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Order Desk S \7Training

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”

- Order Desk * STEP1 Supply (Chad Demao) - b
File 5Search Reports SavedQueries Help

I Pending Orders I Pending Quotes I Pending Service Orders I Review I Sales Leads I Task List I TaskLizt Mar I Cust Hews I

Custicct IEustDmerName II:it_',I |5tate|5manEDdeIDIfil::eF"hnne | A _
| BUSYE100 ' Busy Bee Cleaning Service Embarasz I | WwWaLLY  317-384-9668
| BUYER100 ' Buyers market Real Estate IN | GJOMAS FEB-754-7122
|| CALVETIOD | Calvery Lutheran Church Fokersben Ky wially 3177832000 T |
|| CHAMC100 | Chance's Supply Mo wWay IN | GJOMAS  317-774-0700
| _|EHARLI00 | Charlie’s Angels Bar b Ercuny MM GIOMAS | 7E5-674-5534
|| CHATS100 | Chatswarth Floors Dorathy IM | wally | 3175341182 Send CProd Order Form
| CHICAGT20 Chicago City Memornal Hozpital Tiptan IL | GJOMAS 7E5-E55-8700 e ar —
PEERETERN Chicago Judicial Center Chicago IL wallY 3127341233
|| CHICAG100] Chicago Unified School District Chicago IL | wally 532-345-8100 Send Statement
| | CHIST100 | Chister Supply Skokie IL | wially  312-944-7205 Statement Comments
|| CHUCK100 | Chuckies Barington IN | PLEWIS 317-578-2241
| CHUMP100 ' Chump Advizory Board ‘reahrite IM BOEB  317-262-3410 Wiew Order/Invoice |
|| CICER700 E!n:ern Fiddles _ Spokane IN | GJOMAS 317-384-4653 Order .-"Invc:ﬂ:l—
| CITYF300  City of Fergus Fallz [Fire Dept) tercury MM MHUGHES 317-477-4430
| CITYF400 | City of Fergus Falls [garage] Ferqus Falks IN MHUGHES 1-317-477-4390 Copy Order/Invoice |
CITYFR00 | City of Fergus Falls [zidewalk ro) Fergusz Falls IN  MHUGHES 317-477-4380 -

= . Modify Customer Info
| | CITYFBOD | City of Fergus Falls [water] Fergusz Falls IN  MHUGHES 317-477-8545
|| CITYF200 | City of Fergus Falls- animal contr Fergus Falls IN MHUGHES 317-477-4387 Setup a New Customer
| CITYF100 | City of Fergus Falls-wildlife Fergus falls IN MHUGHES 317-477-4367 Setup a Hew ShipTa
| CITvWw100 | City of West Portage [Parks Dept] West Portage IN JSARMUELS 765-775-5110 :

| CLARKA00 | Clark Kent Flying Schaol Gotham IN MHUGHES 317-535.7573/53 v _ biefiesh Customer List

< > 772 Customers

Connected to Server | | STEP1 Softwarev7.3526 |  CHICAGO \CMS
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ORDER DESK

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 ltem Code column,
Use the arrow keys to move the highlight to the right, into the CPDescription Column.

L] Order Desk * STEP1 Supply (Chad Demo) - d
File Edit 5Search View Reports Help
Chicago Judicial Center Yiew Current Dlderl Modify Customer Infa | Customer Status | Customer WebSite | Eil
|EustomerN-:-tes| Credit I Pending Orders | Open Invoices | Ledger Histary | Invoice History | Rebate Enntractsl CPM Contract F'ri-:es' CPH F'c-licies'
Bl Te: Chicago Judicial Center Account: CHICAG300 Order Ship To: I Chicage Judicial Center
Bill Addrez= 1: 8048 5. Exchange Ave Salesman: WALLY )
Bil Address 2 Suite 3349 Price Opt: d10 Ship Address 1:|8048 5. Exchange Ave
Cit&'fStcatEZipi gh:;:'g; ) IL 60617 Ship Address 2: [Sute 3343
ontact: Bobby Davis
Telephone: 312-734-1233 HDUte"JDfa-'" Chgo/Tue City State Zip: IEhicagD |||_ IEDE'I?
) Carrier Truck 2
Fax: 312-734-1234 Ship Attention: I
Tems: Met 45
Resale # 1l 26-0799-87 Sales Tax? Y Corp Acct: JUDICAL
Comments: Alwaps call before shipping Sales Class: A Tax Freight? N Corp Dept: CJUD
Contact Mazxine [ex 201] Calc Class: B Charge Freight? ¥ Pt Group:
with any credit issues Market Group: GOVT AgeStatuz: HId CPM Class: City
Current Order Summary: 0 Lines $0.00 Total Add Item to Ellderl Item Status I QtySald History I Price Histary
Custamer Products |Que folHeDrderI Inventoryltemsl Saleltemsl

ItemCode TICI CPDescription ICurrentPriceI Price5ource I Last Price ILastSaIeDateI Last Gty ISubEatCodeI Cus ~ [ Show ltem Type(s]—

3 | /A Super Lemon Plus Degreaser Boz 58.80  di0 Cust 35,00 1-5ep-2013 3 10-4IRFR E Et“‘g:‘e?spﬂ']
—|o1961 | B Urinal Screen w/Block Cherry 214 d10 Cust 1.73 15Map-2013 24 10DEODD el
_|MADY-5321 M|C Advance BA 5321 Auto Scrubber 7.395.7%  di0 Cust 30-FLOOR W Kits[K)
042088 | [C|Film Free Glass Cleaner 390.57 BE CProd 390.57| 15May-2013 0 10-GLASS ¥ Machines [M)
- |0s143 | \C | First Chaice Carpet Pre-Spray 14.82 EB5 CProd 1463 15-Map-2013 2/ 10-CARPE [~ Service Parts [F)
075311 | B Stratus 3 Dispenser 2099 S CProd 20,93 1-Sep212 33 10:AIRFE [~ Show Discontinued?
101000 | A Spartan Shineline Seal Ggal 69.10  di0 Cust B5.00 15-Mov-2014 12 10-LaUND ~Sort Options—————
|40 | A Dazzle Floar Finish 100.65  d10 Cust £9.96 HDec-2012 110FLOOR | JUD-14 | ¢ CPDesoiiption
_|1B2 | |B | Frigtine Il Cleaner/Sealer 52,000 BS CProd 52.00| 8-kay-2013 4 10-FLOOR & |temCode
|190108 | |A 26" Front Mount Squeege Kit 0.00 5 CProd 0.00 1-5ep-2013 1 30VACZZ ; Pﬂ'ejﬁPDES;
| 208LK | |B| 20" Black Strip Pad 21.04 BE CProd 21.04 27Jan-2013 5 40-PADFL .
- [20wHI | |A| 20" white Polish Pad 21.04 BE CPod

251 | |C Enhatice Cleaner,/t aintainer 51.68 d10 Cust . . [
| 2818BE | |D 28 qt'Wastebasket 3.33 BE CPred Sea rCh In Current COIUmn
| 3302AR | € Metered Aerosol Variety Kit 40.000 BE CProd
|a=1ez |\ A 35qt Uribody Mopping Systemn 120.58 410 Cust —Field W alue ;
e | 1B Nu-Tra Shine Sealer 32.24 BS CProd - — - J
. |..F'|n|=; Lation. |

|Connected to Server |

—Search Type

Case-sonsit
The first item we want is Big Pink Lotion Soap. To I Lase-sensitive

find it hold down the Control Key and press “Z" to ¢~ Exact Match
open the searching window. In the Field Value line o
type the word ..Pink Lotion.. and hit Enter.

i Partial Match at Beginning
i+ Partial Match Arpwhere

—Fields
CPD ezcnption ;I

First MNext | X Cancel

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




ORDER DESK

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.

L ] Order Desk * STEP1 Supply (Chad Demo) - d
File Edit 5Search View Reports Help
Chicago Judicial Center Yiew Current Dlderl Modify Customer Infa | Custorner Status | Custarmer WebSite | Eﬂ
|EustomerN-:-tes| Credit I Pending Orders | Open Invoices | Ledger Histary | Invoice History | Rebate Enntractsl CPM Contract F'ri-:es' CPH F'c-licies'
. Bil Te: Chicago Judicial Center Accountl: CHICAG300 Order Ship To: I Chicage Judicial Center
Bill Addrez= 1: 8048 5. Exchange Ave Salesman: WALLY )
Bill Address 2 Suite 3349 Price Opt: d10 Ship Address 1:|8048 5. Exchange Ave
City.State Zip: Chicago ) IL 60617 Ship Address 2: ISuite 3349
Cortact: Bobby Davis Foute/Dav ChaodTue ) i -
Telephane: 312-734-1233 cam.:; T[fck S City State Zip: IEhlcagD |||_ IEDE'I?
Fax: 312-734-1234 Ship &ttention: I
Tems: Net 45
HES;:EmnS: |||823_|]?33_3? Sales Tax? b Corp Acct: JUDICAL
Comments: Alwaps call before shipping Sales Class: A Tax Freight? N Corp Dept: CJUD
Contact Mazxine [ex 201] Calc Class: B Charge Freight? ¥ Pt Group:
with any credit issues Market Group: GOVT AgeStatuz: HId CPM Class: City
Current Order Summary: 0 Lines $0.00 Total Add Item to Ellderl Item Status I QtySald History I Price Histary
Custamer Products |Que folHeDrderI Inventoryltemsl Saleltemsl
ItemCode ITICI CPDescription ICurrentPriceI Price5ource I Last Price ILastSaIeDateI Last Gty ISubEatCodeI Cus ~ [ Show ltem Type(s]—
IESIE | C|Bulldog Laop Mop.Large 6.37 B3 CFrod B.37 1-5ep2013 17 40-MOPSW g Ef:‘ggms[g}
_|A43120 | 'B|Go Go Blue Blend Mop 200z 3.50 ¢ Cus/Con A0-OPSY ¥ Labor ltems (L]
_|a704z | |C| 5tallion Mop Handle 11.83 EE CProd 11.83) 1-Sep-2013 12/ 40-HAND M W Kits[K)
_|CT-44444 | |B Delirmer Concentrate 1469 EE CProd 1399 17-Mayp-2012 0 10-FOODS ¥ tachines (M)
_|D3E24 | |C 24" Standard Plus Dust Mop 9.98 BS CPred 9,98 27-Jan-2013 5 40-DUSTH ™ Service Parts (P
|FG7570L20000 1 C 3" Caster w/ Insert 550 S CPiod 5.50) 14-Mar2013 12 40-BUCWR I~ Show Discontinued?
| |uz3343 | || Stainless Steel Cleaner 420 B7 CPiod 4.20| 26-Jun-2013 48 10:4EROS ~Sort Options—————
_|M11B | D/ B0" Snap on handle 1259 B5 CProd 1259 1-Sep-2013 17 40-HANDM " CPDescription
_|FT20112 |'B| 1 PlyJumbo Tissue 33.10 D30 CProd 0.00 15-Movw-2014 1 20-8UMTI & |temCode
Ra00e I |A Disinfectant Spray 3.91 BE CPred 391 21Jul2013 0 10-:4ERDS " Type/CPDesc
»|RH101 ) 5 Fink Lotion Soap 7.59 B2 CProd 753 21ul2013 5 10-HANDS ® Torezilecs
Ld e : = : Y " SubCat/CPDesc
543420k I |B|56 Gal. HiD 22 MIC Liners 2828 5 CPiod 28.28) 29Mar-2013 2| 20-LHIGH  CublCat/temCode
_|5H-020-C | |A Shine Glass Clnr -ConcentrateD 2520 d10 Cust 15.38 21-Jul-2013 2 10-CONCE
|SMNO22433 | |B| 16 Gal. Hi-D & MIC Liners 24 46 EZ CProd 24.46) 1-Sep-2013 2| 20-LHIGH
| T-500 | |C Heave Duty Tizzue 64.59 E5 CProd £4.59 16-5ep-2012 1 10-HANDZ
| TB224342 | |A5E Gal. Hi-D 22 MIC Liners 2509 BY CProd 25.09 1-Sep213 2| 20-LHIGH Items Diue for Belrder
| |"SPECIAL L Special Order ltems 1.44 S5 CProd Rt b S e RRCRIEL
z Add ltem to Order
|Connected to Server | Item: Big Pirk Lotion Soap Code: RH101
Type: | B
Once you've done that, a new window will open L Stack Infa [ Price Information: .
. . . . . . Stock Lewvel: 20 Price  Cluantity
with the number in the quantity field highlighted. Shipped: 0 List: 8.91
Before we move on just take a minute to look Received: 0 || Brkt2 7.59 0
around this window. You'll see that it shows your QrtHand Sl - ;
stock levels & pricing information. The screen also Available: 20 || Brkts £ E7 0
shows this customers pricing option and gives you On Order? N Brkt E: E.21 0
the opportunity to change it for this order. You can Expected Bl ot gl .
F Brkt & 526 i
also set the price that you type into the price field Uty On Order:
. . . i 2 Dec-
to be a “One Time Price” by checklng the box on View Al Warehouse Stocks | | | Sale? N A-Dec-39
. . Ui e
the bottom left. If you have multiple warehouses Quantity: [E — SF‘_C!C*‘H”!:- ga:
. = rice Unit: Ga
you can check the stock levels in each of them, by Price: [7.53
clicking on the View All Warehouse Stoc!<s Button. Fiice Opt. B2 Crangs Eros Op| ™ Charge Sales Tax?
OK, back to the order, change the quantity to 3 by  One-Time Fiice?
highlighting the number already there (if it isn’t still
highlighted) and typing over it. Click OK to add the \iew Oriine Catalog Page | K| cercel |

item to the order.

4
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ORDER DESK

i After adding the Lotion Soap Successfully you should be back at
Search in Current Column E the Customer Products list on the Main Screen. Now we want to
~ Field ¥alue add Shine-Glass Cinr Concentrated and to find it hold the Control
|shine...conc 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

—Search Type
[T Caze-zensitive

(" Exact Match “Conc” somewhere else in the description. The DOT DOT is like

(" Partial Match at Begirining a wildcard, in this case meaning, we don’t care what if anything is

(" Partial Match Anywhere between Shine & Conc just find those to words in the description.
~Fields

CPDezcription ;I

First MHext | x Cancel

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.

