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ONE STEP AHEAD

BEFORE TRAINING WITH 
THIS GUIDE, IT IS BEST TO 

COMPLETE THE FOLLOWING:

IN THIS GUIDE

V.7Training

TO GET STARTED
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TO SCHEDULE A TRAINING 
SESSION WITH OUR TRAINING 

STAFF PLEASE CALL:
1-800-553-2602

MOST MODULE TRAINING SESSIONS 
TAKE ABOUT AN HOUR

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

OPEN THE FOLLOWING MODULES:
• WAREHOUSE

• SETUP & MANAGE TRUCK RUNS
• WAVE PULLING
• PRINT ALL PICKING TICKETS
  AS ORDERS COME IN
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V.7TrainingWarehouse Shipping
In this section of the guide you will learn how to 

Setup and Manage Your Truck Runs.

Once you’ve opened the Warehouse Module, Make sure that the shipping tab is open then click on 
the Pending TruckRuns tab to open the window below.
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Click the Setup New 
Truck Run button to do 
exactly that, setup a new 
truck run. The screen 
pictured to the right will 
open. 



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

WAREHOUSE SHIPPING

The first thing you need to do when setting up a new truck run is 
give it a name. Type in a description in the text line. Then select 
a truck from the drop box. (Details on setting up a new delivery 
truck in the Table Setup Guide.) Now select a ship date and ship 
time if necessary.

This is a list of all the pending 
orders available to add to a 
truck run. We will go over the 
different ways you can add 
them.

Use this section of options to customize the way these orders get listed above. You can change these 
to show only the orders that are not already on a truck run by selecting the option. Any of the check 
boxes in this section could change the list you see on screen. Once you’ve made your choices click 
the Refresh List button on the left to apply your new options to the list.
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Keep an eye on this section as we build our truck run. Here is where you can see how many orders 
you have added to this truck run so far. It also shows the total ship wight and cubes so far along with 
the maximum capacities of the truck you selected for this run.

For this Truck Run that we are setting up we now need to start adding orders. To add all the orders 
from a specific route you must highlight an order that is assigned to the route, then click on the All 
Orders for Selected Route button. 
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We are not going to press this button in this example but just be aware that you can also add all the 
pending orders in the list to your truck run if necessary. 

If you add an order to this truck run that was previously assigned to another run, it will be removed 
from the other run.

You can also select just one order to be added to this truck run. Click the Assign Selected Order To 
Run button and which ever order you have highlighted will be added to this truck run. Once you’ve 
done that, notice your totals in the truck run summary have been changed to reflect the shipping 
information from the new order you just added.
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Within this truck run you can 
also select orders to be assigned 
to another truck run that has 
already been setup in your 
system. Click the button above 
to open the screen on the left. 
Just select the truck run that you 
want the order you selected to 
be assigned to.

If you need to remove any of the orders you have added to the truck run these 3 buttons will do it for 
you. If you want to remove all the orders for a certain route make sure you have an order from that 
route highlighted on the list then click the first of the 3 buttons to remove all of them. You can also 
remove a single order simply by highlighting that order and clicking the second button. Clicking the 
third button removes all of the orders that have been added to this run.
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Click the Toggle Order Ready To Ship Flag button to change the ready to ship flag for the selected 
order to “No” if it is already “Yes” and “Yes if it is already “No”.

Click this button to change to order delivery 
route. This screen to the left will open and you 
can just choose one from the list and double-
click to make the change.
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Click the Save Truck Run Info button to finish up this run and go back to pending truck runs 

Click this button to have a look at the order you have highlighted. You are not allowed to make 
changes to the order from here.
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Now that you have your 
new truck run entered into 
the system you can see 
it here under the Pending 
TruckRuns tab. If you 
should decide that you 
need modify this run in 
any way click the Modify 
TruckRun Info button to 
open a window that is, 
as you can see here is, 
very similar to the setup 
window. 
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The tab that opens first is the Orders Assigned to this TruckRun tab. If you need to modify this truck 
run by removing orders from it, these 3 buttons are where you do it. The first button removes all the 
orders that have the same delivery route as the order you have highlighted. The second button only 
removes the order you have highlighted. And the third button removes all the orders that are assigned 
to this truck run.

Click this button if you want to move this order from this 
truck run to a different run. A window containing a list of 
the available runs will open up for you to select from.

Click this button if you want to change the highlighted 
order’s delivery route. A window containing a list of the 
available routes will open up for you to select from.

Click this button if you want to change the highlighted order’s 
shipping status to Ready “Y” or Ready “N”.  Changing this 
flag lets the system know whther or not this order should be 
shipping yet or not.

Click this button if you want to View the 
highlighted order. (Opens a new window)
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WAREHOUSE SHIPPING

If the modification you need to make requires adding orders to this truck run then you need to be in 
the pending orders tab. Once you click the pending orders tab you’ll notice that the Assign Orders to 
Truck Run section appears on the right, along with the complete list of pending orders to the right. 
To add all of the orders with the same delivery route as the order you have highlighted click the first 
button. Click the second button to add only the highlighted order. And click the third to add all of the 
pending orders to this truck run.

