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BEFORE TRAINING WITH
THIS GUIBE, IT IS BEST TO

| STEPT

- A/R SETUP

. ITEM SETUP ONE STEP AHEALD

- TABLE SETUP

WAREHOUSE SHIPPING

IN THIS GUIDE T0 GET STARTED

- SETUP 8 MANAGE TRUCK RUNS OPEN THE FOLLOWING MODULES:
- WAVE PULLING - WAREHOUSE
- PRINT ALL PICKING TICKETS

AS ORDERS COME IN

TO SCHEDULE A TRAINING
SESSION WITH OUR TRAINING
STAFF PLEASE CALL:
1-800-553-2602

MOST MODULE TRAINING SESSIONS STEP1 Software Solutions - 3547 Old Conejo Rd. #104, Newbury Park, CA. 91320
TAKE ABOUT AN HOUR 800-553-2602 - Fax: 805-493-7783 - www.STEP1com - email: sales@STEP1com
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ONE STEFP AHEAD

Order Flow

Stay ina Straight Line

STEPT:=0 ¢
www.STEP1.com




Sy 1Training

In this section of the guide you will learn how to
Setup and Manage Your Truck Runs.

Warehouse Shipping

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.

| IL Warehouse Manager * STEP1 Supply (Chad Demo) - O “
File Search Reports SavedQueries Help

Shipping Heceivingl WH Transfers' Items I TaskListI TaskListMng Cycle EDuntMng

RUSH Drdersl Eackl:lrdersl &l Pending Orders Bl ANEEERIE |

RurlD | TruckRun Description I Truck I ShipD ate I Timel Fun StatuslﬂDrdersIMaH Wgtlﬂ A

Undzsigned . 8Jan-2014 | 0000 Mew Run 1] 1] Setup A New TruckFIunl
1732 |Local 24'Mack | B-Aug-2015 | 0000 Billed 8 1]
1729 | Eazt Run 24"%Walva | Y-Aug-2015 | 00:00 Pulled K] 1]
1722 Marth Run 24"%alva | 8-Aug-2015 | 00:00 Pulled ] 1]

Modify TruckRun Info |

Check Run Stock Statusl

Print Run Pull Summary |

Print Run Pick Tickets |

Print Run Shipping Dul::sl

Mark Bun As Shipped |

Pritit TruckRun Order List
Print Pending TruckFun List

Delete Selected TruckRun

< > 4 TruckRuns

|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO  |CMS

Support: 800-553-2602

www.STEP1l.com




WAREHOUSE SHIPPING

9 IL Warehouse Manager * STEP1 Supply (Chad Demo) = n
Eile Search Reports SavedQueries Help
Flec:eivingl wiiH Transfersl [tems I TaskListI TaskListMng Cycle EnuntMng
RUSH Drdersl ﬂackﬂrdersl All Pending Orders I
RunlD | TruckRun Description I Truck I ShipD ate I TimeI Run Status IﬂDrdersIMax 'W'gtlil A

Urdssigned | S-Jan-2014 | 0000 Mew Run 1] 1] | Setup A New TruckRun |
1732 Local 24'Mack | B-Auwg-2015 | 00:00 Billed a 0
1729 East Run 24"Valvo T-Aug-2015 | 00:00 Pulled 3 0
1722 Morth Run 24"Valvo S-Aug-2015 | 00:.00 Pulled =} 0