L] Order Desk * STEP1 Supply (Chad Demo) - B
File Edit 5Search View Reports Help
Chicago Judicial Center Yiew Current Drderl tadify Custamer Infc-I Custamer Statusl Custamer W’ebSiteI E zit ||
| Custamer Nc-tesl Credit | Pending Orders | Open Invoices | Ledger Hiztary | Ihvoice History | Rebate Cu:-ntra-:tsl CPM Contract F'ric:esl CPM Poli-:iesl
Bill To: Chicago Judicial Center Accountlt: CHICAG300 Order Ship To: I Chicago Judicial Center
Bill &ddress 1: 8048 5. Exchange Ave Salesman: WALLY ;
Bil Address 2 Suite 3349 Price Opt: d10 Ship Address 1: 8048 5. Exchange Ave
City.State Zip: Chicago IL 60617
Cottact: Bobby Davis Foute/D J Add Item to Order
Telephone: 312-734-1233 e L _
Fase 312-734-1234 amer § Item: Shine Glass Clir -ConcentrateD Code: 5H-020-C
Terms: Met 45 Type: |
Resale #: 1l 26-0799-87 ~IL Stock Info——— [ Price Information:
Comments: Alwaps call before shipping Sales Class: 4 Stack Level: 3 Price  Quantity
[:"Jt'}].lad Hax';r_lle_[ex 201) y iaIcGI:Iassi n Shipped: 0 List- 28
wi any credit 1Issues arket roup: HECEiVBd: u Blkt 2: 252 u
Current Order Summary: 1 Lines $22.77 Tatal DOn-Hand: 3 Erkt 3 2291 0 lt-:r_l,ll Price History
Custarner Products |Que for ReDrder | Inventary ltems | Sale ltems | Reserved: 1 Bikt 4: 21 0
Available: 2 Brkt & 19.38 1]
ItemCode |T|C| CPDescription | CurrentPlice“ yarable ! i Item Typels)—
Brkt E: 18 0 Yok items 1l
A05113 | |C|Bulldog Loop Mop, Large 6.37 On Order? M )
— Brkt 7: 16.8 1] on-Stack [N)
_[Ad3a0i 20 | 'B|Go Go Blue Blend Mop,200z 3.50 Expected: Brkt & 15,75 o Jeborttems L)
_[aT0412 | |C|5talion Mop Handle 11.83 Gty On Order: e ’ its (K
_|CT-44444 | B | Delimer Concentrate 14.69 View Al Warehouse Stocks | | | Sale? N 31-Dec-99 achines [M)
_|D3E24 | |C 24" Standard Plus Dust Mop 9.98 Up N ervice Parts [P)
T|FG7ETOL20000 1 C 3 Casterw Insert 550| Quantity: [i —_— 5;'3_'3" H“!:: ga: B
JZ23349 | A Stainless Stesl Cleansr 4.20 . = fce Lnit a8 Ootions——————
m " Price: |25.2I] pians
_|M11E | D B0 Shap on handle 12.59 PO escription
_|PT20112 |'B 1 PlyJumbo Tissue 33.10 Price Opt: d10  Change Price OP‘I [~ Charge Sales Tax? emCode
RAO0E I |A | Disinfectant Spray 3.91 [ Gre Tine Price? PPEjﬁF‘DCESE
— - . ne-Time Price? wpedltemCode
o |1 ssPramcor g
| al INners - - " "?I Cancel | ubCat/ltemCode
¥|sH020.C [B7Y hine Glass Cine -CancentrateD 2520 \iew Oriine Catalog Page | = =
_|SNDB2433 | /B 16 Gal Hi-D' 8 MIC Liners 24 Ab - e e ———
| T-500 | |C Heave Duty Tissue 64.59 B5 CProd £4.53 16-5ep-2012 1 10-HANDZ
| TE224348 | |A 56 Gal Hi-D' 22 MIC Liners 2509 BY CPiod 25.09] 1-Sep-2013 2| 20-LHIGH Items Due for ReOrder
|_|"SPECIAL L' |Special Qrder ltems 1.44 5 CProd 57.00 15-Mov-2014 1 99-5PECL v Refresh CProd List |
< > 54 CProds
|Connected to Server [ | STEP1Softwarev7.3526  |CMS
www.STEP1.com Support: 800-553-2602



ORDER DESK

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.

Chicago Judicial Center

View Current Dlderi Modify Customer Infnl Customner Statusl Custamer WebSiteI Exit I|

|Cust0merN0tes| Credit I Pendinggrdersl Open Invoices | Ledger History | Invoice History | Rebate Eontractsl CP Contract F'licesl CPr F'Dliciesl

. Bill To: Chicago Judicial Center Accountd: CHICAG300 Order Ship To: I Chicago Judicial Center
Bill Address 1: 8048 5. Exchange Ave Salesman: WALLY )
Bil Address 2 Suite 3349 Price Opt: d10 Ship Address 1: |B048 5. Exchange Ave
Cit&"StcatBZipi [Bih::;!%l; ) IL 60617 Ship Address 2 [Suite 3343
ontact. Bobby Davis ) _
Telephone: 312-734-1233 LIS o AT City. State Zip: | Chicago MEEE
) Carrier Truck 2
Fax: 312-734-1234 Ship Attention: I
Temms: Net 45
Fesale # 1l 26-0799-87 Sales Ta:-:? Y Corp Acct: JUDICAL
Comments: Always call before shipping Sales Class: A Tax Freight? N Corp Dept: C-JUD
Contact Mazine [ex 201) Calc Class: B Charge Freight? ¥ Prot Group:
with any credit issues Market Group: GOWT AgeStatuz: HId CPH Clazz: City

Current Order Summary:

2 Lines

$47.97 Total Add Item to Ellderl Item Statusl OtySold Histol_l,JI Price History

Customer Products

Due for Relrder I Inventory ltems I Sale Items

ItemCode ITIC CPDescription CUIIeanricel PriceSource I Last Price ILastSaIeDateI Last Oty ISubCatCodeI Cus » [ Show ltem Typels
CEERE 7Y 5 uper Lemon Plus Deg 58.80 di0 Cust 35.00] 15ep-2013 3 104IRFR g ifﬁ‘égiﬁrﬂ%
| 01967 | 'B Urinal Sereen w/Block Chemy 214 d10 Cust 1.73 15-May-2013 24 10-DEODO W Labor ltems [L]
_|0ADY-5321 M| C| Advance BA 5321 Auto Scrubber 7.395.7%  d10 Cust 30-FLOOR Kits [K)
| 042055 | |C|Film Free Glass Cleaner 390.57 BE CProd 390,57 15-Map-2013 0 10-GLASS tachines (M)

j—

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.

9
File Edit View
Main Order Desk I

|

Order Desk * STEP1 Supply (Chad Demao)

Subrit Order Review lzsue I Send Quotation I Send Order Confirmation | Save grderl LCancel Order I

Eilling | Sh_ippingl Order Motes | Prafit Summary Order Status I_New Drder _I
Bill To: I Chicaga Judicial Center PO Number:l Total Weight: 27
IED4E 5. Exchange Ave Salesman: IWaIIace Semper ;I Total Cubes: 0
- — Merch Total: $47.97
ISwte 3349 Sales Tax drea: I llinois ;I Teells Gells $3.85
|Chicago L |BoB17 Order Source: IEMS Sales Tax Rate: 6 Sales Taw: $0.23

Billing Instructions: Payment Terms: INet 45 ;I
I [~ Send Invoice with Delivery? II ﬂ
I v Auto-Send Drder Confirmation To Freight ﬂ
Ppd Depasit: $0.00
Total Due: $52.05

Entering Order

Enter/dssign Order #I [v Ready To Ship? [ Ready To Bill? Item Statusl |Ipdate Order Tntalsl

| Profit Detail|

LinelTypelIteml:ade |ﬂﬂrdered|ﬂ5hipped| ﬂB.’DlDescriptinn |Dpt| Pricel AmnuntlTaH?lF'rﬂA
| 1 1 [RHIM 3 3 0 Big Pink Lation Soap B2 7.59 $2277 N
2 | |S§H-020-C 1 1 0 Shine Glass Clnr ConcentrateD  d10 25.20 $25.20 N Edit
Ins
Del
tove
Ta
W
£ >
|Connected to Server | STEP1 Software v7.3526 [cms

www.STEP1l.com

Support: 800-553-2602



ORDER DESK

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.

-] Order Desk * STEP1 Supply (Chad Demo) - B
File Edit Search View Reports Help
Chicago Judicial Center Yiew Current l]rderl Fadify Customer Infc-I Customer Statusl Customer WebSiteI Exit ||
| Custamer Notesl Credit I Pending Orders | Open Invoices | Ledger History | Invoice History | Rebate Contractsl CPM Contract F'ric:esl CPr F'Dlic:iesl
. Bill To: Chicago Judicial Center Accountf: CHICAG300 Order Ship To: I Chicago Judicial Center
Bill Addresz 1: 8048 5. Exchange Ave Salesman: WALLY )
Bil ddiess 2 Suite 3349 Price Opt: d10 Ship Addhess 1: [8048 5. Exchange e
Cil}',SE:aleZip: gh::hag[t; ) IL 60617 Ship Address 2: ISuile 3349
ontact Bobby Dawis
Telephore: 312-734-1233 pesaiEiuoliue City.State Zip: |Chicago fiL Jeoe17
; Carrier Truck 2
Fax: 312-734-1234 Ship Attention: I
Termz: Met 45
Fesale #: 1l 26-0799-87 Sales Tax? Y Corp Acct: JUDICAL
Comments: Always call before shipping Sales Class: A Tax Freight? N Corp Dept: CJUD
Contact Maxine [ex 201) Calc Class: B Charge Freight? ¥ Pt Group:
with any credit issues Market Group: GOVYT AgeStatuz: Hid CPM Clazz: City
Current Order Summary: 2 Lines $47.97 Total Add Item to Order I Item Statusl QtySold History | Price Histaory
Custorner Products | Irventarny Item$| Sale Itemsl
IternCode ITICIItem Description | Current PriceI PriceSource I Last Pri-:eI Last Dt_l,JI Last Sale I Next Sale I ~
BEE | B Mu-Tra Shine Sealer 32.24 BSH CProd 25.42 2 BSep-2012 13-Oct-2012
| 0E143 | | C First Choice Carpet Pre-Spray 1483 B5 CProd 14.83 2 15-Map-2013  3-Sep-2013
_|RH1M | B Big Pink Lotion Soap 759 B2 CProd 7.59 5 21-Jul-2013 10-Sep-2013
|| G11783 | B Yiper/ Lite Trac paper bags 11.41  d10 Cust 12.68 3 21Jun-2013 10-S5ep-2013
L RAODS (WK} Dizinfectant Spray 391 B8 CProd 39 0 21-Jul-2013 11-Sep-2013
|_[0420-65 | C Film Free Glass Cleaner 390,57 BE CPiod 390,57 0 15Map-2013 13-Sep-2013
| | G010 | C Germicidal Concentrate Gal 35.77 BS5 CProd _/T7 5 21-Jul-2013 25-Sep-2013
|| TB224348 | & BB Gal Hi-D 22 MIC Liners 2509 B7 CProd 25.09 2 15ep-2013 2¥7-Sep-2013
| 162 | B Pristing |l Cleaner/Sealer h2.00 B5 CProd 52.00 4 B-Map-2013  3-0ct-2013
|_|5NO82433 | B 16 Gal Hi-D 8 MIC Liners 2446 BB CProd 24.46 2 15ep-2013 20-Oct-2013
23343 | | & Stainless Steel Cleater 420 BY CProd 4.20 48 26-Jun-2013 12-Novw-2013
|| mais12 | A Super Lemon Plus Degreaser 8oz h8.80 d10 Cust 35.00 3 1-Sep-2013 21-Novw-2013
20HI | & 20" white Polish Pad 21.04 BE CPid
— Add Item to Order
| | 7902 | D Standard Trigaer Sprayer 1.21 B3 CPrd
| |5032 I|D 320z Spray Bottle 0.70 5 CProf |tem: Disinfectant Spray Code: RA003
_|aToaz || C Stallion Mop Handle 11.83 EE CPig Type: |
1405113 | | C Bulldog Loop Mop.Large 6.37 B3 CPig [IL Stock Info———— Price Information: v
Stock Level: 48 Price  Quantity
|Connected to Server | Shipped: 0 List: 85
Received: 0 Brkt 2: £.55 0| =
On-Hand: 48 Brkt 3: 543 0
H : H Reserved: 1 Brkt 4: 5.08 0
Addlng an |'tem fr.om this collumn works _exactly Aoclablo a7 || s, P 0
like before just click on the item to highlight and O Order? N Brkt & 456 0
add it to the order. For this example let’s highlight E— ez e :
Disinfectant Spray. Click the Add Item to Order A0
View All Warehouse Stocks | | | Sale? N 31-Dec-99

button and change the quantity to 6, then click OK.

ity Ll Stock Unit: Can
l]uantlty.l@i ock St
o] Price Unit: Can
Plice:|3.91

Price Opt. B8  Change Frice Opt| [ Charge Sales Tax?
I~ One-Time Price?

Wiew Online Catalog Page | 0K I LCancel |

www.STEP1l.com

Support: 800-553-2602



ORDER DESK

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 Iltems. 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.

