGE ORDER# OR ‘0' TO ACCEPT:
At this point you can select a line number to change backorder, pick or cancel quantity.
The cancel quantity will reduce the backorder quantity.  For example, if the open quantity is 100 and 75 is entered in the pick column and 25 is entered in the cancel quantity,
the backorder (open) quantity will be reduced by 25 to 0.
Enter ‘0' to accept.
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Specific Order Release
 Line Item Screen

 Released Items
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Specific Order Release
 Line Item Screen

 Function Keys
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Specific Order Release
 Totals Screen

 Trade Discount
 Charge Freight
 Ship Via
 Ship Zone
 Freight
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Specific Order Release
 Totals Screen

 Tax Jurisdiction
 Tax Percent
 Sales Tax Calculation
 Miscellaneous Charge
 Cash Discount Percent
 Salesman
 Commission Percent
 Residential/Commercial
 Order Minimums

Specific Order Release
Totals Screen continued
Tax Juris - The tax jurisdiction is validated to the Tax.Rate file from the original Order record to the Tax.Rate file.

Tax % - The tax percentage is displayed from the original Order record.  Override will only affect this release.

Sales Tax Calculation - The tax amount is computed based upon the tax jurisdiction stored in the original Order record and the value of the items on this release.  The tax
base will include all taxable items.  Any product classes that have a tax matrix for the customer’s tax jurisdiction will be excluded from the tax base.  The percentage, taxable
amount and tax amount are displayed.

Misc Charge - A miscellaneous charge and description may be added to the release if necessary.

Cash Disc% - The cash discount will be calculated and the discount percentage and amount will be displayed.

Salesman - The salesman from the Order record will be displayed.  If the salesman number should be changed, enter a valid salesman number.

Commission % - The commission % from the Order record will be displayed.  If the commission % should be changed, enter a new commission %.

Resid/Comm - This field is needed for UPS shipping.  Options available are ‘R’esidential or ‘C’ommerical.

ORDER MINIMUMS - A minimum order amount can be specified.  At the completion of the release the total release amount is compared to the minimum amount.  If the order
fails the minimum check, one of the following actions can be taken:
1. BO - All items on the release can remain backorders.
2. RETURN - The release may be approved as is.
3. S - A surcharge may be added to the release amount.
4. C - The release may be canceled.

The final specific order release prompt allows the operator to accept, cancel or change the release.

ENTER LINE# TO CHANGE, 0 TO ACCEPT ORDER:
Enter a specific line number on the totals screen to change to any of the total screen entries.
If ‘CANCEL’ is entered, the release remains the same, and all quantities committed during this specific order release will be released.
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Specific Order Release
 Pick Ticket Creation
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Specific Order Release
 Totals Screen

 Function Keys
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Verification – Invoicing
 Log-On Screen

 Overview



MDS Order Entry Training Guid
e

74

Verification – Invoicing
 Header Screen

 Release Entry
 Customer Notes
 Accept Header
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Verification - Invoicing
 Header Screen

 Bill To
 Ship To
 Ship Date
 Commission Percent
 As of Date
 Salesman
 Ship Via
 Terms

Verification – Invoicing
Header Screen continued
Bill To - The Bill To information, this is the account the Accounts Receivable will invoice to.

Ship.to - The ship.to may be coded in the Customer file as:
‘S’ - will print the word ‘SAME’ as the ship.to on documents
‘R’ - will repeat the sold-to information as the ship.to on documents
NNNNNN - A specific ship.to number already created in the ship.to file.

If the customer has multiple ship.to address’s, the system will stop at the ship.to field where the Ship.to menu will be displayed.  You have the following options:
Enter the ship.to number for this order.
Enter ‘R’ to repeat the sold-to address.
Enter ‘S’ print the word ‘SAME’ as the ship.to on documents
Enter ‘M’ to manually input the ship.to address
Click on the down arrow next to the ship.to field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to use the lookup function.
The lookup function will display all ship.to’s for the customer.  The operator can choose the ship.to from the list displayed.

Ship Dt - The ship date.  The date displayed comes from the Verification - Invoicing Log On Screen, field Invoice Date.