Modify TruckBun Info |

Check Run Stock Slatusl

Print Run Pull Summary |

Print Run Pick Tickets |

Print Run Shipping Ducsl

Mark Run As Shipped |

Print TruckRun Order List

Print Pending TruckRun List

Delete Selected TruckRun

W
< > 4 TruckRuns
\Connected to Server | STEP1Softwarev7.3524 |  CHICAGO [CMS
Setup A New TruckRun
File Search Help
Bush Orders  (SEatelats(ulfs | BackOrders I Future/Hold/wH T ransfer I Orders Assigned to this TruckRun I Sequence I TruckRun ID: 1737
Cusgtomer Name I Order Date I TargetShileead}ll Statug |Type| Ruote | HunIDlTotht| A [RirtickRtinDe scription;
[ Dd's Pool 27-Jul-2013 Y WilCall  CS .CPU 0 2
| |0 Poal 27-Jul-2013 N Wil Call 1IN | .CPU 0 0 Truck: |.UnAssigned 'l
|| Bradner Vilage HCC 9-Aug-2013 YW BackOrder N AUROR 0 3E Ship Date: |4-May-2014 ;I
| Tipton Cty Memorial Hospital 10-4ug-2013 Y BackOrder  IN W SETE O 0 Ship Time: W HH:MM 24k
. |_|Linder Technical Services 10-Aug-2013 hg Mew Order | 1IN UPS a a T D GO
Click the Setu p New || Commurity Hospital/Ritter 14-4ug2013 ¥ | BackOrder | IN | SBEND D 5 ™ et e s 0
n Advantage Floor Care Serv. Inc | 21-Aug-2013 b PT Printed | IN | SERVIC O i} Tatal Shigwgh 0
TrUCk Ru n bUtton to do | A& Carpet & Janitorial 2300g-2013 Y Mew Order | IN | SERVIC O 1829 I ax Truck Shipia'gt: 0
exactly that, setup a new | [|saussks ciean Professionals  24-4ug2013 ¥ | PTPirted C5 UPS | 0 116 Total ShipCubes: 0
truck Th || Bynum's Steakhouse 25:Aug2013 Y | PTPiinted | IN | SERVIC O 108 e Ttk ey 0
ruck run. € screen || Grant Blackford Mental Health | 25-Aug-2013 N BackOrder | IN  AUROR O 45 —Assign Orders to TruckRun—
plctu red to the r|g ht W| " _|Krights of Calumbus 288002013 Y | BackOrder  IN | UPS 0 [ All Orders for Selected Route
| Lighthouze Azsembly of God 28-4ug-2013 s BackOrder  IN | AUROR O a7 Agsign Selected Order To Run
Ope n. | |Hamilton Co.Bldgs & Gmds.-Jail | 23-Aug-2013 N BackOrder | IN  SERVIC O 120 Assign All Orders on this List
| Stoney Creek Play School 29-4ug-2013 s PT Frinted | IN | SERVIC 0O 1} ~Remove Orders from Run——
| Baper Healthcare-Diagnostics | 29-Aug-2013 Y BackOrder  IN | SERVIC O 33 Al Orders for Selectad Route
| Hamilton County Comm Correctic 23-4ug-2013 Y BackOrder  IN | SERVIC O 2 Remove S elected Order from Bun
15U/ Hullman Student Union | 30-Aug-2013 b BackOrder  IN | UPS 0 72 T
— — Femove All Orders on this List
| Conner Prairie A0-Aug-2013 Y BackOrder  IN | SERVIC O 10
| Indiana Wesleyan Univ 15ep-2013 b BackOrder  IN | UPS 1] 27w | Aszign Order to Another TruckRun
< > Change Order Delivery Route
. . Order Status Options Toggle Order ReadyToShkip Flag
Order List Option: 7 a0
Refresh List i List &l Pending Orders (Mo DropShips/Quotes) II; EEE: g‘:cidg;rdz?:lp Ol Wy Wiew Order
i+ Orly List Orders Mot Assigned to a TruckRun I~ Show CreditHold Orders
Select List Dptions, then Click the 'Refresh List' Button. I” Show Future/Hald W H Transfer —Iﬁave huckhinln G
To Sort or Search on a Column, RightClick on that column. ' Show Service Orders 20 Orders
—————————
Connected to Server STEP1 Extranet Software