Current Order Summary: 3 Lines

$71.43 Total

Add ltem to Dldell

Item Status I QtySold History I Price Histary ”

Customer Products | Due for Reider NEAEIIET Sale ltems |

SubCategary Description [DoubleClick ta Selecl]l

Codel ~

[w

Al Inventory ltems [2553)

| CHEM: Aerosols [21)

CHEM: Air Fresheners [31)

|_|CHEM DISPENSER: Air Freshener (3)
| CHEM: &ll Purpose Cleaners (3]

| CHEM: Automotive (4)

_|CHEM: Carpet Care (73]

| CHEM: Concentrate [25)

| CHEM: Degreasers [25)

_|CHEM: Deodorizers (36)

| CHEM: Diginfectants [B)

| CHEM: Finigh/Clnr/Seal/Strip [74]
CHEM: Food Service. [34)

|_|CHEM: Glass Cleaners (7]

| CHEM: Hand Soaps [77)

|_|CHEM DISPENSER: Hand Saap (30)
|_|CHEM: lce Melters [5]

10-AEROS
10-AIRFR
10-81RFZ
10-5LLPU
10-AUT0
10-CARPE
10-CONCE
10-DEGRE
10-DEODO
10-DISIN
10-FLOOR
10-FO0ODS
10-GLASS
10-HAMDS
10-HAMDZ
10-CE

ItermCode T ypl Clsl ItemD escription
4 A9B5 I | &  Citrus Cleaner/Deodorizer

| |va00s
| |va003
|vamin
| |Raoos

<

FA004

|pess
| vaoos
| |Re00g
a0t
|Reoor

Ca002
2300051

| [ve004

A175-20

[ vao0m

lllemExlendedD escrif A

| All Purpose Cleaner

| Baby Powder Spray

| Citruz Foaming Cleaner

| A Disinfectant Spray

| Dust Mop Treatment

| Farmula » Gel Stripper

| Furniture Polish

| Germicidal Cleaner

| | B Glass Plus Aerosol

| GlassPlus Window Cleaner
| Gum Remover

| Intenze All Purpose Cleaner
| |sland Fresh Spray

| Mizty Solvent Based Spot R,
| Orchard Fresh Spray

Shaw ltem Type(s
v Stock Items (1]
[~ Mon-Stack [N)
v Labor Items [L]
v Kits (K]

v Machines (M)
[~ Parts [P]

[ Show Discontinued?
[SalesClass = =)

W Refresh Item List |

> 1626 Items

|Connected to Server |

| STEP1 Software v7.3526

CMs

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.

Current Order Summary: 3 Lines

$71.43 Total

Add Item to Order |

Item Status | QtySold History | Price History ”

CuslnmerEmductsI Due for ReOrder | LELERIENE Saleltemsl

SubCategory Description [DoubleClick to Select) Cude' ~ ItemCode |Ty|:l| EIslItemDescription IIlernExtendedDescrid ~
| All lnventory ltems [2553) ] 1017022 | FaST Tennant HD Clnr/Deg 665
|| CHEM: Aerosols (21) 10:4ER05  [M|FLCLNES I
a CHEM: air Fresheners [31) 10-4IRFR L GREASEGD | Grease GO
__|CHEM DISPENSER: Air Freshener (3] 10-41RFZ _|GREASEGDS | Grease Go
] CHEM: All Purpose Cleaners (3] 10:ALLPU ] 202-05 | GreaseBuster HD Degreaser
a CHEM: Automotive (4] 10-40TOD L 323RTU | Lager Shot
| CHEM: Carpet Care [73] 10-CARPE ] LOW-FOAM 5 | Low-Foam Floor Clean 5
] CHEM: Concentrate [25] 10-COMCE ] LOW-FOAM | Low-Foam Floor Clean 55
L CHEM: Degreasers [25] 10-DEGRE n 20450 | Orange 88 Degreaser
| CHEM: Deodarizers [36] 10-DEQDOD ] 354PMGR4 | PM Hi-Power Cleaner/Degreaser
| CHEM: Diginfectants [B) 10-DISIN ] 1001 | Purple Magic Degreaser
n CHEM: Finish/Clnr/Seal/Strip [74] 10-FLOOR n 10071-55DRLUIM | Purple Magic Degreaser
| CHEM: Food Service. [34) 10-FO0ODS ] 1001-05 | Purple Magic Degreazer Pail
| CHEM: Glasz Cleaners (7] 10-GLASS ] 0910 | Speed Clean
] CHEM: Hand Soaps [77) 10-HAMNDS ] 0904 | Spray - Away Cleaner
a CHEM DISPENSER: Hand Soap [30] 10-HAMDZ a 0o02s5C-0 | Super Citrug Plus Degreaser
| CHEM: lce Melters [5) 10CE v Iz

Show Item Type(s
v Stack Items 1)
[~ MNon-Stack [N)
¥ Labar Items [L]
v Kits (K]

¥ Machines [M)]
[~ Parts[P)

[~ Show Discontinued?
[SalesClass = ¥

9] Refresh Item List |

> 25 ltems

|Connected to Server |

| STEP1 Software v7.3526

|cms

www.STEP1l.com

Support: 800-553-2602



ORDER DESK

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.

)

<

L} Order Desk * STEP1 Supply (Chad Demo)
File Edit View
Main Order Desk I Submit Order Review |ssue I Send Quatation I Send Order Confirmation | Save Qldevl LCancel Order I
Biling I Shipping ] Order ﬂoles| Profit Summayl Order swu’[m
Bill To: I Chicago Judicial Canter PO Number: Total Weight: 70
|8048 5. Exchange Ave Salesman: [Walace Semper ~| Total Cubes: 0
PRETT — Merch Total: $11487
ISul!a 3343 Sales Tax Area: Illlnus l] Taxable Sales: $47.29
|Chicage i Jeos17 Order Source: [CMS Sales Tax Rate: 6 Sales Tax: 264
Billing Instructions: Payment Terms: INe! 45 l]
I |~ Send Invaice with Delivery? $0.00
I ¥ Auto-Send Drder Confirmation To Freight $385
Ppd Deposit: $0.00
Total Due: $121.56
Entering Order Enter/Assign Order u] [v Ready To Ship? W Ready To Bill? Item Slaluxl Update Order Tulalsl
| Profit Detsi |
Line [Type[ltemCode [#0rdered [#tShipped | #B/0 [Description [opt]  Price]  Amount[Tax?[Pi ~
|| 1 1 RHIM 3 3 0 Big Pink Lotion Soap B2 7.59 $2277 N
L2 1 sHozoc 1 1 0 Shine Glass Cln ConcentrateD  d10 25.20 $2520 N Edit
|| 3 | Ra008 6 6 0 Disinfectant Spay B8 391 $2346 N Ins
M 4] | | 1 1 0 Floor Clean 410 43.44 $43.44 Y Del

Move
To
[_

v
>

Connected to Server

| STEP1 Software v7.3526

CMS

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.

b4

File Edit View

Order Desk * STEP1 Supply (Chad Demo)

TR

Main Order Desk I Submit Order Review Issue I Send Quotation I Send Order Canfirmation I Save grderl LCancel Order I
| Sh_ippingl Order Notes | Profit Summary Order Statuslm
Bill Ta: | Chicago Judicial Center PO Number:I Total Weight: 70
6048 5. Exchange Ave Salesman: | Wallace Semper | Tatal Cubes: 0
Suite 3349 T Merch Total: $164.87
Lite Sales Tax Area: |llincis ;I T S $97.29
Chicaga L feoe17 Order Source: {CMS Sales Tax Rate: 6 Sales Taw: $5.84
Billing Instructions: Payment Terms: INet 45 ;I
| [~ SendInvoice with Delivery? I $0.00
I v Auto-Send Order Confirmation To Freight $3.85
Ppd Deposit: $0.00
Total Due: $174.56
Entering Order Enter/Assign Order ﬂl ¥ Ready To Ship? [ Ready To Bill? Item Statusl Update Order Totalsl

| Profi Detail|
Line | T_l,lpe| ItemCode IﬂUrdeled IﬂS hipped | #B/0 | Description | Dptl Price | Amount | TaH?I Pri| A
|11 RHIO 3 3 0 Big Pink Lotion Soap B2 7.59 $2277 N
| 2 1 sHozocC 1 1 0 Shine Glass Clrr ConcentiateD | d10 25.20 $25.20 N Edit
| 3 I Rados 6 6 0 | Disinfectant Spray BS 391 $2348 N Ins
| 4 I FLOLNCS 1 1 0 Floor Clean d10 43.44 $43.44 Y Del
z 5 5 2 2 [}|L eft Handed Broom| S 25.00 $50.00 v
Move
To
v
< >
|Connected to Server | STEP1Softwarev7.3526  |CMS

www.STEP1l.com

Support: 800-553-2602




ORDER DESK

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.

Modify Special Line
File Help
Descrption: |Left Handed Broom Order Humber:
Humber Ordered: 1 Lire Number:
_ Line Type: 5
Murmber Shipped: 1
Mumber B/D: 1]
it Price [5 : 22000 Swestem Price [S ] 0.00
One-Time Price? [
Ship " gtSunit: 1]
—Itemn [nformation
Sub-Cat: | Special Order ltems ;I ltern Code:
supplier: | Lagasse Bros. Inc. M Frice Unit: Each
Supplier Part Mumber: Frice kMult: 1
Lozt Information Allow Auto Cost Update? @ ~Hazard Infu:urr.natin:un
Comm Cost: 10,60 Bebats? MSDS Required? [
' MS05 Code:
G/L Ave Cost: 10.00 Rebate Cost: Hazardous? [~
Pub Coszt Z: B Std Cost; 0.00 Hazhat Cade:
— AL Interface Dept b ajor Sub W Sales Tax?
v Sales Taw:
Sal
Sk <UL v Commizsion Line?
Cost of Sales 2200 v PFrint On Invoice? ok |
Ireentany 1200 [~ Bid Line? —
www.STEP1.com Support: 800-553-2602




ORDER DESK

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.

- Order Desk * STEP1 Supply (Chad Demo) -
File Edit View
tain Order Desk | Submit Order Review lssue I Send Quotation | Send Order Confirmation I Save Qlderl LCancel Order I
Billing ISh_ippingI Order ﬂutesl Profit Summar}ll Order Statuslm
Bill Tax I Chicago Judicial Center I FO Number:l | T otal Weight: 70
|BI]48 5. Exchange Ave Salesman: IWaIIace Semper - I v Tot:': ?hei: s164 Bg
- — erch Total: b
ISUItB 3343 Sales Tax Area: I llinois ;I T axable Sales: 497,29
|Chicaga |IL |sog17 Order Source: | CMS Sales Tax Fiate: & Sales Tax: $5.84
Biling Instructions: Payment Terms: INet 45 ;I
I [~ Send Invoice with Delivery? I ﬂ
I v &uto-Send Order Confirmation To Freight ﬂ
Ppd Deposit: $0.00
Total Due: $174.56
Entering Order Enterfdzsign Order # I ¥ Ready To Ship? | Ready To Bill? |tem Statusl Upd\lte Order Totals
| Profit Detail|
LinelTypelItemEode H#0rdered ﬂShippedI #B/0 IDescriptiun |Dpt| Plicel AmuunlITa:-:?IF ri| ~
| 1 I RHIM 3 3 0 Big Pink Lotion Soap B2 759 $2277 N
| 2 1 sHo20cC 1 1 0 Shine Glass Clrr -ConcentrateD  d10 25.20 $25.200 N Ed
|| 3| |R&003 6 [ 0 Disinfectant Spray Bg ER- 1] $2346 M Ihs
|| 4 | |FLCLMNCS 1 1 0 Floor Clean di0 43 44 $4344 ¥ Del
M 5 s 2 2 0 5 2500 45000 v °
Move
To
v
< >
|Connected to Server | | STEP1 Software v7.3526 |dMs
The Options in this middle section were all On the right side of the screen towards the
setup in the customer record but can be top there is a drop box for Order Status. This
changed, if needed, from here. Except for allows you to save this order in many different
Order Source, this helps when someone has ways.
a question about this order. It makes it easy to
find out who submitted the order. (Quote, Future Order, Rush, Dropship, etc...)

Then your totals for this order are located here
as well.

www.STEPl.com Support: 800-553-2602



ORDER DESK

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.

- Order Desk * STEP1 Supply (Chad Demo) - F
File Edit View
tain Order Desk | Submit Order Review lssue I Send Quaotation | Send Order Confirmation | Save Qlderl Chncel Order I
Billing I Sh_lpplngl Order ﬂutesl Profit Summar}ll Order StatuslNew Hrder LI
Bill Tax I Chicago Judicial Center FO Number:l T otal Weight: 70
IEMB 3. Exchange Ave Salesman: IWaIIace Semper ;I Total Cubes: o
St 3349 — Merch Total: $164.87
I uite Sales Tax Area: I llinoiz ;I Tl Gl $57.29
|Chicago |IL |e0E17 Order Source: | CMS Sales Tax Rate: 6 Sales Tax: $5.84
Biling Instructions: Payment Terms: INet 45 ;I
I [~ Send Invoice with Delivery? II $0.00
I v Auto-Send Order Confirmation Ta Freight $3.85
Ppd Deposit: $0.00
Total Due: $174.56
Entenng Order Enterftissign Order # I ¥ Ready To Ship? | Ready To Bill? |tem Statusl Update Order Tatals
| Profit Detail|
LinelTypelItemEode H#0rdered ﬂShippedI #B/0 IDescriptiun |Dpt| Plicel AnnunlITa:-:?I F‘ri| ~
|| 1 | RH1OM 3 3 0 Big Pink Lotion Snap B2 759 $2277 M
| 2 1 sHo20cC 1 1 0 Shine Glass Clrr ConcentrateD  d10 25.20 $2520 M Edit
|| 3| |R&003 6 [ 0 Disinfectant Spray Bg ER- 1] $2346 M Ihs
|| 4| | |FLCLMCS 1 1 0 Floar Clean di0 43 44 f4344 Y Del
L 55 2 2 [Ill| eft Handed Broom S 25.00 $h00o0 v °
Move
To
W
< >
|Connected to Server | STEP1 Software v7.3526 |cMs

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.

www.STEPl.com Support: 800-553-2602




ORDER DESK

In the Main tab you will see information such as: Iltem Cost along with the last time it was changed,
Supplier Info and supplier part numbers, Stock levels & Bracket Pricing.

- Item Status Check * Big Pink Lotion Soap - B
File Search
Description: Big Pink Lotion Soap Stock Level: 20
+ Shipped: 1}
Item Code: RH101 Feceived: 0
Item Type: | Stock On-Hand: 20
Sales Class: B Reserved: 0
Stock Class: - Available: 20
Sub-Cat: 10-HANDS
Stock Unit: Gal On Order? M
Price Unit: Gal Date:
Price Mult; 1 Expected:
Shipweight: b ] QO 0
Ship Cubes: 0 View Online Catalog Page I Price  Quantity
Item Cost: 3.56 M35D5 Reqd? N List: 891
Last Cost Chg: 16-May-2013 505 Code: Brkt Z: 7.59 0
P HazMat? N Brkt 3 713 0
upplier GOJOT10 Service [tem? N
Supplier Part # RH101 Wananty: 0 Brict & 6.81 0
Al Supplier: 0 s LEy L
Al Supp Part #: Hnute.-"D:ay S 2 L
Carrier Brkt 7 5.66 1]
BreakCasze? N 1 From: Taxable? ¥ S/N?H Bkt & 526 0
Comments: For Use with Pour in Soap Dispensers: Sale? N
Impact # 9330 7 9336 / 4020 To

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.