Commission % - Based upon settings in the Parameter file, salesman commission can be based upon gross sales or gross profit; and may account for freight absorbed.  The
base package is designed to obtain the commission percent from the Customer file (or override).  Other elements are available to compute commission based on the salesman,
and/or product/customer.

As of Dt - If a special due date should be used to age the invoice, a date can be entered.  If normal aging should occur, no entry is necessary.  The terms will be displayed from
the Customer Master file and can be overridden.

Salesman - The salesman from the Customer Detail file will be displayed.  If the salesman number should be changed, enter a valid salesman number.
To change the salesman number, the operator can enter the number, click on the down arrow next to the Salesman field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function
key to display a list of all valid salesman numbers and names.  To choose the salesman, just double click on the correct salesman number.

Ship Via -  The ship via from the customer or ship.to record will be displayed.  If the ship via is not correct, enter a valid ship via or 'M' for manual entry; you will be prompted
for the ship via description. You may also use the <F7> function key, click on the ‘INQUIRY’ icon or click on the down arrow next to the field to choose from a list of valid
shipping methods.

Terms - The terms code and description will be displayed from the Customer Master file.  If you need to change the terms, you can enter a valid terms code, click on the down
arrow next to the Terms field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to display a list of all Terms codes.  To choose Terms code, just double click on the
correct Terms code.
If the operator enters the terms code that is used in conjunction with credit card control system,  a pop up box will appear upon entry of the code.  See next page.
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Verification – Invoicing
 Header Screen

 Terms
 Credit Card Entry
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Verification - Invoicing
 Header Screen

 Special Instructions
 Order Source
 Customer PO#
 Monthly Billing
 Route
 Stop

Verification – Invoicing
Header Screen continued
Spec Ins - The special instructions will display from the customer master record.  However, you may override these instructions and enter new special instructions. If Special
Instructions are added a Special Instructions Pop-up box will be displayed where the user can add multiple lines of text.  This information prints on the pick, pack, and invoice
forms.

Ord Src - Enter the Order Source code for this order.  The order source file is used to classify how various type of orders are received.  For example: mail, fax, catalog, or
salesman.
To choose the Order Source, the operator can enter the number, click on the down arrow next to the Source field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to
display a list of all valid Source codes and descriptions.  To choose the Source code, just double click on it.

Cust PO# - Enter the customer’s PO or reference number, up to 25 characters.  This field is optional and can be used to access orders through the Detailed Open Order Inquiry
program.

M/Bill - The monthly billing flag (Y or N) from the Customer Master file will be displayed.  The program will default to the entry in the master file, however you may override the
flag for individual orders at this time. If the flag is set to ‘Y’ the invoice will not be printed until the AR End of Month Invoice Print program is ran.

Route - The primary truck route for this customer will be displayed from the Customer Master file.   To change the route, you may use the <F7> function key, click on the
‘INQUIRY’ icon or click on the down arrow next to the field to display the lookup box.  The system will display the truck route code and description.

Stop - The stop number on this truck route for this customer, will be displayed from the Customer Master file.  The stop number, which can be overridden, may be up to 99999,
and must be a number.
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Verification – Invoicing
 Header Screen

 Header Function
Keys
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Verification – Invoicing
 Line Items Screen

 Overview
 No Shipping

Discrepancies
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Verification – Invoicing
 Line Items Screen

 Line Item Changes
 Substitute Items
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Verification – Invoicing
 Line Items Screen

 Line Item Changes
 Shipping

Discrepancies
 Price and Cost

Override
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Verification – Invoicing
 Line Items Screen

 More Screen
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Verification – Invoicing
 Line Items Screen

 Adding Comments
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Verification – Invoicing
 Line Items Screen

 Lot Entry
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Verification – Invoicing
 Line Items Screen

 Accept
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Verification – Invoicing
 Line Items Screen

 Line Items Function
Keys
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Verification – Invoicing
 Line Items Screen

 Location Out of
Balance Screen
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Verification – Invoicing
 Line Items Screen

 Location Out of
Balance Screen
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Verification – Invoicing
 Total Screen