www.STEP1l.com 800-553-260




WAREHOUSE SHIPPING

This is a list of all the pending The first thing you need to do when setting up a new truck run is
orders available to add to a give it a name. Type in a description in the text line. Then select
truck run. We will go over the a truck from the drop box. (Details on setting up a new delivery
different ways you can add truck in the Table Setup Guide.) Now select a ship date and ship
them. time if necessary.
Setup A New TruckRun
File Search Help
Rush Orcers BackOrders TruckRun ID: 1737
Cuztomer Name | Order Date | TargetShileead}ll Status |Ty|:ue| Route | HunIDchtht| w [JLruckRun Description:
M| D)’z Paool 27-Jul-2013 Y willCall | C5 |.CPU 0 2
|0 s Pool 27-ul-2013 Y wilcal | N .CPU 0 0 Truck: | Undssigned v |
|_|Bradner Village HCC 9-fug-2013 Y BackOrder | IN | AURDR 0 36 Ship Date:|4-May-2EI1 4 ;I
| Tiptan Cty Memarial Hospital 10-4ug-2013 Y BackOrder  IM % SETE| 0 1] Ship Time: [00:00 HH:MM 24hr
| Linder Technical Services 10-dug-2013 v Mew Oider | IM | LIPS 1] 1] TruckRun Summar
|| Community Hospital/Ritter 1d-4ug-2013 v BackOrder  IMN | SEEND| 0 8 # Assigned Drders: 0
|_|Advantage Floor Care Serv. Inc | 21-Aug-2013 Y PT Printed | IN | SERVIC 0 0 Tatal Shiptat: 0
| A & J Carpet & Janitorial 23-dug-2013 Y Mew Order | IN | SERVIC 0 1829 bax Truck Shipw/at: 0
|_|Saueaky Clean Professionals | 24-4ug-2013 Y | PTPrinted  CS | UPS 0 116 Total ShipCubes: 0
| [Byrum's Steakhouse 25-4ug-2013 ¥ | PTPirted IN SERVIC O 105 et Pt 21 0
|_|Grant Blackford Mental Health | 25-4ug-2013 Y BackOrder  IN | AUROR 0 45 Asszign Orders to TruckRun—
|| Knights of Columbus 28-Aug-2013 Y BackOrder | IN | UPS 1] g All Orders for Selected Route
| Lighthouse Assembly of God 2B-bug-2013 v BackOmder M | AUROR 0 Kr Agszign Selected Order To Run
|_|Hamilton Co.Bldgs & Ginds.-Jail | 23.4ug-2013 Y BackOrder | IN | SERVIC 0 120 Agszign All Orders on this List
|_|Staney Creek Play Schoal 23-4ug-2013 Y PT Printed | IN | SERVIC 0 0 Remove Orders from Run——
| Bayer Healthcare-Diagnostics | 29-4ug-2013 Y BackOrder  IN | SERVIC 0 33 21 Orders for Selected Route
| Hamilton County Comm Corectic 29-4ug-2013 v BackOmder  IM | SERVIC 0 2 Remove Selected Order from Bun
ISU / Hullman Student Union | 30-4ug-2013 v BackOrder N | UPS n 72 T
— — Remave All Orders on this List
| _|Conner Prairie A0-Aug-2013 Y BackOrder  IMN | SERVIC 0 10
Indiana \Weslevan Univ 1-Sep-2013 Y BackOrder N | LIPS 1] 27 w | Aszign Order to Anather TruckBun
< > Change Order Delivery Route
o Order Status Optiar: Toggle Order ReadyT oS hip Flag
Order List Option , -
’7(“' Ligt All F't:nding Orders [Mo DropShips/Quotes) g g:gx BH:cadeerﬁ:m SleeElit Wiew Order
{* Only List Orders Mot Azsigned to a TruckRun I~ Show CreditHold Orders
Select List Options, then Click the "Refresh List" Button. I” Show Future/Hold/\WHTranster Save TruckAun Info
To Sort or Search on a Column, RightClick on that column, ¥ Show Service Diders 0 Orders
|Connected to Server | | STEP1 Extranet Software |

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.

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



WAREHOUSE SHIPPING

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.