- Item Status Check * Big Pink Lotion Soap - B
File

Main | WH Infol Pendinggrdersl Stackﬂistary' |tem Hatesl PriceListhtesl CycleCauntHistoryl

Search

Big Pink Lotion Soap

Itemn Code: RH101

For Use with Pour in Soap Dispensers;
Impact # 3330 / 9336 / 4020

Yiew,/Print Product Brochure

www.STEPl.com Support: 800-553-2602



ORDER DESK

In the W/H Stock tab you will find stock levels within each of your warehouses along with availability

info.
- Item Status Check * Big Pink Lotion Soap - B
File Search
Main I WebDocs fvH Info I Pending Orders I Stock History I |tem ﬂntesl Price List Nutesl CycleCount History
Itern Description: Big Pink Lotion Soap Stock Level: 20
Shipped: 0
Item Code: RH101 Receved: 0
Stock On-Hand: 20
Sales Clazs: B Reserved: 1]
Stock Unit: Gal FPurchaze Unit: Case Purchaze Mult: 4 fvvailable: 20
RS urH Dty Histary I WH Sales Histuryl
Branch I‘W’alehnuse IBinNumber I Sh:n::kIShippel:lIFlel::eivedlI]nHandIHeservedlAvailahlelEInEIrder?IE!uantityIEHpecled |
L CHICAGO IL 1-HD 20 0 0 20 1] 20 N 1]
< >
The WH Qty and WH Sales tabs will show History for the Selected Warehouse. ‘

The Pending Orders tab shows you any Pending Orders that have this item included.

L) Item Status Check * Big Pink Lotion Soap - B
File Search
Main | ngDnn:sl Wi Ala =l =riding Clidlers IStnck ﬂistnryl Ikem ﬂntesl Price List Nntesl I:_I.JcIeCnuntHistor_l,ll
# Ordered | Customer Mame | Order Date I Target Shipl Status |F|ead_l.J|TruckF|un |WHCOde |Drder # |T_l,lpEIMerch Tot! A
4
]
< »
[V Show CreditHald Orders Sort/Search/T otal: 0 Orders
. | [ Show OnHold Orders A
Wiews Order I Show DropShip Drders To Sort, Search or Total & Column, Right-click on the colurmin.
[ Show Quotations

www.STEPl.com Support: 800-553-2602



ORDER DESK

The Stock History tab shows any adjustments to the stock level of this item and why the levels
changed.

L) Item Status Check * Big Pink Lotion Soap - O
File Search
Main I ngDu:ncsI WwiH Infnl Pending Orders |Item ﬂntesl Price List Notesl EycleEountHistnryI
Date |W'.fH EndelDe&cription |Type||nvoice!F'Elﬂ | Stnckﬂtyl Bidl.t'-‘u:u:nunt | A
|| 26-Map-2013 1L Cust: FOUNDT00; Irwec: 111028 IM 111028 1 M | FOUNMD100
|| 23-Map-2013 1L Cust: MaRCUT00; [reec: 111743 C5 111143 4 M | MARCU100
|| 31-Map-2013 1L Cust: 3039; Inve: 111052 C5 111082 2 M 3039
|| 3-Map-2013 1L Cust: 4425; Inve: 117091 IM 1111091 16 M 4425
| Fun2013 1L Purchase Order: 11718 FO [11718 40 GOJO110
| Gun2013 1L Cust: 3039; Inve: 11705241 C5 1110621 2 M 3039
| 14Jun2m3 1L Cust: PLEDGT00; lreec: 110787 IN 110181 1 M | PLEDGI00
| 14-Jun2013 1L Cust: 4443; Inve: 111250 C5 111280 2 M 4443
|| 28-Jun2013 1L Cust: APOSTI00; Ireec: 1171700 IM 111701 1 M | APOSTI00
|| 304un2m3 1L Cust: 4086; Inve: 111736 IN 111736 2 M 4086
| 212013 1L Cust: CHICAG300; [rnve: 112155 IM 112155 5 M | CHICAG300
| 26-Jul-2013 |IL Adiust Item Stock Level ah -4
| 26Jul2013 1L Adijust Itern Stack Level AD 4
|| 2Ful2013 1L Cust: 4658; Inve: 112285 IM 112285 4 M 4658
|| TAug-2013 1L Cust: 4086; Irve: 112437 IMN 112437 3 M 4086
[ 10:ug-2013 B Cust: 2423: Inve: 112570 C5 112570 1 N 2423
W
v .
View Invoice/P0 | Toggle BidFlag | E gngx E'zlfiig;: e sort/Search/Total:
- W Show Case-Bresks To Sart, Search or Tatal a Column,
STy W Shaw Ww/H Trarjsfers Right-click on the calumn.
4| W Show Stock Adjustments

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.

L} Item Status Check * Big Pink Lotion Soap - B

File Search
Main | Wt_abDocsI WwH Inlo| Pending gldels| Stock Histary |Plice I_.islNotes' CycleCount Histary

www.STEPl.com Support: 800-553-2602



ORDER DESK

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.

- Order Desk * 5TEP1 Supply (Chad Demo) - B
File Edit View
Main Order Desk I Submit Order Review lzsue I Send Quaotation I Send Order Confirmation I Save Order | Cancel Order |
Biling S hipping I Qrder Mo esl Profit Summaryl Order Slatuslm

ShipTo: I Chicago Judicial Center Warehouse:l IL vl Total Weight: 70
|an4a 5. Exchange Ave Order Date:l'l -Oct-2014 vl Tatal Cubes: 0
- . Merch Total: $139.87
Suits 3349 Ship D t:l v[
[Suite pee Taxable Sales: $72.29

|Chicaga fIL |60617 Sales Taw $4.34
i | Fit Ppd/Cat [P
Ingtrus: I Delivery Route: ILu:u:aI Chican & Yacinity ;I ﬂ
I Carrier: |Best Wiay Sl ﬂ
: Ppd Depozit: $0.00
| FOE: |Ship Point Total Due: $148.06
Entering Order Enter/fssign Order # | [¥ Ready To Ship? |v Ready ToBillI?  |{femSighi Update Order Tatals
| Profit Detail|
Line I TypelltemEode Iltl]rdered IltShippedI #B/0 IDescription I Dptl Pricel AmountITaH?I Pri| A
L 1 1 |RHIM 3 3 0 Big Pink Lation Saar B2 759 $2277 M
| 2 1 sHo20C 1 1 0 Shine Glass Clr -Cohcentratel  d10 25.20 $2520 M Edit
| 3 1 |RADOS 6 6 0 Disinfectant Spray Ba 3N $2346 N Ihs
|| 4 | |FLCLMCS 1 1 0 Flaaor Clean d1n 43 44 4344 Dal
| | 5 5§ 1 1 0 Left Handed Broom 5 25.00 $2500 % °
b ovee
To
v
< >
|Connected to Server | STEP1 Software w7.3526 |CMS

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.

www.STEPl.com Support: 800-553-2602



ORDER DESK

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.

- Order Desk * STEP1 Supply (Chad Demo) - B
File Edit View
Main Order Desk I Submit Order Review lzsue I Send GQuotation I Send Order Confirmation I Save Drder | Cancel Order |
= — Order N z
Biling I Shipping  Urader Moles | Profit Summar_l.JI Order Slatuslm
[~ Show Order Notes when Yiew/Modify Order? | Tatal Wweight: 70
Total Cubes: 1]
Merch Total: $139.87
Taxable Sales: $72.29
Sales Taw $4.34
[ $0.00
Freight $3.95
Ppd Depozit: $0.00
Total Due: $148.06
Entering Order Enter/fasign Order # | ¥ Ready To Ship? ﬁ Ready ToBill?  |fién | Update Order Tatals
| Profit Detail|
LineIT_l,lpeIItemEode Iltl]rdered IItShippedI H#B/0 IDescription IDptI Pricel AmountITaH?I Pri| A
L 1 | |RHIMA 3 3 0 Big Pink Lation Saoar B2 759 $22F7OM
| 2 1 sHo20C 1 1 0 Shine Glass Clr -Cohcentratel  d10 25.20 $25.200 M Edit
| 3 1 |RADOS 6 6 0 Disinfectant Spray Ba 37 $23.46 N Ihe
|| 4 | |FLCLMCS 1 1 0 Flacor Clean din 43 44 4344 Y Del
|| 5 § 1 1 0 Left Handed Broom 5 25.00 $2500 ¢ °
b orvee
To
v
< >
|Connected to Server | STEP1 Software w7.3526 |CMS

This is an open text block for you to type in your notes on this order.

www.STEP1l.com Support: 800-553-2602



ORDER DESK

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.

- Order Desk * STEP1 Supply (Chad Demo) - B
File Edit View
Main Order Desk I Submit Order Review lzsue I Send Quotation I Send Order Confirmation | Save Order | Cancel Order |
Biling | Sh_ippingl Qrder Motes W I Order Slatuslm
) ) Total Wweight: il
Total Sales: $139.87 Comm 5 ales: $139.87 Tatal Cubes: 0
Pub Profit: $59.01 Comm Profit; $59.01 Merch Total: $133.87
) ) Taxable Sales: $72.29
= i k4 i
Pub kargin 422 Comm Marain 422 S ales Tan: 54,34
[ $0.00
Freight $3.85
Ppd Depozit: $0.00
Taotal Due: $148 06

Entering Order Enter/fasign Order # | ¥ Ready To Ship? | Ready To Bill? 15| Update Order Tatals
| Profit Detail|
Line I T_l,lpelltemEu:u:Ie Iﬂl]rdered IﬂShippedI H#B/0 IDescriptiDn I Elptl Fricel AmountITaH?I Pri| A
M 1 1 |RHIOT 3 3 0 Big Pink Lotion Soap B2 7.59 $2277| N
| 2 1 sHo20C 1 1 D Shine Glass Clrr -ConcentrateD  d10 25.20 $2520 M Edit
| 3 1 |RADOS 6 6 0 Disinfectant Spray Ba 39 $2346 N Ihs
| 4 | |FLCLMCS 1 1 0 Floor Clean d10 43.44 $4344 ¥ Dl
| 5 5 1 1 0 Left Handed Broom 5 25.00 $25.000 % c
M e
To
v
< >
|Connected to Server | STEP1 Software w7.3526 |CMS
www.STEPl.com Support: 800-553-2602



buttons...

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

ORDER DESK

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

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

- Ord

File Edit View

=r Desk * STEP1 Supply (Chad Demo)

Sl

Main Order Desk |

I Submit Order Review Issuel Send Quotation I Send Order Confirmation I Save Order | LCancel Order |

I Sh_ippingl Order Mates | Profit Summary I
Bill Tax | Chicaga Judicial Center
|8D48 5. Exchange Ave
|Suite 3343
|Chicagu

||L |EEIE1?

Billing Instructions:

Sales Tax Area: I llinois
Order Source: |EM 5

Payment Terms: INel 45

/

PO Mumber: I

/. =

Salesman: IWallace Semper

/ alez Tax Rate: B

v Auto-Send Order Confirmation Ta

Order Status Im
Total ‘wWeight: 70
Total Cubes: 0
Merch Total: $139.87
Taxable Sales: #7229
Sales Tax $4.34
[ $0.00
Freight $3.85
Ppd Deposit: $0.00
Total Due: $148.06

Entenng Order

Enter/&ssign Order 8 | I HeaMo Ship? | Ready To Bill?

Update Order Totals

| Profit Detail|

LineIT_l,lpeIItemEude Iltl]ldeled IItShippedI Ml] IDescriptiDn IDptI Pli[:BI Amount |Ta:-:?|F"ri| A
Ld 1 | RHIM 3 3 0 Big Pink Lation Soap B2 7.59 32277 N
| 2 1 sHO20C 1 0 _Shine Glass Clr ConcantrateD 410 2520 $2520 N Edit |
L 3 | RAODO3 [ [ . )
| 4 1 FLOLNCS 1 1 Verify FAX Information
5 § 1 1
— Order Confirmation
0K LCancel
Eﬂ"taCtIBnhby Davis ;I
= Fax Number:l 2-734-1234 v Send Cover Page
Fax To Name:IBuhhy Davis E;u.:v;r If:'aglje Bptio —
|Connected to Serv efault )
From Name:ICHS Support " For Your Infarmaticn .
" Confidential
Suhiect:IUldET Confirmation-PO: " Urgert!

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.

[v Confirm Successful Fax [via Email]

—CoverPage Comments

Here iz your Order Confirmation.

Thank, *'ou far your Qrder!

www.STEP1l.com

Support: 800-553-2602




ORDER DESK

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 Both the Ready to Ship & Ready to Bill Check
automatically. boxes will be discussed in the Order Review
Training Guide.
- Order Desk * STEP1 Supply (Chad Dema) - B
File Edit View
Main Order Desk | Submit Order Review lssue | Send Quutitiﬂn | Send Order Confirmation I Save Order | LCancel Order
T R . i
I Sh_lpplngl Order Motes | Profit Summar Order Stat ‘W
Bill Ta: I Chicago Judicial Center PO Numher:l Tatal Weidht: 7
|8D43 5. Exchange Ave Salesman: IWallace Semper | Total Cubes: L
Sute 3349 — Merch Tolal $139.87
I uite Sales Tax Area: I llinois LI Taxable Salkes $72.99
|Chicagn |IL|e0e17 Order Source: |CMS Sales Tax Rate: B Sales Tax $4.34
Billing Instructions: Payment Tems: INE[ 45 LI
I [~ Send Invoice with Delivern? II L ﬂ
I v AutoSznd Order Confirmation Ta Freight | $385
Ppd Depa =it: $0.00
Total D'e: $148.06
Entering Order Enter/Assign Order # | | ¥ Ready To Ship? ¥ Ready To Bill? IUpdate Order Tatals
| Profit Detail|
LineIT_l,lpeIItemEude Iltl]ldeled IItShippedI H#B/0 IDescriptiDn IDptI Pli[:BI Amount | a:-:?IF"ri| A
Ld 1 | RHIOM 3 3 0 Big Pink Lation Soap B2 759 $22 77 M
|2 1 sHaOznC 1 1 0 Shine Glass Clr -ConcentrateD  d10 25.20 $25.20 | M Edit
| | 3 | |RADOS 6 6 0 Disinfectant Spray Ba 3.9 $23.46 [N Ihs
| | 4 | FLCLMNCS 1 1 0 Floor Clean dio 43 44 $43.44 1Y Del
| | 5 S 1 1 0 Left Handed Broom 5 25.00 $25.00 | Y i
M ove
To
W
< >
|Connected to Server | STEP1Softwarev7.3526 | |CMS

In the very top-right corner are the Save Order & Cancel Order buttons. These | think are self-
explanatory. Click on the Save Order button now and we are done with this section of the guide.