 Trade Discount Percent
 Charge Freight
 Ship Via
 Ship Zone
 Freight
 Tax Jurisdiction
 Tax Percent
 Miscellaneous Charge
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Verification – Invoicing
 Total Screen

 Cash Discount Percent
 Salesman
 Commission Percent
 Actual Freight
 Picker
 Packer
 Cartons
 Residential/Commercial
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Verification
 Packing Slip
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Verification – Invoicing
 Total Screen

 Function Keys
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Shipping Update
 Overview
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Shipping Update
 Release Number

 Verification



MDS Order Entry Training Guid
e

95

Shipping Update
 Release Number
 Verification

 Customer Bill To and Ship To
 Ship Via
 Weight
 Cartons
 Charge Freight
 Freight
 Box Weight
 Box Charge
 Tracking Number
 Box Date

Shipping Update continued
3.  With Parameter 43 = “S”, the user must access the Shipping Update module manually.  When accessed, the user can type in the Release number and hit <ENTER> or click on
the down arrow next to the field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to display a list of all Releases still needing to go through the shipping update and
select the Release number from the list.
If the package(s) for this release have NOT been processed through the UPS Worldship system, the release number will be displayed along with the message:
Release XXXXXXXXXXX has no Freight Record, Continue (Y/N)?
Enter ‘Y’ and hit <ENTER> to continue.  This will display the information that is stored in the release record.
At this point, the UPS Worldship system update for this release needs to be completed.
To update the freight information from the UPS Worldship system, the user can click on the icon ‘UPD FRT’ or hit the Shift ‘F1’ function key. This will update the screen with the
shipping information from UPS Worldship.

4. With Parameter 43 = “S”, the user must access the Shipping Update module manually.  When accessed, the user can type in the Release number and hit <ENTER> or click on
the down arrow next to the field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to display a list of all Releases still needing to go through the shipping update and
select the Release number from the list.
If the package(s) for this release have been processed through the UPS Worldship system, the release number will be displayed along with the shipping information.

Customer Bill To and Ship To - this information is displayed from the customer master record.
Ship Via - displayed from the release record.
Weight - displayed from UPS Worldship or can be inputted manually.
Cartons - displayed from UPS Worldship or can be inputted manually.
Charge Freight - displayed from the release record.
Freight - the freight amount is displayed from UPS Worldship or can be inputted manually.

Box Weight - displayed from UPS Worldship.
Box Charge - displayed from UPS Worldship.
Tracking Number - displayed from UPS Worldship.
Box Date - displayed from UPS Worldship.

Any of the numbered fields can be changed manually by typing the field number and hitting <ENTER> to access the field.

Enter Line# to Change, 0 or END to Invoice:
Enter a line number to make any necessary changes.  The user can either enter ‘0’, ‘END’, click on the ‘OK/END’ icon, or hit the ‘F2’ function to save your changes and Invoice
this release.
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Shipping Update
 Invoice Print
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Shipping Update
 Function Keys
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Invoice and Credit Memo
Voids
 Overview
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Invoice and Credit Memo
Voids
 Log-On Screen
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Invoice and Credit Memo
Voids
 Display and Input
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Invoice and Credit Memo
Voids
 Display and Input
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One Step Invoicing
 Overview
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Credit Memo Processing
 Overview
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Credit Memo Processing
 Log-On Screen
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Credit Memo Processing
 Customer
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Credit Memo Processing
 Ship.to
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Credit Memo Processing
 Return/Non-Return
 Reason
 Return#
 Invoice#
 Terms
 Salesman
 Commission Percent
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Credit Memo Processing
 Customer PO#
 Direct Ship
 Vendor
 Special Instructions
 Monthly Billing

Credit Memo Processing
Header Screen continued
Cust Po # - Enter the customer's purchase order number.  If necessary, it may be printed on the credit memo for the customer's reference.
Direct - Enter 'DS' for direct shipment, or <ENTER> for non-direct shipment.
Vendor - Enter the vendor number if this item is a direct shipment return back to the vendor.  The vendor number entered is validated to the Vend.Mast file.
Spec Ins - The special instructions from the Customer Master record will be displayed.  Any special instructions up to 25 alpha characters can be entered if no special
instructions exist or existing special instructions may be overridden (optional).
M/BILL - The monthly billing flag from the Customer Master file will be displayed.