Once you have all of your modifications finished click the Save TruckRun Info button on the bottom 
right, and your done.
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Clicking on the Check Item 
Stock Status button opens 
up this window to the right. 
The Tab that will be open 
is the Item Stock Summary 
tab. This shows the different 
stock levels for all the items 
on all the orders assigned to 
this truck run. You can edit 
the options on the bottom of 
the screen to change what is 
shown in this list. There is also 
a Item Status Check button 
towards the bottom left corner 
in which you can see costing 
and pricing info as well as any 
other info that pertains to the 
highlighted item.
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The next tab on your screen is the Item Stock Detail. Clicking on this tab shows you the info for just 
the highlighted item. Under this tab you’ll see the list of orders that contain this specific item. From 
here you can view an item status check which includes price and cost info. You can view the order 
itself (won’t be able to make changes from the view order screen). 

Clicking the Modify Order Qtys button opens 
a new window that looks similar to the the 
view order screen. (exact same window with 
the same capabilities as the one seen earlier 
in this guide) It allows you to change Quantity 
Shipped and Quantity Back Ordered for this 
item on the highlighted order.

Clicking this last button will remove the 
highlighted order from the truck run you have 
been working on.
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Click the Print Run Pick Tickets button to print all of the picking tickets for the highlighted truck 
run. STEP1 will then change the Run Status to PT Printed (will still be the same as new order, just 
changes it so you know which of them you have printed).

Click on the Print Run Shipping Docs Button to open the 
window pictured below. You will see that there are several 
options to choose from. just check the documents that apply 
for this truck run and click the Start Printing button.

Once the inventory is physically on 
the truck and ready to go we need 
to change the run status to shipped. 
To mark the highlighted truck run as 
shipped click this button.
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Clicking the Print TruckRun Order List button prints the entire list of orders that have been assigned to 
the highlighted truck run only.

The Print Pending TruckRun List just prints a 
list of the truck runs that have not yet shipped.

If you need to delete the highlighted truck run 
just click this button and then click yes in the 
confirm window.
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V.7TrainingWarehouse Shipping
In this section of the guide you will learn how to 

Wave Pull Your Invetory by Truck Run.

Once you’ve opened the Warehouse Module, Make sure that the shipping tab is open then click on 
the Pending TruckRuns tab to open the window below.
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If your method of choice for getting the 
inventory from the warehouse shelf 
to the inside of your truck is to Wave 
Pull you will click on the Print Run Pull 
Summary button. Telling the system to 
print off a list of all the items from this 
truck run. 

The small confirm window to the right 
will appear. (Before the system goes 
any further it checks to make sure this 
is what you really want to do) Click the 
Yes button to continue. The screen 
below and to the right will open so you 
can select a printer for the report to be 
sent to.
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Now you’ve told the computer your sure you want to do this and then selected the printer to print to. 
What just printed is a list of the items that are included in this truck run. The quantities shown are total 
quantity for the truck run not the order. This helps you pull all of each item at the same time to reduce 
warehouse walking time. Now using the list that you just printed you can pull all the items needed for 
this run to a staging area before loading the truck, and without a lot of the back and forth time in the 
warehouse.

You will also notice that in the window pictured above that the Run Status has been changed to 
pulled.
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V.7TrainingWarehouse Shipping
In this section of the guide you will learn how to print all of 

your picking tickets as the orders come in.

Once you’ve opened the Warehouse Module, Make sure that the shipping tab is open then click on 
the All Pending Orders tab. 
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The View Order button 
allows you to have a look 
at the order if you need to. 
This window that opens 
does not allow you to make 
any changes to the order. 
(Changing order quantities 
is covered later in this 
guide.)
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The Toggle Ready to Ship Flag button allows you to tell the system wether or not this order is ready to 
ship or not. If for what ever reason this order shouldn’t ship yet but has a Y in the Ready column you 
can click this button to change it to an N so the order’s shipping documentation won’t print. Clicking 
the button works both ways, so if it is an N already you will change it back to a Y by clicking.
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If for some reason you need to modify your routing 
of this order, clicking the Change order Delivery 
Route button opens up this new window. From here 
you can select from any of the delivery routes you 
have setup in your database. (Instructions on how 
to setup delivery routes can be found in the Table 
Setup Guide)
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If you need to Print or 
Reprint your picking ticket 
for this order click the 
button to open the printer 
select screen. From here 
all you need to do is select 
which printer you want to 
send the ticket to and the 
number of copies you need 
to print.
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Modifying your order quantities can 
easily be done here in Warehouse 
Manager. Click the button to open 
the screen shown here on the right. 
Highlight the number in the shipped 
column and type in the new number. 
Also if you plan to back-order the 
amount that your not shipping with 
this order type in that number in the 
back-order column.
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Check this box in situations where there is 
an item needing to be back ordered and 
the customer prefers to receive their orders 
complete. Once you have all the stock needed 
to completely fill the order the system will allow 
the order to be shipped.

Select a ship date from the drop box if you 
must. Normally you would just leave this blank. 
It will get changed when you process your truck 
runs. Be aware that this number will become 
the invoice number.

In this section type in a PO number if there isn’t already a number assigned to this order. Same with 
the carrier line, just type one in if you need it. And finally you can enter a freight amount for this order.
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Click this button if you want the status of the highlighted order to be changed to pulled once you have 
taken the items from the shelves.

Click this button once you have the items from the highlighted order on the truck. When this is done 
your stock on-hand levels will change to reflect the fact that the items are no longer in the warehouse. 
Regular stock levels will not change until the order has been invoiced.
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To print out the picking tickets in batches click 
this button to open the window shown to the right. 
Simply select the option you would like to use and 
click OK. (When selecting to print picking tickets 
for a Delivery Route, the route code will appear at 
the bottom left corner of this screen. It is best to 
highlight an order that is on the route you plan on 
printing before you click the Batch print button)
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