Support: 800-553-2602

www.STEP1l.com



Order Desk S\ 1Training

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”

- ) Order Desk * STEP1 Supply (Chad Demo) - b

File 5Search Reports SavedQueries Help
- MErs |F‘ending Qrdersl F‘ending_l]_uutesl Pending Service Drdersl Hevieyl Sales Leadsl Task Listl Tasl_qListMgrl EustNewsl

Custicct IEustDmerName ||:it_l,I |State|SmanEDdelfoiceF‘the | ~ Order Entry/Modify

|| BROMSO1ON Bronson Health Care Rozemont IL | GJOMWAS  708-662-3331

|| BRUCET00 | Bruce Almighty Church Fish IN | PLEWIS 317-842-5649

|| BUBBL100 | Bubbles Steakhouse Stomach IN MHUGHES 765-342-4398 Customer Status

| | BUFFA100 | Buffalo Bar & Gril W apne IN | wislly  7E5-210-0320

|| BUSYE100 | Busy Bee Cleaning Service Embarass IM | wially'  317-384-3663

|| BUYERT00 | Buyers market Feal Estate IM | GJOMAS ¥EB-7H4-7122 Send CProd Order Farm

|| CALVETOD | Calvery Lutheran Church Fokersbery Ky wiALLY | 317-783-2000 Send Catalog Order Form

|| CHAMNC100 | Chance'’s Supply Mo Way IN | GJOMAS  317-774-0700

|_|CHARL100 | Charlie's Angels Bar b ercuny MM | GJOMAS | FEB-E74-5984 Jend Statement

|| CHATS100 | Chatswarth Flaars Drarathy IN | wally 3175941182 Statement Camments

|| CHICAGT20) Chicago City bMemarial Hozpital Tipton IL | GJOMAS 7EB-BRE-E700

L [ EE Chicagoudicial Center Chicago IL | whally 3127341233 Wiew Orderd|nvoice |

|| CHIEAG100 Ehicagn Inified School District Ehiu:e!gn IL | wiblly 532-345-8100 I:Irder.-"lm-'l:ﬁ:l—
CHIST100 | Chister Supply Skokie IL | wiblly | 312-344-7205

|| CHUCK100 | Chuckies Barrington IN | PLEWIS 317-578-2221 Capy Drder/Invaice|
CHUMPI100| Chump Advizomn Board “'eahrite IM BOB  37-262-3410 -

|| CICER100 | Cicero Fiddles Spokane IN | GJOMAS 317-984-4653 e

|| CITF300 | City of Fergus Falls [Fire Dept) P ercuny MM MHUGHES 317-477-4430 Setup a Mew Customer

|| CITYF400 | City of Fergus Fallz [garage) Fergus Fallz IN |MHUGHES 1-317-477-4330 Setup a Mew ShipTo
CITYFS00 | City of Fergus Falls [sidewalk. a) Fergus Fallz IN |MHUGHES 317-477-4380

| CITYFEOD | City of Fergus Falls [water) Fergus Falls IN MHUGHES 317-477-8545  » _ Dehesh Customer List

< > ¥72 Customers
|Connected to Server | | STEP1Softwarev7.3526 |  CHICAGO  |CMS

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




ORDER DESK

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.

L ] Order Desk * STEP1 Supply (Chad Demo) - d
File Edit 5Search View Reports Help
Chicago Judicial Center Yiew Current DlderI Modify Customer Infa | Custorner Status | Custarmer WebSite | Eil
|EustomerN-:-tes| Credit I Pending Orders | Open Invoices LedgerHistoryI |voice ﬂistoryl Rebate Enntractsl CPM Contract F'ri-:es' CPH F'c-licies'
Bil Te: Chicago Judicial Center Accountl: CHICAG300 Order Ship To: I Chicage Judicial Center
Bill Addrez= 1: 8048 5. Exchange Ave Salesman: WALLY )
Bill Address 2 Suite 3349 Price Opt: d10 Ship Address 1:|8048 5. Exchange Ave
Cit&'fStcatEZipi gh:;:'g; ) IL 60617 Ship Address 2: [Sute 3343
ontact: Bobby Davis
Telephane: 312-734-1233 HDUte"JDfa-'" Chgo/Tue City State Zip: IEhicagD |||_ IEDE'I?
) Carrier Truck 2
Fax: 312-734-1234 Ship Attention: I
Tems: Met 45
Resale # 1l 26-0799-87 Sales Tax? Y Corp Acct: JUDICAL
Comments: Alwaps call before shipping Sales Class: A Tax Freight? N Corp Dept: CJUD
Contact Mazxine [ex 201] Calc Class: B Charge Freight? ¥ Pt Group:
with any credit issues Market Group: GOVT AgeStatuz: HId CPM Class: City
Current Order Summary: 0 Lines $0.00 Total “Add Item to Order | Item Status I QtySald History I Price Histary

roducts |Que folHeDrderI Inventoryltemsl Saleltemsl

ItemCode TICI CPDescription ICurrentPriceI Price5ource I Last Price ILastSaIeDateI Last Gty ISubEatCodeI Cus ~ [ Show ltem Type(s]—
> | /A Super Leman Plus Degreaser Boz 58.80 1D Cust 35.00] 1522013 3 104IRFR g Ef:‘ggms[g}
| 01361 | |B | Urinal Screen w/Block Chemy 214 410 Cust 1.7315Map-2013 24 10-DECDO ¥ Labor ltems (L]
| ADY-5321 M|C Advance BA 5321 Auto Scrubber 7.395.7%  di0 Cust 30-FLOOR W Kits[K)
| 042055 | |C|Film Free Glass Cleaner 390.57 BE CProd 390,57 15-hap-2013 0 10-GLASS ¥ tachines (M)
- |0s143 | |C | First Chaice Carpet Pre-Spray 14.82 EB5 CProd 1463 15-Map-2013 2/ 10-CARPE [~ Service Parts [F)
075311 | B Stratus 3 Dispenzer 2099 S CProd 20,93 1-Sep212 33 10:AIRFE [~ Show Discortinued?
|101000 | A Spartan Shineline Seal Ggal 69.10  d10 Cust £5.00/ 15-Mov-2014 12 10-LAUND ~Soit Options—————
|40 | A Dazzle Floor Finish 100.65 d10 Cust £9.96| 5-Dec-2012 1 10-FLOOR  JUD-14 " CPDescription
_|1E2 | |B | Frigtine Il Cleaner/Sealer 52,000 B5 CProd 52.00| 8-kay-2013 4 10-FLOOR & |temCode
|190108 | |A 26" Front Mount Squeege Kit 0.00 5 CProd 0.00 15ep-2013 1 30VACZZ ; Type/CPDesc
|208LK | B 20" Black Stip Pad 21.04 B CProd 2104 27-Jan2013 5 40-PADFL o Jrottembode
[ 2mwH | |A 20" white Polish Pad 21.04| BE CProd 21.04| 27-Jan-2013 5 40-PADFL  CubCat/temCode
251 | |IC Enhatice Cleaner,/t aintainer 51.68  di0 Cust I6.55 A-Jul-2013 3 10-FLOCH
L Order Desk * STEP1 Supply (Chad Demo) - o 120 50-RECEP
File Edit View 1 10-A1RFR
hain Order Desk | Submit Order Review lssue | Send Quotalion | Send Order Confirmation | Save Order | LCancel Order | 2 40-BUCWR Itemz Due for Relrder
ISh_iDDingI Order Notes F‘_rofitSummaryI ‘ — Statuslm 2/10-FLOCH o Fiefresh CProd List |
Bill To: | Chicage Judicial Center PO Number: (RETURM TolalWeight 9 > 54 CProds
= 0048 5. Exchange Ave Salesman |'wallace Semper ;I Total CUbBSf il
.|— Sule 3343 Sles Taw drea linois ~] ?::;"J;‘I: [27050901 fparev73526 CMS
Chicaga WEER Drder Source: |CMS Sales Tax Rate: 6 Sales Tax $0.00
Billing Instructions: Payment Terms: | Het 45 ;I i i
[~ Send Invoice with Delivery? I ﬂ The FIrSt thlng you need to do
v Auto-Send Oider Confirmation Ta ppdoif.fii?ﬁ % on this screen is give this order
13 ”
Teaibue: #7259 ) g PO number of “RETURN?”, or
Entering Order Enter/Assign Order # | [ Ready To Ship? | Ready To Bill? ltem Stalusl Update Order Tnla\sl
[t os] whatever your gompany would
| LinelTypE'IlEmEDdE #0rdered ﬂShipped' ﬂBIDlDESEnpth |Dpl| Pri[:el AmnuntlTax'?lPrintD‘ norma”y Ca” th|S.
CE | RH101 1 E] 0 Big Pink Lotion Saap B2 7.59 [$7.59] N ]
Edit
" |l Also Notice that the total
Del . .
amount due is negative $7.59
tove H
"l because of the negative
- quantity we ordered.
< >
Connected to Server | STEP! Softwarev7.3526  |CMS Note: You may need to zero out
the freight.
www.STEP1.com 22 Support: 800-553-2602



ORDER DESK

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.)

Select Invoice to Apply Credit Memo To
File Search
[rrvoice [rv Date | Due Date [Type [ Ak At Due Status ﬂ
| [11215541 F-Aug-2013 0 B-Sep-2013 0 IM $187 68 $187.68 Delinguent
112952 1-Sep-2013  1-0ct-2013 M $14.043.15 $14.04315  Delinguent
MEEEEER 60ct2014 20Nov-2014 IN $148.06 $148.068  Curent
W
L4 >
L
Select Thiz Invoice to be Credited | View lrvoice | Do Mot Apply Thiz Credit to AMY |nvoice

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 If for some reason you decide that you don’t
exactly what happened. STEP1 has also put the want this credit memo apply to any of the
item back into your available inventory. invoices, click this button.

www.STEPl.com Support: 800-553-2602



Order Desk S\ 1Training

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”

- ) Order Desk * STEP1 Supply (Chad Demo) - 0

File Search Reports SavedQueries Help
Customers |F'ending Qrdersl Pending _D_uu:utesl Pending Service Drdersl Hevieyl Salez I:eadsl Tazk Listl TazkList Mgrl Cuszt Newsl

Custicct IEush:umerN ame IEit_l,l IStateI SmanEu:u:IeI OfficePhone | A " Drder Entry/Modify I
|| BROMSO10N Bronson Health Care Rozemont IL | GIOMAS  703-662-3331
|| BRUCE100 | Bruce Almighty Church Fizh IM | PLEWIS 317-842-5649
|| BUBBL100 | Bubbles Steakhouse Stomach IN MHUGHES 765-342-4398 Cupiner St |
| | BUFFAT00 | Buffalo Bar & Gril Wapne IM | whally | 785-210-0320
|| BUSYE100 | Busy Bee Cleaning Service Embarass IM | wally | 317-984-9668
|| BUYERT00 | Buyers market Real Eztate IM | GIOMAS | 7EB-7B4-7122 Send CProd Order Form
| | CALVETOD | Calvery Lutheran Church Fokersben kv wially' | 317-783-2000 D e g
|| CHANC100 | Chance's Supply Mo wiay IM | GJOMAS 3177740700
|_|CHARL100 | Charlie's Angels Bar b ercury MM | GIOMAS | FES-E74-5984 Send Statement
| | CHATS100 | Chatsworth Floars Darathy I wally 3175941182 Statement Comments
|| PHICAGT20) Chicago City Memarial Hospital Tipton IL | GIOMAS  7ES-BR5-2700
z (e ChicagoJudicial CEnter Chicago IL | wally 327341233 Yiew Orderdmvoice |
|| CHICAGT00| Chicago Unified Schaol District Chicago IL | wislly' 532-345-8100 Drden’lnvc#:l—
CHIST100 | Chister Supply Skokie IL | wislly'  312-944-7205
| cHUCK100 | Chuckies Barrington IN | PLEWIS 317-578-2221 Copy Orderfinvoice |
CHURMPI00 | Chump Advisory Board “'eahiite IM BOB N7-262-3410 -
| CICER100 | Cicero Fiddies Spokane IN | GIONAS 317-984-4653 Modify Custome Info
|| CITwF300 | City of Fergus Falls [Fire Dept] P ercuny MM MHUGHES 317-477-4430 Setup a Mew Customer
|| CITY'F400 | City of Fergus Falls [garage) Fergus Falls IM  |[MHUGHES 1-317-477-4330 Setup a New ShipTa
CITYF500 | City of Fergus Falls [sidewalk ra) Fergus Fallz IM |[MHUGHES 217-477-4380
| CITYFBO0 | City of Fergus Fals [water] Fergus Falls IN MHUGHES 317-477-8545  ~ _ biefiesh Customer List
< > 772 Customers
\Connected to Server | | STEP1Softwarev7.3526 |  CHICAGO CMS

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




ORDER DESK

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.