Dept - If the customer is also a COS (customer order system) customer, and a department number is not in the COS file, the program will prompt as follows:
DEPT NOT ON DEPARTMENT FILE IS THIS OFF CONTRACT (Y/N)
If ‘Y’ is entered the system will bypass the department number.  If ‘N’ is entered the program will look for the COS department and load the department address into
the shipping address of the order.
Req - Enter a requisition number.
Enter the requisition number or hit <ENTER> for no number (optional).

ENTER LINE # TO CHANGE, DELETE TO DELETE, 0 TO ACCEPT:
Enter the line number to change.  Enter ‘DELETE’ to delete the record.  Enter ‘0’ to accept to save the record.
Once the header information is entered you will be prompted:

IS THE CREDIT MEMO CORRECT TO THIS POINT (Y/N):

If <ENTER> is hit the header is accepted and the program continues to the next screen.  If 'N' is selected the program returns to the customer number prompt for re-entry of
credit memo header and the credit memo is flagged as canceled.
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Credit Memo Processing
 Function Keys
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Credit Memo Processing
 Line Input

 Reason
 Return/Non-Return
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Credit Memo Processing
 Line Input

 Product Lookup
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Credit Memo Processing
 Line Input

 Product Lookup p2
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Credit Memo Processing
 Line Input

 Quantity
 CD
 Price
 Discount
 Cost
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Credit Memo Processing
 Line Input

 More screen
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Credit Memo Processing
 Line Item Entry

 Text Entry
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Credit Memo Processing
 Line Item Entry

 Comment Entry
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Credit Memo Processing
 Line Item Entry

 Lot Items
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Credit Memo Processing
 Line Item Entry

 Function Keys
 MDS Inquiries
 AR Inquiries
 Lots
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Credit Memo Processing
 Totals

 Company
 Warehouse
 Customer
 Lines
 Ship Quantity
 Dollars
 Order Date
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Credit Memo Processing

Credit Memo Processing
Totals Screen continued
Trade Disc% - Enter a trade discount percent for the entire credit memo.  This will override the trade discount that is on file in the customer master file.

Ship Via - The ship method from the header screen will be displayed or you may override by entering an 'M' for manual entry.  The code must be a valid ship method code
residing in the SHIP.METHOD file.

Ship Zone - The ship zone is displayed from the customer master file, but can be overridden.

Freight - The freight can be entered manually at this time.

Tax Juris - The tax jurisdiction is validated to the tax.rate file from the customer and/or ship-to record or manually inputted.

Tax% - The tax percent is obtained from the tax jurisdiction file, and is applied to the taxable amount of the order.  It may be overridden at this time with a different
percentage.

Misc Charge - If you wish to apply a miscellaneous charge to this credit memo , you can enter a small description first, you will then be prompted for the dollar amount.

Cash Disc% - The cash discount is displayed from the customer master file.  The cash discount will be calculated and the discount percentage and amount will be displayed.
The cash discount may be overridden at this time.

Salesman - The salesman associated with this customer will be displayed.  You can override this field.

Commission% - The salesman’s commission percent.

ENTER LINE# TO CHANGE, ‘0’ TO ACCEPT:
Enter the line number to change.  Enter ‘0’ to accept and save the record.
Once the operator types ‘0’ and hits <ENTER> the Credit Memo will be generated.
If Invoice Printing online is enabled, the Credit Memo will be printed immediately, if not it will be in the End of Day.
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Credit Memo Processing
 Totals p4

 Function Keys
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Pro-Forma Entry
 Overview
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Backorder Priority Changes
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Credit Hold/Price Hold Review
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Credit Hold/Price Hold Review
 Orders
 Releases
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Credit Hold/Price Hold Review
 Release

 Remove from Credit Hold
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Credit Hold/Price Hold Review
 Release

 Remove from Credit Hold
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Credit Hold/Price Hold Review
 Credit Hold/Price Hold Review