Setup A New TruckRun
File Search Help
Buszh Orders I BackOrders | Future/Hold AW HT ransfer | Orders Assighed to this TruckBun | Sequence | TruckRun 1D: 1737
Cuztomer Name | Order Date | T arget Ship |F|eady| Status |Ty|:ue| Route | RunlD | Tatwiat| ~ TruckPun Description:
M| D)’z Paool 27-Jul-2013 Y WillCall | C5 .CPU 1] 2
|0 s Pool 27-ul-2013 Y wilcal | N .CPU 0 0 Truck: | Undssigned v |
|_|Bradner Village HCC 9-fug-2013 Y BackOrder | IN | AURDR 0 36 Ship Date:|4-h-'|ay-2l:l1 4 ;I
| Tiptan Cty Memarial Hospital 10-4ug-2013 Y BackOrder  IM % SETE| 0 1] Ship TimBZIDD:DD HH:b 24b
| Linder Technical Services 10-dug-2013 v Mew Oider | IM | LIPS 1] 1] “TruckRun Summar
|| Community Hospital/Ritter 1d-4ug-2013 v BackOrder  IMN | SEEND| 0 8 # Assigned Drders: 0
|_|Advantage Floor Care Serv. Inc | 21-Aug-2013 Y PT Printed | IN | SERVIC 0 0 Tatal Shiptat: 0
| A & J Carpet & Janitorial 23-dug-2013 Y Mew Order | IN | SERVIC 0 1829 bax Truck Shipw/at: 0
|_|Saueaky Clean Professionals | 24-4ug-2013 Y | PTPrinted  CS | UPS 0 116 Total ShipCubes: 0
| [Byrum's Steakhouse 25-4ug-2013 ¥ | PTPirted IN SERVIC O 105 SERTRA 0
|_|Grant Blackford Mental Health | 25-4ug-2013 Y BackOrder  IN | AUROR 0 45 —Asgszign Drders to TruckRu
|| Knights of Columbus 28-Aug-2013 Y BackOrder | IN | UPS 1] g All Orders for Selected Fluuten_|
| Lighthouse Assembly of God 2B-bug-2013 v BackOmder M | AUROR 0 Kr Agszign Selected Order To Run
|_|Hamilton Co.Bldgs & Ginds.-Jail | 23.4ug-2013 Y BackOrder | IN | SERVIC 0 120 Agszign All Orders on this List
|_|Staney Creek Play Schoal 23-4ug-2013 Y PT Printed | IN | SERVIC 0 0 ~Remove Orders from Run——
| Bayer Healthcare-Diagnostics | 29-4ug-2013 Y BackOrder  IN | SERVIC 0 33 21 Orders for Selected Route
| Hamilton County Comm Corectic 29-4ug-2013 v BackOmder  IM | SERVIC 0 2 Remove Selected Order from Bun
ISU / Hullman Student Union | 30-4ug-2013 v BackOrder N | UPS n 72 T
— — Remave All Orders on this List
| _|Conner Prairie A0-Aug-2013 Y BackOrder  IMN | SERVIC 0 10
| Indiana \Weslevan Univ 1-Sep-2013 Y BackOrder N | LIPS 1] 27 w || Aszign Order to Anather TruckBun
< > Change Order Delivery Route
o Order Status Optian: Toggle Order ReadyT oS hip Flag
Order List Option , -
’71"' Ligt All F't:nding Orders [Mo DropShips/Quotes) g g:gx BH:cadeerﬁ:m SleeElit Wiew Order
{* Only List Orders Mot Azsigned to a TruckRun I~ Show CreditHold Orders

Select List Options, then Click the "Refresh List" Button. I” Show Future/Hold/\WHTranster Save TruckAun Info
To Sort or Search on a Column, RightClick on that column, ¥ Show Service Diders 0 Orders

|Connected to Server | | STEP1 Extranet Software |

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.

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



WAREHOUSE SHIPPING

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.