= TS
File

Chicago Judicial Center Yiew Current Dlderl Modify Customer Info | Custorner Status | Custarmer WebSite | Eil
|EustomerN-:-tes| Credit | Pending Orders | Open Invoices | Ledger History | Invoice History | Rebate Enntractsl CPM Contract F'ri-:esl CPH F'c-lic:iesl

Order Desk * STEP1 Supply (Chad Demo)

Edit Search View Reports Help

. Bil Te: Chicago Judicial Center Account: CHICAG300 Order Ship To: I Chicage Judicial Center
Bill Addrezs 1: 8048 S. Exchange Ave Salesman: WALLY .
Bil Address 2 Suite 3349 Price Opt: d10 Ship Addiess 1:|8048 5. Exchange Ave
Cit&'fStcatBZipi gh::;gun ) IL 60617 Ship Address 2 [Sute 3349
ontact: Bobby Davis ) _
Telephane: 312-734-1233 HDUte"JDfa-'" Chgo/Tue City State Zip: IEhicagD I||_ IEDE'I?
: Carrier Truck 2
Fax: 312-734-1234 Ship Attention: I
Termmns: Met 45
Resale #: 1l 26-0799-87 Sales Tax? h Corp Acct: JUDICAL
Comments: Alwaps call before shipping Sales Class: A Taw Freight? N Corp Dept: CJUD
Contact Mazxine [ex 201) Calc Class: B Charge Freight? ¥ Prnt Group:

with any credit issues Market Group: GOVT

[$16.02) Total

AgeStatusz: HId
Add Item to Order

CPM Class: City
Item Status I QtySald History I Price History

Current Order Summary: 2 Lines

Inventary [tems

Sale Itemns |

Customer Products | Dwe for ReOrder

SubCategory Description [DoubleClick to Select]l Cc-del ~ IterCode |T_l,lp| EI$| |temD escription |ItemEHtendedDescrid ~
|l Inventor ltems (2554) [oez20 || FimFree Glass Cleansr Shaw ltem Typels
CHEM: Aerosols [21] 10:4EROS 042055 I | C Film Free Glass Cleaner IE f]mc‘;t"erlzs[ﬂ%
— . N on-Stoc
|| CHEM: Air Frezsheners [31) 10-AIRFR L A0S0 | [ Labor ltems [L]
|| CHERM DISPENSER: Air Freshener (3] 10:4IRFZ n SHINE-RTU | Shine Glass Cleaner -RTU M Kits K]
|_|CHEM: all Purpose Cleaners (3) 10-ALLPU HEN | Squeege-0ff Concentrate ¥ Machines (M)
|| CHEM: Autarnative (4] 10-A0T0 | 30018 | Squeege-0ff Powder [~ Parts (P]
|| CHEM: Carpet Care [73] 10-CARPE n 30160 | ‘Wwater Spot Remaver Paste
|_|CHEM: Concentrate [25] 10-COMCE [~ Show Discontinued?
|| CHEM: Degreasers (25) 10DEGRE (SalesClass = %)
|| CHEM: Deadarizers [36] 10-DECODO
| CHEM: Diginfectants (B) 10-DISIMN
|_|EHEM: Finish/Clnr/Seal/Strip (V4] 10-FLOCR
|| CHEM: Food Service. [34) 10-FO0DS
|| CHEM: Glass Cleaners (7) 10( 5 Order Desk * STEP1 Supply (Chad Demo) - B8
CHEM: Hand Soaps [77) LR 5
- File Edit View
— CHEM DISPENSER: Hand SDED [301 10, Main Oider Desk I Submit Order Review lssue I Send Quatation | Send Order Confirmation | Save gldell LCancel Order
|| CHEM: lce Melters [5) | — =
3illiry Sh_|ppmg| Order Motes | Profit Summary Order Slatuslm |
ICOI’II’IECtEd oS erver I Bill To: | Chicago Judicial Center PO Number: Total Wweight: 35 I~
8048 5. Exchange Ave Salesman: "W allace Semper LI Total Cubes: 0 =
p — Merch Total: [$16.02)
. . Suite 3343 Sales Tax Area: | linois LI Terehlo S $1217)
Now click on the View [Cricage i [eos17 Drder Source: [CMS Sales Tax Rate: B Sales Tax: ($0.73)
Billing Instructions Payment Terms: INet 45 LI
Current Order button to look | T T | 50,00
. g T Freighl $3.85
at the order Not|Ce that the | V¥ Auto-Send Order Confimation To o Derslogs\tt: w00
Order Total is reflecting the it e SRR

difference in price between
the items.

www.STEP1l.com

Entering Order

Enter/dssign Order ﬂl [ Ready To Ship? ¥ Ready To B

il?

Item Statusl Update Order Totals

| Profit Detail|
LmeIType'ItemEnde Iul]ldeledluﬁhipped| uBII]IDascnphnn IDptI Plice' Amnunt'Ta:ﬂIF’n‘A

L1 1 SHINERTU -1 -1 0 Shine Glass Cleaner -RTU dio 23.04 ($2204) ¥

Qe I |ADSD 1 1 0/ Glass Plus dio 7.02 $7.02 ¥ Edi
Ins
Del
Move
To

<

>

[Con nected to Server

STEP1 Software v7.3526

[cms

Support: 800-553-2602




ORDER DESK

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.

L} Order Desk * STEP1 Supply (Chad Demo) - B
File Edit View
ain Order Desk I Submit Order Review |ssue I Send Quotation I Send Order Confirmation I Save Drder I Cancel Order I
I Sh_ippingl Order ﬂolesl Profit Summaryl Order Statuslm
Bill To: | Chicago Judicial Center PO Numher:l T otal Weight: .35
|3043 5. Exchange Ave Salesmar: IWaIIace Semper ;I Total Cubes: 0
- — Merch Total: [$16.02)
ISmte 3343 Sales Tax Area: IIImcns ;I T axable Sales: [$12.17]
|Ehicago |IL |sus17 Order Source: ||:MS Sales Tax Rate: 6 Sales Tax: ($0.73)
Billing Instructions: Papment Terms: |Net 45 ;I
I [~ Send Invoice with Delivery? II ﬂ
| v Auto-Send Order Confirmation Ta Freigt |  $385
Ppd Deposit: $0.00
Total Due: $12.90)
Entering Order Enterftizzign Order # I ¥ Ready To Ship? |[v Ready To Bill? [tem Statusl Update Order Totalsl
| Profit Detail|
LinelTypeIIteande Iltl]rdered I#Shippedl #B/0 IDescriplian IDptI Pricel AmnuntITarc?I Pri A
| 1 I [SHINE-RTU -1 -1 0 Shine Glass Cleaner -RTU dio 23.04 [$23.04) ¥
CE | ADS0 1 1 0 Glass Plus d10 7.02 $702 ¥ Edit
Ins
Del
Move
To
v
< >
|Connected to Server | STEP1 Software v7.3526 |cMs

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.

26

www.STEP1l.com Support: 800-553-2602



Order Desk S\ 1Training

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”.

- ) Order Desk * STEP1 Supply (Chad Demo) - 0

File Search Reports SavedQueries Help
Customers |F'ending Qrdersl Pending _D_uu:utesl Pending Service Drdersl Hevieyl Salez I:eadsl Tazk Listl TazkList Mgrl Cuszt Newsl

Custicct IEush:umerN ame IEit_l,l IStateI SmanEu:u:IeI OfficePhone | A " Drder Entry/Modify I
|| BROMSO10N Bronson Health Care Rozemont IL | GIOMAS  703-662-3331
|| BRUCE100 | Bruce Almighty Church Fizh IM | PLEWIS 317-842-5649
|| BUBBL100 | Bubbles Steakhouse Stomach IN MHUGHES 765-342-4398 Cupiner St |
| | BUFFAT00 | Buffalo Bar & Gril Wapne IM | whally | 785-210-0320
|| BUSYE100 | Busy Bee Cleaning Service Embarass IM | wally | 317-984-9668
|| BUYERT00 | Buyers market Real Eztate IM | GIOMAS | 7EB-7B4-7122 Send CProd Order Form
| | CALVETOD | Calvery Lutheran Church Fokersben kv wially' | 317-783-2000 D e g
|| CHANC100 | Chance's Supply Mo wiay IM | GJOMAS 3177740700
|_|CHARL100 | Charlie's Angels Bar b ercury MM | GIOMAS | FES-E74-5984 Send Statement
| | CHATS100 | Chatsworth Floars Darathy I wally 3175941182 Statement Comments
|| PHICAGT20) Chicago City Memarial Hospital Tipton IL | GIOMAS  7ES-BR5-2700
z (e ChicagoJudicial CEnter Chicago IL | wally 327341233 Yiew Orderdmvoice |
|| CHICAGT00| Chicago Unified Schaol District Chicago IL | wislly' 532-345-8100 Drden’lnvc#:l—
CHIST100 | Chister Supply Skokie IL | wislly'  312-944-7205
| cHUCK100 | Chuckies Barrington IN | PLEWIS 317-578-2221 Copy Orderfinvoice |
CHURMPI00 | Chump Advisory Board “'eahiite IM BOB N7-262-3410 -
| CICER100 | Cicero Fiddies Spokane IN | GIONAS 317-984-4653 Modify Custome Info
|| CITwF300 | City of Fergus Falls [Fire Dept] P ercuny MM MHUGHES 317-477-4430 Setup a Mew Customer
|| CITY'F400 | City of Fergus Falls [garage) Fergus Falls IM  |[MHUGHES 1-317-477-4330 Setup a New ShipTa
CITYF500 | City of Fergus Falls [sidewalk ra) Fergus Fallz IM |[MHUGHES 217-477-4380
| CITYFBO0 | City of Fergus Fals [water] Fergus Falls IN MHUGHES 317-477-8545  ~ _ biefiesh Customer List
< > 772 Customers
\Connected to Server | | STEP1Softwarev7.3526 |  CHICAGO CMS

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




ORDER DESK

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

Iltem button.

9
Eile

Chicago Judicial Center

Edit Search View Reports Help

Order Desk * STEP1 Supply (Chad Demo)

TS

View Current Dlderl Modify Custormer Infnl Customer Status| Customer WebSitel Eil

|EustomerN-:-tes| Credit | Pending Orders | Open Invoices | Ledger History | Invoice History | Rebate Enntractsl CPM Contract F'ri-:esl CPH F'c-lic:iesl

. Bil Te: Chicago Judicial Center Account: CHICAG300 Order Ship To: I Chicage Judicial Center
Bill Addrezs 1: 8048 S. Exchange Ave Salesman: WALLY
Bill Address 2. Suite 3349 Price Opt: d10 Ship Address 1: |8048 . Exchange Ave
Cit&'fStcatBZipi gh::;gun ) IL 60617 Ship Address 2 [Sute 3349

Tebs?oa:; 3;3 2_;34_:2;3 Route/Day Chgo/Tue City.State Zip: [Chicago L 0517

Carrier Truck 2
Fax: 312-734-1234 Ship &ttention: I
Tems: Met 45
Resale #: 1l 26-0799-87 Sales Tax? Y Corp Acct: JUDICAL
Comments: Alwaps call before shipping Sales Class: A Taw Freight? N Corp Dept: CJUD
Contact Mazxine [ex 201) Calc Class: B Charge Freight? ¥ Prnt Group:
with any credit issues Market Group: GOVYT AgeStatuz: Hid CPM Class: City

Current Order Summary: 0 Lines $0.00 Total Add Item to Order Item Status I QtySald History I Price Histary
CustomerEroductsl Due for ReOrder |G Hefelenceltemsl Saleltemsl

SubCategory Description [DoubleClick to Select]l Cc-del ~ IterCode |T_l,lp| EI$| |temD escription |ItemEHtendedDescrid ~
| T00LS: Stiip Shoes 8) 40SHOES | [13588E | 133 Wastebasket Shaw ltem Typels
| [To0Ls: signs (11) a05IGNS | | |1358BK I 13qt Wastebasket v f]mc‘;"erlzsﬂ]
| T00LS: Sponges (31 40SPONG |_|1350GY || 133Wastebasket E L ltfecms[[L]]
|| TOOLS: Sprayers & Drum Pumps [32] 40-5PRAY n 2914BK | 14qt UL Classified ‘W astebasket M Kits K]
|| TOOLS: Windaw Cleaning Equ. [B8) A0-WINDOD _|29145D | 14qt UL Classified '/ astebasket ¥ Machines (M)
|| TOOLS: Mizcellaneous [22) A0-22557 | 1425 | 24 Gallon Round Container [~ Parts (P]
|| FIxT: Organizers & Shelves [4) A0-0RGMHZ n 292750 | 27qt UL Clazified 'w astebask et

FIXT: Propartioners - Chemical [B] 50-FPROPO 2927BK | 27qt UL Classified "W astebasket [” Show Discontinued?
| FixT: Receptacles (42) BORECEF  |B|29z7EN || 27gtUL Classiied Wastebasket (SalesClass = %)
|| FIxT: Restroom Fistures/Dyers [2] B0-RESTR | 2818BE | D 28 qt'wWastebasket
| FI<T: Mizcellaneous [1] L vy ] 2543 | 280t wastebasket
|| PARTS: Advance (8) 90-AD%AN | 2818GY | 280t wiastebasket
|| PARTS:Briggs & Stratton Engine [49) 0B &S | 2818BK | 280qt Wastebasket, Black

PARTS Battenies (10] S0-BATT ORBR 32 | 32 Gallon Atlas Container

Add ltem to Order | 32 Gallon Huskee I:Znnt-ainer
| 32 Gallon Huskee Lid .
] Refrash [tem List |
Item: 32 Gallon Huskee Container Code: 3200GY > 40 ltems

| STEP1Softwarev7.3526  |CMS

Price: |24.1 2

Frice Opt: P35 Changs Frice Op‘tI

[~ Orne-Time Price?

“iew Online Catalog Page I

E Type: |
= [IL Stock Info——— Pnce Information:
Stock Lewel: 1] Price  Quantity
Shipped: a Ligt: 38.21
Received: 1] Brkt 2: 054 1]
On-Hand: 0 Bkt 3 2677 1]
Reserved: 1] Brkt 4: 25 52 1]
Available: 0 Brkt & 24.87 1]
Brkt E: 2487 1]
3
E:D"ja’;:z’d N Brkt 7: 2293 0
Gty On Ovder: Brkt 8: 2167 1]
View All Warehouse Stocks | | | Sale? N 3-Dec-99
ity: Ue Stock Unit: Each
Quantity: |—1 ock Unit £ac
Lt Price Unit: Each

[¥ Charge Sales Tax?

LCancel |

www.STEP1l.com

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.

Support: 800-553-2602



ORDER DESK

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.