 Remove from Credit Hold
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Credit Hold/Price Hold Review
 Release

 Remove from Credit Hold
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Credit Hold/Price Hold Review
 Release

 Remove from Credit Hold
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Credit Hold/Price Hold Review

 Remove from Price Hold
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Credit Hold/Price Hold Review
 Remove from Price Hold
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Credit Hold/Price Hold Review
 Remove from Price Hold
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Credit Hold/Price Hold Review
 Remove from Price Hold
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Transfer Entry
 Overview
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Transfer Entry
 Header Screen

 Date
 Company
 Selling warehouse
 Shipping warehouse
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Transfer Entry
 Header Screen

 Customer/Warehouse Input
 Order Number
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Transfer Entry
 Header Screen

 Ship.to
 Required Date
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Transfer Entry
 Header Screen

 Future
 As of Date
 Salesman
 Commission Percent
 Terms
 Source
 Customer PO#

Transfer Entry
Header Screen continued
Future
Orders received far in advance of their due date may be entered into the system using any of the normal order entry procedures.  By comparing the order’s due date to the
current date, the system determines those orders which are to be considered ‘FUTURE’ (Parameter 2).

Although the order is recorded, inventory demand is not affected until the merchandise is actually needed (typically 30 days prior to shipment date).  This feature allows the
distributor to maintain control over future orders, yet at the same time not commit inventory needlessly.

If Parameter (88) is set to ‘Y’ for  future orders by line the future flag and due date can be established for each line on the order.

As the future order conversion program is run, future orders are scanned and converted.  When inventory becomes (is) available, the order lines are released.  Orders may also
be manually flagged as future as well.
When the date entered is considered ‘FUTURE’ the system will display the following message:
DUE DATE > N DAYS IN FUTURE! ORDER NOW A FUTURE.
Hit <ENTER>.
The FUTURE order flag is now set to ‘Y”.

As of Dt - If a special due date should be used to age the invoice, a date can be entered.  If normal aging should occur, no entry is necessary.  The terms will be displayed from
the Customer Master file and can be overridden.

Salesman - The salesman from the Customer Detail file will be displayed.  If the salesman number should be changed, enter a valid salesman number.
To change the salesman number, the operator can enter the number, click on the down arrow next to the Salesman field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function
key to display a list of all valid salesman numbers and names.  To choose the salesman, just double click on the correct salesman number.

Commission % -No commissions will be calculated for warehouse transfers.
The base package is designed to obtain the commission percent from the Customer file (or override).  Other elements are available to compute commission based on the
salesman, and/or product/customer.

Terms - The terms code and description will be displayed from the Customer Master record.  The terms however, will not be necessary because no Accounts Receivable record
will be generated.

Source - Enter the Order Source code for this order.  The order source file is used to classify how various type of orders are received.  For example: mail, fax, catalog, or
salesman.
To choose the Order Source, the operator can enter the number, click on the down arrow next to the Source field, click on the ‘INQUIRY’ icon, or hit the ‘F7’ function key to
display a list of all valid Source codes and descriptions.  To choose the Source code, just double click on it.

Cust PO# - Enter the customer’s PO or reference number, up to 25 characters.  This field is optional and can be used to access orders through the Detailed Open Order Inquiry
program.
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Transfer Entry
 Header Screen

 Direct Ship
 Vendor
 Special Instructions
 Caller
 Ship Via
 Cash
 Monthly Billing
 Consignments/Rentals
 Invoice Complete
 Order Hold
 License Number
 DEA Number
 Ship Complete
 Cancel Date
 Route
 Daily Stop