Setup A New TruckRun
File Search Help
Buszh Orders I BackOrders | Future/Hold AW HT ransfer | Orders Assighed to this TruckBun | Sequence | TruckRun 1D: 1737
Cuztomer Name | Order Date | T arget Ship |F|eady| Status |Ty|:ue| Route | RunlD | Tatwiat| ~ TruckPun Descfiption:
M| D)’z Paool 27-Jul-2013 Y WillCall | C5 .CPU 1] 2
|0 s Pool 27-ul-2013 Y wilcal | N .CPU 0 0 Truck: | Undssigned v |
|_|Bradner Village HCC 9-fug-2013 Y BackOrder | IN | AURDR 0 36 Ship Date:|4- Aay-2014 ;I
| Tiptan Cty Memarial Hospital 10-4ug-2013 Y BackOrder  IM % SETE| 0 1] Ship Time:ﬁW HH:MM 24k
| Linder Technical Services 10-dug-2013 v Mew Oider | IM | LIPS 1] 1] “TruckRun Slmmar
|| Community Hospital/Ritter 1d-4ug-2013 v BackOrder  IMN | SEEND| 0 8 # Assigned Orders: 0
|_|Advantage Floor Care Serv. Inc | 21-Aug-2013 Y PT Printed | IN | SERVIC 0 0 Tatal Shijiwat: 0
| A & J Carpet & Janitorial 23-dug-2013 Y Mew Order | IN | SERVIC 0 1829 bax Truck Shifw/gt: 0
|_|Saueaky Clean Professionals | 24-4ug-2013 Y | PTPrinted  CS | UPS 0 116 Total ShipCubes: 0
| [Byrum's Steakhouse 25-4ug-2013 ¥ | PTPirted IN SERVIC O 105 Max Truck Cubes: 0
|_|Grant Blackford Mental Health | 25-4ug-2013 Y BackOrder  IN | AUROR 0 45 —Aszszign Drdels to TruckRu
|| Knights of Columbus 28-&ug-2013 Y | BackOrder | IN | UPS 0 E Al Orders fo) Selected Hnuten—‘
| Lighthouse Assembly of God 2B-bug-2013 v BackOmder M | AUROR 0 Kr Agszign Selected Order To Run I
|_|Hamilton Co.Bldgs & Ginds.-Jail | 23.4ug-2013 Y BackOrder | IN | SERVIC 0 120 Agzign All Orders on this List I
|_|Staney Creek Play Schoal 23-4ug-2013 Y PT Printed | IN | SERVIC 0 0 —iiemuve Orders from Hun—l
| Bayer Healthcare-Diagnostics | 29-4ug-2013 Y BackOrder  IN | SERVIC 0 33 21 Orders for Selected Route
| Hamilton County Comm Corectic 29-4ug-2013 v BackOmder  IM | SERVIC 0 2 lemove Selected Order from Bun
ISU / Hullman Student Union | 30-4ug-2013 v BackOrder N | UPS n 72 T
— — Remave All Orders on this List
| _|Conner Prairie A0-Aug-2013 Y BackOrder  IMN | SERVIC 0 10
| Indiana \Weslevan Univ 1-Sep-2013 Y BackOrder N | LIPS 1] 27 w | Aszign Order to Anather TruckBun
< > Change Order Delivery Route
o Order Status Optian: Toggle Order ReadyT oShip Flag
Order List Option , -
’71"' Ligt All F't:nding Orders [Mo DropShips/Quotes) g g:gx BH:cadeerﬁ:m SleeElit Wiew Order
{* Only List Orders Mot Azsigned to a TruckRun I~ Show CreditHold Orders

Select List Options, then Click the "Refresh List" Button. I” Show Future/Hold/\WHTranster Save TruckAun Info
To Sort or Search on a Column, RightClick on that column, ¥ Show Service Diders 0 Orders

|Connected to Server | | STEP1 Extranet Software |

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.

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



WAREHOUSE SHIPPING

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.