- Order Desk * STEP1 Supply (Chad Dema) - B
File Edit View
Main Order Desk | Submit Order Review lssue _ Send Order Confirmation | Save Order | LCancel Order |
I Sh_ippingl Order Motes | Profit Summary Order Slatuslm
Bill Ta: I Chicago Judicial Center PO Numher:l Tatal Weight: 2
|8D43 5. Exchange Ave Salesman: IWallace Semper | Total Cubes: L
S uts 3343 — Merch Total: $30.30
[Suite Sales Taw Area: linoi B | S $34.15
|Chicagn |IL|e0e17 Order Source: |CMS Sales Tax Rate: B Sales Taw $2.05
Billing Instructions: Payment Terms: INet 45 LI
I [~ Send Invoice with Delivery? II ﬂ
I v Auto-Send Order Confirmation Ta Freight |  $385
Ppd Deposit: $0.00
Total Due: $36.20
Entenng Order Enter/Aszign Order # | ¥ Ready To Ship? |v Ready To Bill? Item Statusl Update Order Totals
| Profit Detail|
LineIT_l,lpeIItemEude Iltl]ldeled IItShippedI H#B/0 IDescriptiDn IDptI Pli[:BI Amount |Ta:-:?|F"ri| A
| | 1 1 3200GY 1 1 0 32 Gallan Huskee Container P35 2412 $2412 %
Qe || 3201GY 1 1 0 32 Gallon Huskee Lid P35 618 $518 v Edit
[y
Del
Verify FAX Information
—Send Optio M?‘"'E
¢~ Email Quotation 2
{v FAX I
" Print OK Cancel
- v
< —FAX v
|Connected to Server Eunta':t:l Bobby D avis ;I =26 CMS
—————— B ————————
Fax Humher:l 2-734-1234 |v Send Cover Page
) - Cover Page Option———
Fax To Name.IBnhh}- Davis & Defaul
From Name:IEHS Support " For ‘Your Infarmation
" Confidential
Suhigct;lﬂuntatinn 113102 " Urgent!

¢ Confirm Successful Fax [via Email)

—CoverPage Comments

www.STEPl.com Support: 800-553-2602



ORDER DESK

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.

9 Order Desk * STEP1 Supply (Chad Demo) - B “
File Edit View
tain Order Desk I Submit Order Review |ssue I Send Quotation I Send Oider Confimation | Save Qldell LCancel Order
Biling ISh_lpplngI Order ﬂotesl Profit Surnrnayl Order Slalus
Bill Ta: | Chicago Judicial Center PO Number: Tatal Weight: 2
|B048 5. Exchange Ave Salesmar: |'Wallace Semper ~| Total Cubzs: 0
oo 3319 — Merch Total: $30.30
| Lite Sales Tar Area | llinois LI Tamable Sales $34.15
|Chicago |IL |BUB‘I 7 Order Source: |CMS Sales Tax Rate: 6 Sales Tax: $2.05
Billing Instructions: Payment Tems: |Net 45 LI
| [~ Send Invoice with Delivery? I ﬂ
| ¥ Auto-Send Order Confirmation To Freight | 9385
Ppd Deposit: $0.00
Total Due: $36.20
Entering Order 113102 Enter/Assign Order # I ¥ Ready To Ship? |¥ Ready To Bill? Item Slalusl Update Order Totals
EBEE | Profit Detai |
UnelTppelItemCode |Ill]ldeled |ﬂ5hipped| #B70 |Descriptim |Elpt| Pricel AmnuntlTax?l Pli‘ A
n 11 3200GY 1 1 0 32 Gallon Huskee Container P35 2412 $2412 Y
»2 I 320Gy 1 1 032 Gallon Huskee Lid P35 6.18 $618 v Edit
Ins
Del
Move
To
v
< >
|Connected to Server [ | STEP1Software v7.3526 CMS

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.

L Order Desk * STEP1 Supply (Chad Demo) - o
File Search Reports SavedQueries Help
LCustomers I Pending Orders | Pending Service Orders I Review I Sales Leads I Task List I TaskList Mgr I Cust News I

OrderNum I Quote Date I Walid Until I Status ICuslomel Name I TotalDue l SmanCode“ A
| [112804  22-Aug-2013 Quotation  MikeMisc.account $206.03 MHUGHES | View Quote I
(112816 23-Aug-2013 Quotation  Bardsley, Todd $15.33 MHUGHES |
(112840 24-Aug-2013 Quotation  The Westin/Capitol Ave $9526.22 walLly | _
n 112841 24-fug-2013 Quotation  The Westin/Capitol &ve $7.051.12 WaLly | Yoid Quote |
n 112843 24-Aug-2013 Quotation  The Westin/Capitol &ve $3.013.41 wWally |
n 112845  24-Aug-2013 Quotation  Industrial Cleaning $845.88 wWaLLY |
| [112846  24-Aug-2013 Quotation  Hamilton Southeastern Schools $17.690.85 PLEWIS |
| [112862  25-Aug-2013 Quotation  CCX Terminal $44.07 MHUGHES |
| [112863  25-Aug-2013 Quotation  Our Lady of the Greenwood School $400.00 MHUGHES |
n 112864  25-4ug-2013 Quotation  Diversified Cleaning $26.50 MHUGHES |
n 112872 25-4ug-2013 Quotation  Helmer Labs Incorporated $737.82 GJONAS |
n 112878 25-4ug-2013 Quotation  Good Dog Hotel And Spa $209.73 PLEWIS |
| [112885  25-Aug-2013 Quotation  Miscellaneous Rob's $6,516.88 wWaLly |
| [112886  25-Aug-2013 Quotation  Miscellaneous Rob's $10,965.001 WaLLY |
| [108593  23-Aug-2013 31-Dec-2013 Quotation  Indiana State Fairgrounds $53.52 MHUGHES |
n 112934 29-4ug-2013 Quotation  Crabtree Cleaning Service, Inc $205.49 MHUGHES |
n 112937 29-4ug-2013 Quotation  Schneck Medical Center $4,985.89 MHUGHES |
- [113m2 8-5ep-2013 Quotation  H &R Janitorial Services $1.151.24 'wally | ST EE |
[113M8  14-Sep-2013 Quotation  Outback Stkhse/Greenwood #1512 $202.46 MHUGHES |

113028 4-0ct-2013 Quotation  Indiana Wesleyan Univ/Louis $395.44 GIONAS | Refresh Quote List |
BT soct2014 Quotation | Chicago Judicial Center $36.20 WALLY 1v ——
= = 628 Quotes

|Connected to Server | | STEP1 Softwarev7.3526 |  CHICAGO [cms

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.

www.STEPl.com 30 Support: 800-553-2602



Order Desk S\ 1Training

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”

- J Order Desk * STEP1 Supply (Chad Demo) - 0

File 5Search Reports SavedQueries Help
Customers IF'ending Qrdersl Pending _D_ur:utesl Pending Service Drdersl Hevieyl Salez I:eadsl Tazk Listl T azkList Mgrl Cuszt Newsl

Custicct |EustomerN ame |Eit_l,l |State| SmanEDdel OfficePhone | A || Drder Entry/Madify I
| BROMSO10N Bronzon Health Care Fozemont IL | GJOMAS  708-662-3981
| | BRUCE100 | Bruce Almighty Church Fish IN | PLEWIS 317-842-5649
| | BUBBL100 | Bubbles Steakhouse Stomach IN MHUGHES 765-342-4398 e S s |
| | BUFFA100 | Buffalo Bar & Gril Wiapne IN | wially  765-210-0320
| BUSYEB100 ' Busy Bee Cleaning Service Embarass IM | wWaLLY  317-384-9668
| BUYER100 | Buyers market Real Eztate IM | GIOMAS FEB-7B4-7122 Send CProd Order Form
|| CALVETIOD | Calvery Lutheran Church Fokersben Ky wially  317-783-2000 e e ey —
|| CHAMC100 | Chance's Supply Mo Wway IN | GJOMAS 317-774-0700
| |CHARL100 | Charlie's Angels Bar b ercury MM | GIOMNAS | 7ED-E74-5984 Send Statement
|| CHATS100 | Chatswarth Floars Drarathy I wally 3175941182 Statement Comments
|| CHICAGT20 Chicaga City Memarial Hospital Tipton IL | GIOMAS  7E5-655-8700
L [l ChicagoJudicial CEnter Chizago IL | wally 3127341233 Wiew Orderdnvoice |
| | CHICAG100] Chicago Unified School District Chicago IL | wislly' 532-345-8100 Elrder.-"lnvc#:l—
CHIST100 | Chister Supply Skokie IL | wislly  312-944-7205
| cHUCKI00 | Chuckies Barrington IN | PLEWIS 3175782221 Copy Order/Invoice |
CHURMP100 ' Chump Advisory Board Yeahrite IM BOB IN7-262-3410 -
| CICER100 | Cicero Fiddies Spokane IN | GIONAS 317-984-4653 Modiy Customer Info
|| CITYF300 | City of Fergus Fall: [Fire Dept] b ercuny MM MHUGHES 317-477-4430 Setup a New Customer
| CITYF400 | City of Fergus Falls [garage] Fergus Fallz IN [MHUGHES 1-317-477-4330 Setup a New ShipTa
CITYF500 | City of Fergus Falls [sidewalk ra) Fergus Fallz IN [MHUGHES 217-477-4380
| CITYFB00 | City of Fergus Falls [water) Fergus Falls IN MHUGHES 317-477-8545 v _ Hiefresh Customer List
< > 772 Customers
Connected to Server | | STEP1 Softwarev7.3526 |  CHICAGO CMS

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




ORDER DESK

Now instead of customer products which is the tab we are in right now we need the Inventory ltems
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.

L 4

Chicago Judicial Center

File Edit Search View Reports Help

Order Desk * STEP1 Supply (Chad Demo)

View Current Drderl Modify Custamer \nfn| EustnmerSlatusl Customer WehSitel E xit ”

ICustumslNules' Credit | F'sndingﬂldarsl Dpanlruu\cas' LadgelHisturyl Invu\caﬂ\stuw' Rebate Euntraclsl CPM Conbiact Flices' CPM F’uliciasl

’ Bil To:  Chicago Judicial Center Accountit. CHICAG300 Order Ship Tox I Chicago Judicial Center
Bill Address 1: B048 S. Exchange Ave Salesman: WALLY .
Bil Address 2 Suite 3349 Price Opt d10 Ship Address 1: [B048 5. Exchange Ave
City.StateZip. Chicago . IL 60617 Ship Address 2 |5uite 3349
Contact: Bobby Davis Route/Day Chgo/Tue § i =
Telephone: 312-734-1233 i e City.State Zip: |Ch|cagn |IL |EDE1?
. Fasx: :1 Z'I:"‘ 234 Ship Attention: |
eims: Net
Resale # 1l 26-0799-87 Sales Tax? Y Corp Acct: JUDICAL
Comments: Always call before shipping Sales Class: A Taw Freight? N Corp Dept: CJUD
Contact Maxine (ex 201) Calc Class: B Chaige Freight? Y Pml Gioup.
with any credit issues Market Group: GOVT AgeStatus: Hid CPM Class: City

Current Order Summary: 0 Lires

40.00 Total

Add Item to Order

Item Status I QtySold History | Price History

Customer Eroducls' Due for ReOrder Reference Items' 5a|e|lems|

SubCategory Description (DoubleClick to Select) Codel ~ ItemCode |TPDI EIsI\temDescriptian |\temExtendedDescrid ~
[ TO0LS Pads - Floor Pads (125] a0PEDFL | |20BLK | | B 20" Block Stip Pad Show [tem Typels)
[ [T00LS: Pads - Hand Pads (5) aopanta [ |208L0 || 20 Blend UHS Pad l'f i‘;’:‘;:;’:ﬁ
| |To0LS: Stip Shoes 18] 0SHOES . |_|208LU I |20 Bl Cleane Pad [ Labor ltoms (L)
|| TooLs: sians (1) 405IGNS . [|20iCE I 20" Blue les Buff Pad W Kits (K]
| |To0LS: Sponges (3) 405PONG | |20c0C0 || 20rCcoco FeDs ¥ Machines (M)
|_|TO0LS: Sprayers & Drum Pumps [32) 40-5PRAY || 20EMG | 20" Emerald Stip Pad I~ Pants (P)
|_|T00LS: Window Cleaning Equ. (68] 404/INDO | |20H0G | 20" Nat Fbr Hog Hair B
TOOLS: Miscelaneous (22) 4027777 20BBL | 20" PE Blue Blnd Pad [ Show Discontinued?
[ |FixT: Orgarizers & Shelves (4) S0ORGNZ | |20PURPLE || 20" Purple Clearing Pads B0
FIXT: Proportioners - Chemical (6] S0-PROPO M| 20RED | 20" Red P
[ |FIxT: Receptacles (42) SORECER| | |20PINK I 20" Sonc Sort On Column (Ascending)
| |FIXT: Restroom Fistures/Diyers (2) SO-RESTR | |20WHI 1A 20" wWhite Sort On Column (Descending)
| |FIT: Miscellaneous (1) 077777 | |2mEsE || |20'%Pad  SearchinColumn  Ctri<F
| |PaRTS: Advance (8) G0ADVEN | |20xeBL I 20 xpad Y N
N T wonTT| [lobub {1 | {pad,_DoPy Colomn Tos
:Batteries | I P 5
| |PARTS.Castex Replcement Parts (73) wcaste [ Add Item to Customer Product List W’

[Connected to Server [

STEP1 Software v7.3526 |cms

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!

Setup A New Customer Product

20" Red Pad

Change Price Opt...

Save | LCancel ||

tain

C/P Description: |2El" FedPad
Special C/P Desc? [

Cumrent Price: 28.43
Current Price Source: d10 Cust

Customer Product Price Dption Info—
[Use Cust Default)

Item Code: 20RED

Item Type: 1
Sales Class:

 Change Cust Prod Price: Option |

Current Margin =: 54 4144
Published Cost: 12.96
Rebate Cost? N

Last Price Paid:
Last Sale Date:

Show On Order Form/C557% v

MSDS Reqd?
MSDS Code:
MSDS Due?
MSDS Sent?

Wil /Chl Par Stock: I 0

Customer Part #: I

Customer Product Motes

Add Mates To Order? [

Date Sent:

List Price: 31.59
|¥ Charge Sales Tax?

|v Pay Commission?
MSDS Information

N

 List - Discount %
N
N " Cost + Markup %

ReOrder Information
Date of Last Sale:

D ate of First Sale:
ReOrder [tem?

Last Quantity Ordered:
Oty Expected To Last:
Mext Expected Order:

v

Current Price Option;

Select Price Option;
i [Use Cust Default)

 Use [tem Price
" Use Special Price
& Use Bracket Price

" Profit Margin %

Enter Price Bracket [1-8):

E

0Days

LCancel |

www.STEP1l.com
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ORDER DESK

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.