Transfer Entry
Header Screen continued
Direct - Transfers which are to be drop shipped directly from the vendor to the receiving warehouse can be entered through the normal transfer entry procedure.  The additional
steps taken are: 
1.Inventory on hand and quantity committed to customer's orders are not updated.
2.Unit sales quantities are separately stored so as to not distort the demand calculations used in the inventory management system.
3.Notification to the purchasing department is generated, reflecting the customer to whom the merchandise is to be shipped, the required date of the order, and the vendor,
product and quantities involved.
If Parameter (87) is set to 'Y' for drop ship orders by line the drop ship flag can be established for each line on the order.
Vendor - Enter a valid vendor number for this order, or you may also use the <F7> function key, click on the ‘INQUIRY’ icon or click on the down arrow next to the field to
display the lookup box.  The system will display the vendor number and name.  This field is only accessed if the 'Direct' field contains a DS.  The vendor number entered here
can be overridden in the Order Entry Line Items screen.
Special Instructions - The special instructions will display from the customer master record.  However, you may override these instructions and enter new special instructions.
If Special Instructions are added a Special Instructions Pop-up box will be displayed where the user can add multiple lines of text.  This information prints on the pick, pack, and
invoice forms.
Caller - Enter the name of the person placing the order, up to 25 characters.
Ship Via -  The ship via from the customer or ship.to record will be displayed.  If the ship via is not correct, enter a valid ship via or 'M' for manual entry; you will be prompted
for the ship via description. You may also use the <F7> function key, click on the ‘INQUIRY’ icon or click on the down arrow next to the field to choose from a list of valid
shipping methods.
Cash - Cash sales may not be entered for warehouse transfers.
Monthly Billing - The monthly billing flag (Y or N) from the Customer Master file will be displayed.  The program will default to the entry in the master file, however you may
override the flag for individual orders at this time. If the flag is set to ‘Y’ the invoice will not be printed until the AR End of Month Invoice Print program is ran.
Consignments/Rentals - Enter ‘C’ at this prompt if the order you are entering is a consignment order.  Enter ‘R’ at this prompt if the order you are entering is a rental order.
Hit <ENTER> if this order is neither.  If the order is a consignment order you will be forwarded to the RETURN DATE field, enter the date the items are to be returned, or hit
<ENTER> for 30 days after the required date system default.
Invoice Complete - Enter a ‘Y’ if this order is to invoice complete.  If the flag is set to ‘Y’, this order will not be billed until the entire order has been shipped.  The program will
default to the flag set in the customer master file, but may be overridden.
Order Hold - Enter ‘Y’ to place this order on manual hold.  If placed on hold, the order will remain on hold until the flag is manually changed to ‘N’.  The system default is ‘N’.
License# - License number, if any.
DEA# - Enter optional DEA#.  If none is entered, it will default from the Customer Master record.
Ship Complete - If ‘Y’ is entered the order will only be invoiced when all ordered quantities have been filled.
Cancel Date - Enter the date this order should be cancelled. Note: This field is for reporting purposes only.
Route - The primary truck route for this customer will be displayed from the Customer Master file.   To change the route, you may use the <F7> function key, click on the
‘INQUIRY’ icon or click on the down arrow next to the field to display the lookup box.  The system will display the truck route code and description.
Daily Stop - The stop number on this truck route for this customer, will be displayed from the Customer Master file.  The stop number, which can be overridden, may be up to
99999, and must be a number.
ENTER LINE# TO CHANGE, DELETE TO DELETE, ‘0’ TO ACCEPT:
Enter the line number to change.  Enter ‘DELETE’ to delete the record.  Enter ‘0’ to accept to save the record.
When ‘0’ is entered, the system will display:
IS THE ORDER CORRECT TO THIS POINT (CR/N)?
Hit <ENTER> to advance to the line item screen or enter ‘N’ to and hit <ENTER> to start over.
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Transfer Entry
 Header Screen

 Function Keys
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Release Preview
 Log On Screen
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Release Preview
 Backorder
 Remove Invoice Complete
 Redisplay
 Next Release
 Remove Ship Complete
 End
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Backorder Allocation and
Release
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Backorder Allocation and
Release
 Future Order Conversion
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Backorder Allocation and
Release
 Future Order Conversion
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Backorder Allocation and
Release
 Order Allocation
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Backorder Allocation and
Release
 Order Allocation
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Backorder Allocation and
Release
 Order Allocation

 Reports
 Daily Allocation Report
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Backorder Allocation and
Release
 Order Allocation

 Reports
 Allocation Reports - By Customer
 Allocation Recap Report - By Product Type
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Backorder Allocation and
Release
 Manual Reallocation



