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TO SCHEDULE A TRAINING 
SESSION WITH OUR TRAINING 

STAFF PLEASE CALL:
1-800-553-2602

MOST MODULE TRAINING SESSIONS 
TAKE ABOUT AN HOUR

•  A/P SETUP
•  A/R SETUP
•  ITEM SETUP
•  TABLE SETUP

OPEN THE FOLLOWING MODULES:
•  ORDER DESK

• ENTER A CUSTOMER ORDER

• ENTER A CREDIT MEMO

• ENTER AN EXCHANGE 
  ORDER

• ENTER A QUOTE

• PLACE NEW UNPURCHASED
  ITEMS ON A CUSTOMER’S
  PROFILE

• ADDING REFERENCE ITEMS
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V.7TrainingOrder Desk
In this section of the guide you will learn how to 

enter a Customer Order.

Once you’ve opened the Order Desk Module, Click on the Customers tab and zoom to: 
Chicago Judicial Center and Click “Order Entry/Modify”
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Towards the middle of the screen and all the way to the left you’ll see the Customer Products tab 
already highlighted. Below that is a list of all the items that this customer has purchased in the past. 
(Items in Red are Due for Reorder.) Notice it shows you on screen this customer’s price for each item 
and the last time they bought it. Within the item list the highlighted cell is in the Item Code column, 
Use the arrow keys to move the highlight to the right, into the CPDescription Column. 

The first item we want is Big Pink Lotion Soap. To 
find it hold down the Control Key and press “Z” to 
open the searching window. In the Field Value line 
type the word ..Pink Lotion.. and hit Enter.
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Now that the system has highlighted the item you were looking for, you can click the Add Item to 
Order button or just double-click on the item line.

Once you’ve done that, a new window will open 
with the number in the quantity field highlighted. 
Before we move on just take a minute to look 
around this window. You’ll see that it shows your 
stock levels & pricing information. The screen also 
shows this customers pricing option and gives you 
the opportunity to change it for this order. You can 
also set the price that you type into the price field 
to be a “One Time Price” by checking the box on 
the bottom left. If you have multiple warehouses 
you can check the stock levels in each of them, by 
clicking on the View All Warehouse Stocks Button. 
OK, back to the order, change the quantity to 3 by 
highlighting the number already there (if it isn’t still 
highlighted) and typing over it. Click OK to add the 
item to the order.
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After adding the Lotion Soap Successfully you should be back at 
the Customer Products list on the Main Screen. Now we want to 
add Shine-Glass Clnr Concentrated and to find it hold the Control 
Key and press “Z” like you did before, to open the searching 
window. This time in the Value line we’re going to give it multiple 
criteria to search for. Type in Shine..Conc and what this is telling 
the system is find an the item that starts “Shine” and contains 
“Conc” somewhere else in the description. The DOT DOT is like 
a wildcard, in this case meaning, we don’t care what if anything is 
between Shine & Conc just find those to words in the description. 

Once you’ve got the item you want highlighted, click the Add Item to Order button. This time we’re 
going to order 1, so make sure the quantity is 1 and click OK.
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Now that we have a couple items added to the order, you can see on the left side of your screen just 
above the Customer Products tab there is a running total of the current order. It is showing 2 Line (2 
items) at a total of $47.97. 

To see the actual order click the View Current Order button at the top of the screen. This new window 
will open that shows you all the information you’ll need while processing this order.
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For now let’s return to the Main Screen, to do this, just click on the Main Order Desk button in the top 
left corner of this screen. Back on the Main Screen, just to the right of the Customer Products tab is a 
tab called Due for ReOrder. Click on this tab to see all the items that this customer routinely buys from 
you and should be ready to buy again. The STEP1 system can keep track of your customers buying 
patterns which helps you keep your order size up and avoid those 1 item follow up orders because 
the customer forgot something. Now when your Customer Service people are on the phone taking an 
order they can be reminding the customer that they should be running out of this or that. 