Setup A New TruckRun
File Search Help
Bush Orders  EEll=RuliEE I BackOrders I Future/Hold"WHT ransfer | Orders Assigned to this TruckRun | Sequence | TrockRun 1D: 1737
Customer Mame I Order Date I Target Ship IHeadyI Status IT ypel Route I RunlD I Totw/gt| A TrugpokRun Description:
L DJ's Pool 27-Jul-2013 N Wwill Call | CS .CPU I 2 I
| |DJ's Pool 27-Jul-2013 Y Wil Call IN | .CPU n ] Truck: I Undssigned LI
| Bradner Village HCC I-Aug-2013 Y BackOrder IN | AURDOR D 36 Ship Date: |4-May-2ﬂ1 4 ;I
|| Tiptan Chy Memarnal Hospital 10-Aug-2013 Y BackOrder IN WSETE 0O 0 S:Ip Time: 0000 HH:MM 24br
|| Linder Technical Services 10-Aug-2013 Y Mew Order | IN | UPS 0 0 T'uckRun Summar
|| Community Hozpital/Ritter 14-Aug-2013 Y BackOrder IN | SBEMD O 8 t Assigned Orders: 0
| Advantage Floor Care Serv. Inc | 21-4ug-2013 Y PT Printed 1N | SERVIC D 0 Total Shiptgt: 0
|| A & J Carpet & Janitarial 23-Aug-2013 g Mew Order  IN | SERVIC O 1829 bfax Truck Shipwgt: 0
|_|Squeaky Clean Professionals | 24-4ug-2013 Y PT Printed | CS  UPS i 116 Total ShipCubes: 1]
| [Bynum's Steakhouse 2F-ug-201 3 Y | PTPrinted | IN  SERVIC 0 105 tan Truck Cubes: 0
|_|Grant Blackford Mental Health | 25-Aug-2013 N BackOrder IN | AUROR O 4B —Azzign Orders to TruckRun
|| Knights of Calumbus 28-Aug-2013 g BackOrder  IN | UPS 0 B All Orders for Selected Route
|| Lighthouse Azzembly of God 28-Aug-2013 Y BackOmder IN | AURDOR 0O a7 Yzzign Selected Order To Aun
|| Hamilton Co.Eldgs & Gmdz.-Jail  29-4ug-2013 Y BackOrder IN | SERWIC O 120 Aszsign All Orders on this List
|| Stoney Creek Play School 29-Aug-2013 Y PT Printed 1N | SERVIC D 0 ~Remove Orders from Run——
|| Baver Healthcare-Diagnostics | 29-Aug-2013 Y BackOrder  IN | SERVIC 0O 33 &l Drders for Selected Route
|| Hamilton County Comm Cormrectic 29-4ug-2013 Y BackOmder IN | SERWIC 0O 2 Remove Selected Order from Bun
15U/ Hullman Student Union |+ 30-4ug-2013 Y BackOrder 1IN | UPS 0 T2 T
— — Remove All Orders an this List
|| Conner Prairie 30-Aug-2013 Y BackOrder IN | SERVIC O 10
| |Indiana\Wesleyan Univ 1-5ep-2013 g BackOrder  IN | UPS 0 27w | Aszzign Order to Another TruckRun
< > Change Order Deliveny Route
P nanm [~Order Status Options Toggle Order ReadyToShip Flag
. Orders Only .
- Select TruckRun Wiew Order
Options IiISTransler Save TruckRun Info
RunlD | TruckRunDesc | Truck | ShipD ate | Tirne | Status | A 0 Drders
Undszsigned | 8Jan-2014 00:00 Mew Run iftw
L 1729 East Run 24'Volvo | T-Aug2015 00:00  Pulled are |
1722 |Morth Run 24'%olvo | B-bug-2015 00:000  Pulled
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.
www.STEP1.com Support: 800-553-2602