MDS Order Entry Training Guid
e

152

Backorder Allocation and
Release
 Manual Reallocation
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Backorder Allocation and
Release
 Release Processing
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Start Automated Pick Ticket
Print
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Order Maintenance
 Overview
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Release Maintenance
 Overview
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Release Maintenance
 Log On Screen
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Release Maintenance
 Header Screen

 Release#
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Release Maintenance
 Header Screen

 Ship.to
 Ship Date
 Commission Percent
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Release Maintenance
 Header Screen

 As of Date
 Salesman
 Ship Via
 Terms
 Special Instructions
 Order Source
 Customer PO#
 Monthly Billing
 Consignment
 Return Date

Release Maintenance
Header Screen continued
As Of Dt - If a special due date should be used to age the invoice, a date can be entered.  If normal aging should occur, based on normal terms default in the Customer Master
record, no entry is necessary.

Salesman - The salesman from the Release record will be displayed.  If the salesman number should be changed, enter a valid salesman number.

Ship VIA - The ship via from the release record will be displayed. If the ship via is not correct enter
a valid ship via or 'M' for manual entry.  If you enter 'M' for manual entry, you will be prompted for the ship via description.

Terms - The terms code and description will be displayed from the Release record.  If you need to change the terms, you can enter a valid terms code.

Spec Inst - The special instructions will display from the Release record.  If you want to change the special instructions, you can enter new special instructions.

Ord Src - The order source is displayed form the release.  If an order source is entered it will be validated to the Ord.Source file.  (i.e. order source can be used to classify
different types of orders: reorders, phone orders, walk-in etc.)

Cust PO# - The customer purchase order is displayed from the release.  The customer purchase order number is optional and can be used to access orders through the detailed
order inquiry program.

M/Bill - The monthly billing flag from the Customer Master file will be displayed.

Consignment - The consignment is displayed but may not be changed.

Return Date - The consignment return date us displayed from the original order.
 
Enter Line# to Change, DELETE to Delete, 0 to Accept:
Enter ‘0’ and hit <ENTER>.  You can also hit the ‘F2’ function key, the ‘F8’ function key, click on the ‘OK/END’ icon or click on the ‘CANCEL’ icon.

If <ENTER> is selected the program will prompt:
 
BYPASS THE DETAILS (Y/CR)?
For this example, hit <ENTER>.  You may also enter ‘Y' to bypass the line item screen, and proceed to the total screen.
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Release Maintenance
 Header Screen

 Function Keys
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Release Maintenance
 Line Items Screen



MDS Order Entry Training Guid
e

163

Release Maintenance
 Line Items Screen

 More screen
 More
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Release Maintenance
 Line Items Screen

 Hold
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Release Maintenance
 Line Items Screen

 Comment Entry
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Release Maintenance
 Line Items Screen

 Function Keys
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Release Maintenance
 Total Screen

 Trade Discount Percent
 Charge Freight
 Ship Via
 Ship Zone
 Freight
 Tax Jurisdiction
 Tax Percent
 Miscellaneous Charge
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Release Maintenance
 Total Screen

 Cash Discount
Percent

 Salesman
 Commission Percent
 Actual Freight
 Picker
 Packer
 Cartons
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Release Maintenance
 Totals Screen

 Function Keys
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Order Template Maintenance
 Overview
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Order Template Maintenance
 Company
 Template Number
 Description
 Product Number
 Product Description
 Temporary Quantity
 Unit of Measure
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Pro Forma Maintenance
 Overview
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Standing Order Menu
 Standing Order Entry
 Standing Order Maintenance
 Standing Order One Date Report
 Standing Order Conversion Process
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Standing Order Entry
 Overview
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Standing Order Entry
 Standing Order Release Dates
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Standing Order Maintenance
 Overview
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Standing Order Maintenance
 Standing Order Release Dates
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Standing Order One Date
Report
 Overview
 Operating Instructions
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Standing Order One Date
Report
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Standing Order Conversion
Process
 Overview
 Operating Instructions
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Transfer Maintenance
 Overview
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Document Print Programs
 Order
 Pro Forma
 Invoice
 Fax Reports
 Bill of Lading
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Document Print Programs
 Function Keys