Adding an item from this column works exactly 
like before just click on the item to highlight and 
add it to the order. For this example let’s highlight 
Disinfectant Spray. Click the Add Item to Order 
button and change the quantity to 6, then click OK. 
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So far we have only worked with items the customer has purchased before but sometimes they need 
something new. When this happens there are a couple ways to handle it. The 2 tabs to the right 
of Due for ReOrder are Item Categories & All Items. Both contain a complete list of your items but 
they are listed differently. Click on the Item Categories tab and we’ll go over that one first. (You can 
modify this category list to fit your company better if needed, see Pre-Setup Guide) Notice that this 
is probably very similar to looking at a page in your Price Book. This is perfect for the customer that 
knows they need a Degreaser, but doesn’t know or doesn’t care which one they get. 

For the sake of this example double-click on CHEM: Degreasers to see all of the different degreasers 
we carry. Double-click on Floor Clean to add it to the order. 



ORDER DESK

9 Support: 800-553-2602www.STEP1.com

Now suppose your customer knows exactly what they want but you don’t have it setup in your 
inventory. STEP1 calls this a special item and it is very easy to handle. Lets say the customer needs 
a Left Handed Broom. What you need to do here instead of adding the item to the order by picking 
from a list, is add a line to the order and enter it yourself. To do this click the View Current Order 
button. Position the cursor on the bottom of the list of items already added to the order and use the 
down arrow to add a line. 

Now on this line you need to fill in the amount Ordered, the amount to be Shipped, how many will 
be back-ordered and the Description “Left Handed Broom”. Once you have all that info entered, the 
highlight cursor should still be on this line.
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Click the Edit button on the right to enter some more information on this item. In this new window 
you will see that vendor is blank as well as both price and cost. If you know which vendor you will be 
ordering this item from you would go ahead and enter it here. If not, leave it blank. Enter a price in the 
Unit Price (S) field if you know it. If not leave it blank. If this is a going to be a one time price check the 
box just below the price. Enter a cost (if you know it) in the G/L Ave Cost field. If you don’t know the 
cost yet, just leave this blank as well. Once this Item is purchased by you from which ever vendor you 
decide to use, the cost will flow back to this order and be entered for you. On Special Items like this 
you have to go to this Edit Screen and set the price, STEP1 will not do this automatically.



ORDER DESK

11 Support: 800-553-2602www.STEP1.com

While your still looking at the View Current Order Screen let’s go over a few things that you’ll need to 
be filling out.

On the left is the Billing information that 
you setup in the customer record, along 
with billing instructions.

Enter a PO Number by typing it into this line. If this 
is a customer that requires a PO# you won’t be 
able to save the order with this field empty.

The Options in this middle section were all 
setup in the customer record but can be 
changed, if needed, from here. Except for 
Order Source, this helps when someone has 
a question about this order. It makes it easy to 
find out who submitted the order.

On the right side of the screen towards the 
top there is a drop box for Order Status. This 
allows you to save this order in many different 
ways. 

(Quote, Future Order, Rush, Dropship, etc...) 

Then your totals for this order are located here 
as well.
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This Update Order Totals button does exactly that, it updates the totals so you can see them here on 
screen. These updates happen whether you click this button or not, but sometimes its nice to be able 
to see the real numbers before you save out the order.

The Item Status button opens up a new window that allows you to view any item (Either from the item 
lists or from your current order items) and all the information that you have on it. Costing, Pricing, 
Stock levels, Pending Orders and much more. Highlight one of the stock itemsClick on this button and 
let’s go through some of this.
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In the Main tab you will see information such as: Item Cost along with the last time it was changed, 
Supplier Info and supplier part numbers, Stock levels & Bracket Pricing.

In the WebDoc tab, if this were a Web Catalog Item would show you a spec list on this item along with 
a picture of the item on the right.
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In the W/H Stock tab you will find stock levels within each of your warehouses along with availability 
info.

The Pending Orders tab shows you any Pending Orders that have this item included.
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The Stock History tab shows any adjustments to the stock level of this item and why the levels 
changed.

The Item Notes tab shows the open text block filled in when setting up the item. Contains any info 
that you might need to know when working in this item’s record.
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Now Close the Item Status window (you should still be in the View Current Order Screen) and click on 
the Shipping tab. (It’s located in the top left corner next to the Billing tab) 

On the Left side of the screen is the Ship-To information and Shipping Instructions. All of these fields 
can be edited from here and changes will only apply to this order. They will not be saved to the 
Customer’s record.