L ] Order Desk * STEP1 Supply (Chad Demo) - B

File Edit 5Search View Reports Help
Chicago Judicial Center Yiew Current UlderI Modify Customer Infnl Custarner Status' Custarner WebSitel E xit ||

|EustomerN-:-tes| Credit I Pending Orders | Open Invoices | Ledger Histary | Invoice History | Rebate Enntractsl CPM Contract F'ri-:es' CPH F'c-licies'

Bil To: Chicago Judicial Center Accountl: CHICAG300 Order Ship To: I Chicage Judicial Center
Bill Addrezs 1: 8048 5. Exchange Ave Salesman: WALLY )
Bill Address 2 Suite 3349 Price Opt: d10 Ship Address 1:|8048 5. Exchange Ave
City.State Zip: Chicago IL 60617 Ship Address 2: ISuite 3349
Contact: Bobby Davis
Telephone: 312-734-1233 HDUtE";E::;-"; ?:_?::Tzue City State Zip: IEhicagD |||_ IEDE'I?
Fax: 312-734-1234 Ship &ttention: I
Tems:. Met 45
Resale # 1l 26-0799-87 Sales Tax? Y Corp Acct: JUDICAL
Comments: Alwaps call before shipping Sales Class: A Tax Freight? N Corp Dept: C-JUD
Contact Mazxine [ex 201) Calc Class: B Charge Freight? ¥ Pt Group:
with any credit issues Market Group: GOVT AgeStatuz: HId CPM Class: City
Current Order Summary: 0 Lines $0.00 Total Add Item to Dlderl Item Status I QtySald History I Price History
roducts |Que folHeDrderI Inventoryltemsl Hefelenceltemsl Saleltemsl
ItermCode ITICI CPDescription ICurrentPriceI PriceSource | Last Price LastSaIeDateI Last Oty ISubEatCodeI Cus A [ Show ltem Typels]
[042055 | |C|Fiim Free Glass Cleaner 390,57 66 CProd 39057 15May-2013 0 10-GLASS g Ef:‘ggms[g}
_|06143 | |C|First Choice Carpet Pre-Spray 14.83 EBES CProd 14,83 15-May-2013 2/ 10-CARPE ¥ Labor ltems (L]
| 075311 | B Stratus 3 Dispenser 2099 5 CProd 20.99) 1-Sep-2013 38 10-8IRFZ W Kits[K)
|101000 | |A Spartan Shineline Seal Bgal 6910  d10 Cust ES.UU|15-NW-2EI14 12 10-LAJND v Machines (M)
_|140 | A Dazzle Floor Finish 100.65  d10 Cust £9.96| 5-Dec-2012 1 10-FLOOR  JUD-14 ™ Service Parts P]
_|162 | |B | Prigting Il Clearer/Sealer 52.000 BS CProd 52.00) 8-May-2013 4/10-FLODR [~ Show Discontinued?
_|130108 | A 26" Front Mount Squeege Kit 000 5 CPod 0.00 1-Sep-2013 1 30VACES ~Sort Options
| 20BLK | B 20" Black Strip Pad 21.04 BE CProd 21.04| 27Jan-2013 5 40-PADFL " CPDescription
P|20RED (A 20" Fed Fad 26.05 B3 CProd 40-PADFL & |temCode
- |zowHI I |A| 20" white Palish Pad 21.04 BE CFrod 21.04| 27-Jan-2013 5| 40-PADFL ? Type/CPDese
251 | |€/Enhance Cleaner/Mairtainer 51.68  d10 Cust W55 21ul2013 3 10FLOOR Type/temCode
— " SubCat/CPDesc
| 2818BE | D 28 gt ‘Wastebasket 3.33 BE CProd 311 1-5ep2013 120 50-RECEP  cubCat/temCode
| 33024AR | C Metered Aerozol Variety Kit 40.00 EBE CProd 40.00| 4-Jan-2013 1 10-4IRFR
| 351BZ | A 35qt Unibody Mopping Systemn 120.58 d10 Cust 89.99/ 15-Mov-2014 2 40-BUCWR
|53 | B MNu-Tra Shine Sealer 32.24| B5 CProd 25.42| B-Sep-2012 2 10-FLOOR
| 354 | 'C Sunny Meutral Cleaner Cube 18.97 410 Cust 15,33 20-Mar-2013 10 10-FLOOR Iterms Due for Relrder
| [49036 | C Grip 'n Grab Sponge 28.40  d10 Cust 25,72 1-Mow-2012 0 40°WINDO v Fefiesh CProd List |
< > b6 CProds
Connected to Server STEP1 Software v7.3526 CMS
|
www.STEP1.com Support: 800-553-2602




Order Desk S\ 1Training

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.

L] Order Desk * STEP1 Supply (Chad Demo) - d
File Edit Search View Reports Help
Chicago Judicial Center Yiew Current Drderl tadify Customer Info | Cuztomer Status | Cusztomer WebSite | Eil
|Cust0merN0tes| Credit | Pending Orders | Open Inwoices | Ledger History | Inwvoice History | Rebate Contractsl CPM Contract F'ric:esl CPr F'Dlic:iesl
. Bil Te:  Chicago Judicial Center Accounttt: CHICAG300 Order Ship To: I Chicago Judicial Center
Bill Address 1: 8048 5. Exchange Ave Salesman: WALLY }
Bill ddress 2. Suite 3349 Price Opt: d10 Ship Address 1 {8048 5. Exchange Ave
Eit&"StcatBZipi gh:;;‘*g; ] IL 60617 Ship Address 2: [Suite 3343
ontact: Bobby Davis
Telephore: 312-734-1233 Route/Day Chao/Tue City. State Zip: |Chicaga NEGE
) Carrier Truck 2
Fax: 312-734-1234 Ship Attention: I
Tems Met 45
Fesale # 1l 26-0799-87 Sales Tax? Y Corp Acet JUDICAL
Commerts: Always call before shipping Sales Class: A Tax Freight? N Corp Dept: C-JUD
Contact Maxine [ex 201] Calc Clazs: B Charge Freight? Pt Group:
with any credit issues Market Group: GOYT AgeStatuz: Hid CP Clazz City
Current Order Summary: 0 Lines $0.00 Tatal Add Item to Order Item Status | QtySold History | Price Hiztory

Customer Products | Due for Re0rder | Inventory ltems Sale Items |

Select Supplier: Inventory ltems

Select Items Where: IItemDescription ;I ICDntains LI I[Enter value here) | Fiefresh Item List I
And: I ;I ICc-ntains j I[Enter value here)

T_l,lplEIsl Reference Item Description | Supplier Part Number | Supplier | List Price | Unit |5ubEatE0deI A
L M AIRKEM 15,50z AEROS0OL ENDUST FURMITURE POLISH 2134375 SAsLF100 91.64 CTH
| N BAGCRAFT 5.25'% 3.258'"% 12" PFINCH BOTTOM DUBLWYA BAG 2026875 SAsLF100 136,60 CTN
| M BAGCRAFT B.25'% 5.258'% 10.75" KRAFT DOUBL-FRESH TO GO BaAG | 2026831 SAsLF100 238.38 CTN
| M BAGCRAFT 15" 16" BLUE WAXED SaMDWICH WRAP 5143445 SAsLF100 102.78 CTN
| M BAGCRAFT 2.5% 2" 26" CRISPY CRUST BREAD BAG 5143491 SAsLF100 226,62 CTN
| M do mot use s e BOZ7 Qg 204400 SAsLF100 23250 CTN
| M FORT JaMES ENDANGERED SPECIES & DINO'S RULE KIDS MEAL CA 2152451 SAsLF100 9532 CTN
| N FORT JaMES LARGE ITALIAN PIZ24 SLICE CARTON 2152453 SAsLF100 140.38 CTN
| N *JaME RIV TRANSL PLASTIC S5LOT LID FOR 12-220Z2 PAPER COLD C 2025831 SAsLF100 54.52 CTH
| N SWEETHEART 3.50z WHT CENTER FIECE FOAM BOWL 2133744 SAsLF100 71.200 CTH
| N SWEETHEART 100Z CLR DIAMOND PLASTIC TUMBLER 2172500 SAsLF100 13202 CTN
| M 9650 3M 3% 4.5" SCOTCH-BRITE GENERAL PURPOSE SCRUBBING F 2273548 SAsLF100 54.24 CTN
R C-31 3M B'% 4.25"% 1 5/8" SPONGE 53m5222 SAsLF100 E5.50) CTN y

|Connected to Server [ | STEP1 Software v7.3526 |cms

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




ORDER DESK

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.

9 Order Desk * STEP1 Supply (Chad Demo) - B
Eile Edit Search View Reports Help
Chicago Judicial Center VYiew Current Dlder| Modify Customerlnfo| CuslomerStatus| Customer WebSite| Eﬂ
4 i ICuslomer Notesl Credit I Pending Orders | Open Invoices | Ledager History | Invoice History | Rebate Contractsl CPM Contract Plicesl CPM Policiesl
‘ Bil To: Chicago Judicial Center Account: CHICAG300 Order Ship To: I Chicago Judicial Center
Bill Address 1: 8048 S. Exchange Ave Salesman: WALLY .
Bill Address 2 Suite 3349 Price Opt: d10 Ship Address 1: |8048 . Exchange Ave
City, State Zip: Chicago IL 60617 Ship Address 2 |Suite 3349
Contact: Bobby Davis Foute/Day ChaofT ) ‘
Telephone: 312-734-1233 €l Eaniae.': 'I'n.|g:k 2"8 City.State Zip: IChicago ||L IEUB'I?
Fas 312-734-1234 Ship Attention: I
Tems: Met 45
Resale # 1l 26-0799-87 Sales Tax? 'Y Corp Acct: JUDICAL
Comments: Always call before shipping Sales Class: A Tax Freight? N Corp Dept: CJUD
Contact Maxine [ex 201) Calc Class: B Charge Freight? ¥ Prat Group:
with any credit issues Market Group: GOVT AgeStatus: HIid CPM Class: City
Current Order Summary: 0 Lines $0.00 Total Add Item to Order Item Status | QtySold Histary | Price Histary
Customer Eroductsl Due for HeDrderI Inventary [tems Sale Ilemsl
Select Supplier: |[A|| Suppliers] j Inventory ltems
Select Items Where: |ItemDescription ;' |Contains LI |Iiner | Refresh Item ListI
And: IIlemDescription LI IContains ;I IIow 23 ltems
Typ CIsI Reference Item Description I Supplier Part Number I Supplier | List Price I Lnit ISubCatCode' A
HERITAGE 40" 46" 1.2MIL BLK LO% DENSITY CAM LINER 5509369 SAALF100 34,38 CTN
| N HERITAGE 43" 47" 2MIL BLK LOW DENSITY CAM LINER 5185367 SaaLF100 63.02 CTN
| N MA PLASTICS 22" 16" 58" 2MIL BLK LOW DENSITY CAM LINER 2097848 SaaLF100 71.82) CTN
| N MNa PLASTICS 24" 23" 1MIL BLK LOW DENSITY CAaN LINER 2115580 SaALF100 4948 CTN
| N MNa PLASTICS 24" 32" 1MIL BLK LOW DENSITY CAN LINER 2115485 SaALF100 V0.9 CTN
| N N PLASTICS 30" 36" 1.0MIL BLK LOW DENSITY LINER 2115486 SAALF100 4400/ CTN
| N N PLASTICS 30" 36" 1.5MIL BLK LOW DENSITY CAN LINER 2115582 SAALF100 65.98 CTN
N MA PLASTICS 33" 39" 1.5MIL BLK LOW DENSITY CaAN LINER Modi .
— odify Special Line
| N MA PLASTICS 33" 39" 1MIL BLK LO% DENSITY CAM LINER .
] N NAPLASTICS 33'% 33" 2MIL BLK L0 DENSITY C&N LINER, Eile Help
N WA PLASTICS 33" 39" BLE 3-HEAVY LOW DEMSITY CaM LINER Description: HERITAGE 43"% 47" 2MIL BLK LOW Order Number:
| N MAPLASTICS 38'% 58" . 7MIL CLR LOW DENSITY CAN LINER Number Ordered: 1 LinENU;"thf .
N MA PLASTICS 38" 58" 1.5MIL BLK LOW DENSITY CaN LINER Nurnber Shipped: 1 In& [ ype:
Mumber B/0: o
|Connected to Server | UnitPrice(S k[ 6302 SystemPrice(S | 6302 i
One-Time Price? [
. . Ship Wt unit: 20
The item will be added to the order as a . hl':" |gs s — ] temblomaton
. T . ub-Cat: | Special Order ltems 7 .
special. Check over and fill in anything on - —— e
- ’ . Supplier: I Saalfeld Redistribution LI Price Unit: CTN
the Special Line screen you need and click | suppie: pat Nuber [s1es367 Prce Mul: 1
O K . rCost Information Hazard Information————————
7
Comm Cost. 0.00 AllowAuto Cost UpARe? R | | b3S Reauied? I
: MSDS Code:
GAL Ave Cost: 0.00 Rebate Cost: [Hasarcote] |
Pub Cost %: E Std Cost: 0.00 HazMat Code:
G/L Interface  Dept M ajor Sub % Sales Tax?
v ales | axs
& s ¥ Commission Line?
Cost of Sales 5200 ¥ Piint On Invoice? oK
Inventary 1200 |~ BidLine? =
www.STEP1.com 35 Support: 800-553-2602




V7 BASIC TRAINING PROGRAM

SYSTEM BASICS
ORDER DESK
WAREHOUSE SHIPPING
BILLING MANAGER
A/R MANAGER
PURCHASING FOR BEGINNERS
WAREHOUSE RECEIVING
ACCOUNTS PAYABLE
A/P CHECKS

V7 ADVANCED TRAINING PROGRAM

GENERAL LEDGER

TABLE SETUP
AR CUSTOMER SETUP

AP VENDOR SETUP

INVENTORY SETUP

REBATE MANAGER
ORDER REVIEW

CUSTOMER PRICE MANAGER
SUPERVISOR'S CONSOLE

ADVANCED CPM
ADVANCED PURCHASING
SALES MANAGER
DISPENSER MANAGEMENT
QUERY MANAGER INTRO

REPORT MANAGER INTRO
TASKLIST MANAGER
KNOWLEDGEBASE
LEAD TRACKING

V7 OPTIONAL PROBUCT TRAINING PROGRAM

SERVICE DESK
WEB SALES REP
WEB CSS
BANK REC
REPORT BUILDER
CORP ACCOUNT MANAGER

® o ‘Tﬂ
B
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PROUD MEMBER OF:
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CYCLE COUNT
LAGASSE ITEM CONTROL
DIMENSIONS Bl & CEM
CATALOG BUILDER
POD SCAN
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