MDS Order Entry Training Guid
e

184

Order/Pick Slip Batch Print
 Overview
 Operating Instructions



MDS Order Entry Training Guid
e

185

Pick Slip/Pack Slip Reprint
Inquiry
 Overview
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Customer Number
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Customer Number
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Customer Number
 Bypass Print
 Print Order
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Customer Number
 Fax Order
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Customer Number
 E-mail Order
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Range of Release Numbers
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Range of Release Numbers
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Range of Release Numbers
 Bypass Print
 Print Order
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Range of Release Numbers
 Fax Order
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Range of Release Numbers
 E-mail Order
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Release Number
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Release Number
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Release Number
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Release Number
 Fax Order
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Pick Slip/Pack Slip Reprint
Inquiry
 Operating Instructions

 By Release Number
 E-mail Order
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Pro Forma Print
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Customer Number
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Customer Number
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Customer Number
 Bypass Print
 Print Order



MDS Order Entry Training Guid
e

205

Pro Forma Reprint Inquiry
 Operating Instructions

 By Customer Number
 Fax Order
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Customer Number
 E-mail Order
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Range of Release Numbers
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Range of Release Numbers
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Range of Pro Forma Numbers
 Bypass Print
 Print Order
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Range of Pro Forma Numbers
 Fax Order
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Range of Pro Forma Numbers
 E-mail Order
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Pro Forma Number
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Pro Forma Number
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Pro Forma Number
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Pro Forma Number
 Fax Order
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Pro Forma Reprint Inquiry
 Operating Instructions

 By Pro Forma Number
 E-mail Order
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Invoice Reprint Inquiry
 Overview
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Invoice Reprint Inquiry
 Operating Instructions

 By Customer Number
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Invoice Reprint Inquiry
 Operating Instructions

 By Customer Number
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Invoice Reprint Inquiry
 Operating Instructions

 By Customer Number
 Bypass Print
 Print Order
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Invoice Reprint Inquiry
 Operating Instructions

 By Customer Number
 Fax Order



MDS Order Entry Training Guid
e

222

Invoice Reprint Inquiry
 Operating Instructions

 By Customer Number
 E-mail Order
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Invoice Reprint Inquiry
 Operating Instructions

 By Range of Invoice or Release Numbers
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Invoice Reprint Inquiry
 Operating Instructions

 By Range of Invoice or Release Numbers



MDS Order Entry Training Guid
e

225

Invoice Reprint Inquiry
 Operating Instructions

 By Range of Invoice or Release Numbers
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Invoice Reprint Inquiry
 Operating Instructions

 By Range of Invoice or Release Numbers
 Bypass Print
 Print Order
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Invoice Reprint Inquiry
 Operating Instructions

 By Range of Invoice or Release Numbers
 Fax Order
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Invoice Reprint Inquiry
 Operating Instructions

 By Range of Invoice or Release Numbers
 E-mail Order
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Invoice Reprint Inquiry
 Operating Instructions

 By Invoice or Release Number
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Invoice Reprint Inquiry
 Operating Instructions

 By Invoice or Release Number
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Invoice Reprint Inquiry
 Operating Instructions

 By Invoice or Release Number
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Invoice Reprint Inquiry
 Operating Instructions

 By Invoice or Release Number
 Fax Order



MDS Order Entry Training Guid
e

233

Invoice Reprint Inquiry
 Operating Instructions

 By Invoice or Release Number
 E-mail Order
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Pro Forma Fax Confirmation
Report
 Operating Instructions
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Pro Forma Fax Confirmation
Report
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Invoice Fax Confirmation
Report
 Operating Instructions
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Invoice Fax Confirmation
Report
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Bill of Lading Print
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Bill of Lading Reprint by
Range
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Bill of Lading Reprint By
Specific Number
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Freight Audit Maintenance



MDS Order Entry Training Guid
e

242

Box Freight Maintenance
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Warehouse Management
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Void Shipment
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Where to Get More
Information
 Other training sessions
 List books, articles, electronic sources
 Consulting services, other sources