In the Section towards the middle of the screen you can see Warehouse info, Order & Ship Dates, 
Freight info, Which delivery route this customer is set to use, and Carrier info. All of which can be 
changed here for this order only. Any changes made will not be saved to the customer’s record.
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In the order notes tab you can leave notes for other staff members about this order. If your notes are 
important enough that they should see them first when they access this order check this box.

This is an open text block for you to type in your notes on this order.
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The Profit Summary tab gives you a look at your sales stats on this order including: Totals Sales, 
Profit, and your total margin for the order. Also shows the same info but for the commissionable sales. 
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Now, before we finish up this order we need to briefly discuss the buttons we haven’t covered yet. On 
the top of your screen, starting toward the middle and stretching all the way to the right is a series of 
buttons...

The Submit Order Review Issue button is 
discussed in the Order Review Training Guide.

The Send Quotation button is discussed later 
is this guide in the Creating a quote section.

The Send Order Confirmation button 
opens a new window in which you 
can select a method for sending, the 
contact you want it sent to, leave 
comments on the cover page & more.
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The Enter/Assign Order # button in the middle 
of the screen allows you to choose an order 
number if you don’t want STEP1 to assign it 
automatically.

Both the Ready to Ship & Ready to Bill Check 
boxes will be discussed in the Order Review 
Training Guide.

In the very top-right corner are the Save Order & Cancel Order buttons. These I think are self-
explanatory. Click on the Save Order button now and we are done with this section of the guide.
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V.7TrainingOrder Desk
In this section of the guide you will learn how to 

enter a Credit Memo.

Our Customer, Chicago Judical Center has decided to return some product.

Once you’ve opened the Order Desk Module, Click on the Customers tab and zoom to: 

Chicago Judical Center and Click “Order Entry/Modify”
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The item they need to return is Big Pink Lotion Soap. The price that this item was sold to them for 
was $7.59. Highlight the item and double-click on it or click the Add Item to Order button (which is 
toward the middle of the screen on the right side) and when the new window opens give it a quantity 
of -1 and hit Enter. Now that you have the item added to the order we want to view the order. To do 
this click on the View Current Order button at the top of the screen.

The First thing you need to do 
on this screen is give this order 
a PO number of “RETURN”, or 
whatever your company would 
normally call this.

Also Notice that the total 
amount due is negative $7.59 
because of the negative 
quantity we ordered.

Note: You may need to zero out 
the freight.
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Now to apply this Credit Memo to an invoice we need to save it. To do so just click the Save Order 
button on the top-right of your screen. The system will then open up the following window and you 
can select the invoice to credit from here. In this case the invoice we want is Invoice # 113099. 
(Before you select the invoice, it is always a good idea to view the invoice first. To do this just click the 
View Invoice button on the bottom of the screen.)

Click this button to Select the Invoice For Credit 
and your done! Now STEP1 has credited the 
customer the amount needed without voiding the 
original invoice so you have a clean record of 
exactly what happened. STEP1 has also put the 
item back into your available inventory.

If for some reason you decide that you don’t 
want this credit memo apply to any of the 
invoices, click this button.
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V.7TrainingOrder Desk
In this section of the guide you will learn how to 

enter an Exchange Order.
Our customer, Chicago Judical Center, accidentally purchased the wrong item recently. They would 
like to return it and buy the correct item. This can be done on one order in STEP1!

Once you’ve opened the Order Desk Module, Click on the Customers tab and zoom to: 
Chicago Judical Center and Click “Order Entry/Modify”
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Chicago Judicial Center wants to return a case of Shine Glass Cleaner and they want to instead 
purchase a can of Glass Plus. This is handled similarly to any other order in STEP1. Just zoom to the 
Shine Glass and highlight it. Now click the Add Item to Order button. Because they are returning this 
item we need to give it a quantity of -1. Then zoom to the Glass Plus and click the Add Item button 
again. This time because they are purchasing this new item give it a quantity of 1. 

Now click on the View 
Current Order button to look 
at the order. Notice that the 
Order Total is reflecting the 
difference in price between 
the items.
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In this case the item they were purchasing as a replacement was less expensive then the item 
returned. In that situation, a Credit Memo is issued, which can be applied to the original invoice.

You may also handle this situation with 2 separate orders in those cases where you are handing the 
customer the new product and picking up the item they want to return when you do your truck run. 2 
separate orders is the best way to handle such an issue.
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V.7TrainingOrder Desk
In this section of the guide you will learn how to 

enter a Quotation.

Our Customer, Chicago Judical Center, would like a quote on a 32 gallon trash can with a lid. In 
STEP1 creating a quote works almost exactly like creating an order.

Once you’ve opened the Order Desk Module, Click on the Customers tab and zoom to: 
Chicago Judical Center and Click “Order Entry/Modify”.
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Select the Item Categories tab and zoom to “receptacles”. Once found double-click on it to bring 
up the items in this sub-category on the right. Let’s say for this customer we feel that the 32 Gallon 
Huskee Container & Lid are the best fit. To add each item, highlight the item line and click the Add 
Item button. 

But instead of using b1 or list price, which is the 
default for items not purchased by the customer 
already, we want to make 35 points of margins 
on this order. To do this we want to highlight the 
price field (in the Add Item window) and type in 
P35 instead of a price. What this does is tells the 
system to use the cost of the item to figure out 
what price is needed to get 35 points of margin. 
Do this for both the container and the lid line 
items and you will get your 35 points of margin. 
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Now that your items are added, click the View Current Order button. Verify that your margin is there 
by clicking the Profit Detail tab which is on the left side of your screen next to the pricing tab. At the 
top of your screen is a button called Send Quotation. Click it to send this quote to whichever contact 
needs it in the method you choose to send it. 
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Now you’ve sent the quote to the customer and we need to save it. Click on the Order status drop box 
and select quotation then Save the order. 

Once the customer has accepted the quote and is ready to order the products on it, click on the 
Pending Quotes tab and find the quote you just entered. Click the Modify Quote button to open the 
original quote. 

Change the order status back to new order by selecting it in the drop box and save. This is no longer 
a quote, it is now a new order and can be found in the customers pending order list.
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V.7TrainingOrder Desk
In this section of the guide you will learn how to 

Place a new item in a customer’s profile.

Chicago Judical Center told their salesman that they will definitely be ordering some 20” Red Floor 
Pads. Rather than creating a quote the salesman wants to add this new item to the customer’s history 
profile. This will make things easy on the customer service people when the item gets ordered.
 
Once you’ve opened the Order Desk Module, Click on the Customers tab and zoom to: 
Chicago Judical Center and Click “Order Entry/Modify”
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Now instead of customer products which is the tab we are in right now we need the Inventory Items 
tab. Under TOOLS: PADS: Floor Pads on the left, zoom to the floor pad by holding the Control Key 
and pressing Z with your cursor on the right side. In the Zooming window that opens type 20..red..pad 
into the Field Value line. With the item we were looking for highlighted, right click on it. In the menu 
that pops up select Add Item to Customer Product List. 

Your Salesman has decided to give the customer bracket 3 pricing on these floor pads, so click the 
Change Customer Product Price Option button. As you can see a small window opens up with 6 
different pricing options. Select the Use Bracket Price option, then in the line at the bottom type in a 3 
and hit OK. Now click Save and your done!
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Now that you are finished adding the new item to the customers history profile let’s go take a look. 
Return to the Customer Products tab and you will notice that the item was added to this list. Also want 
to point out that the last sale date is blank which indicates a quoted item. You’ll see a few more items 
in this customer’s product profile that have this blank last sale date. This just means that these item 
were added in the manner you just did or they are items that were included on a quote.
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In this section of the guide you will learn how to 

use the Reference Items tab.

Chicago Judical Center wants to order an item that we don’t stock but have access to through an 
existing vendor. The Reference Items tab contains all the vendor items that we have uploaded. 

NOTE: If you need to add reference items contact support.

Under this tab you will see several dropdown menus. these are going to help you drill down to the 
item or items you are looking for.
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Suppose we have a customer on the phone that is looking for a low density can liner, we can use the 
drill down to get to them. 

Select Items Where: Choose Item Description, Contains, and then enter “Liner”
And on the next line Choose Item Description again, then Contains, and then enter “Low”

Click the Refresh Item List button on the right and there you go... All of the Low Density Liners you 
have the ability to provide for your customer.

The item will be added to the order as a 
special. Check over and fill in anything on 
the Special Line screen you need and click 
OK. 
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