WAREHOUSE SHIPPING

@ Select Delivery Route — = “
Options
Delvery Route Deszcription RouteCode | A~ _ ' _
N [ TFU Click this button to change to order delivery
S alesman = BOBS route. This screen to the left will open and you
& alesman > GEOFF c?nl(Just chlc()ost? on;) from the list and double-
& alesman = MIKE click to make the change.
Salezman £ PalIL
Salezman Z ROB
Salezman Z BOEB
Salezman Z JERRY
Inzide zales Z AMNM
Inzide Sales Staff Z CHRIS
t bottarnline fast react COURIER
P : TruckRun
Freight carier Rl
Freight carier DWERMITE _ _
B Freight carries TN sy W b zzigned to this lruc:kHunl quuencel In, c:gun ::I):I: o 1737
< » IT ypel Route | RunlD | Totw/gt| A | —ER0UN SN
C5 .CPU I 2 I
| |DJ's Pool 27-Jul-2013 Y will Call IN | .CPU n 0 Truck: I Undssigned LI
|| Bradner Village HCC I-Aug-2013 N BackOrder IN | AUROR D 36 Ship Date: I4-May-2l]1 4 ;I
|| Tiptan Chy Memarnal Hospital 10-Aug-2013 Y BackOrder IN WSETE 0O 0 Ship Time:[00:00 HH:MM 24hr
|| Linder Technical Services 10-Aug-2013 Y Mew Order | 1N | UPS 0 0 T'uckRun Summar
|| Community Hozpital/Ritter 14-Aug-2013 N BackOrder IN | SBEMD O 8 t Assigned Orders: 0
|| Advantage Floor Care Serv. Inc | 21-4ug-2013 PT Printed 1N | SERVIC D 0 Total Shipt/gt: 0
|| A & J Carpet & Janitarial 23Aug-2013 Y ew Order | N SERVIC 0 1829 b fw Truck Shipta/agt: 1]
|_|Squeaky Clean Professionals | 24-4ug-2013 PT Printed | CS  UPS 1] 116 Total ShipCubes: 1]
| [Bynum's Steakhouse PEdug-201 3 FT Printed | IN | SERVIC 0 105 tan Truck Cubes: 0
|| Grant Blackford Mental Health | 25-Aug-2013 BackOrder | IN | AUROR 0 45 —Aksign Orders to TruckRun—
|| Knights of Calumbus 28-Aug-2013 BackOrder  IN | UPS 0 [ All Orders for Selected Route
|| Lighthouse Azzembly of God 28-Aug-2013 BackOmder IN | AUROR 0O ar Yzzign Selected Order To Run
|| Hamilton Co.Eldgs & Gmdz.-Jail | 23-4ug-2013 BackOrder IN | SERVIC O 120 Agzsign All Orders on this List
|| Stoney Creek Play S-c:hunl - 29-Aug-2013 PT Printed 1N | SERVIC D 0 ~Remove Orders from Run——
|| Bayetr Healthzare-Diagnostics - 29-Aug-2013 BackOrder IN | SERVIC 0O a3 &1l Orders for Selected Route
|| Hamilton County Comm Comectic 23-4ug-2013 BackOmder IN | SERVIC 0O 2 Aamove Selected Order from Bun
15U/ Hullman Student Union |+ 30-4ug-2013 BackOrder 1IN | UPS 0 T2 T
— — Remowve All Orders an this List
|| Conner Prairie 30-Aug-2013 BackOrder IN | SERVIC O 10
|| |Indiana Weslevan Uniy 1-Sep-2013 BackOrder 1IN | UPS 0 27w
< > Change Order Deliveny Route
. . Order Status Options Toggle Drder ReadyToShip Flag
Drder_ List Dptlnr_n. . ¥ Show 'ReadyToShip' Orders Only
Refresh List £ Ligt &l Pending Orders (Mo DropShips/Quotes) ¥ Show BackDiders
o Only List Orders Mot Azsigned to a TrackRun [~ Show CreditHold Orders . . L <R Inf
Select List Options. then Click the "Refresh List' Button. I” Show FUtU’_Ef Hold A/ HTranster 2a¥e Tckhan fnfo
To Sort or Search on a Column, RightClick on that column. ¥ Show Service Oiders 30 Orders
|Connected to Server | | STEP1 Extranet Software |

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”.

www.STEP1.com 10 Support: 800-553-2602



WAREHOUSE SHIPPING

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.

Setup A New TruckRun
File Search Help
Rush Orders I BackOrders I Future/Hold " HTransfer I Orders Aszigned to this TruckRun I Sequence I TrickRun 1D: 1737
Custarmer Name | Order Date | Target Ship |Fleady| Statusz |Type| Route | RunlD | Totwigt| A TrigckRun Description:
p|0's Poal 27-Jul-2013 Ny WillCall | C5 .CPU 1] 2 I
D s Pool 27Jul2013 v wilcal | N CPU 0 0 Truck: | Undssigned =
] Bradner Village HCC -Aug-2013 N BackOrder IMN  AUROR O 36 S:Iip Date: |4-May-2tl1 4 ;l
L Tiptan Chy Memanal Hospital 10-Aug-2013 Y BackOrder  IN WSETE 0O 1] Skip Time:[00:00  HH:MM 24hr
L Linder Technical Services 10-Aug-2013 N MewOder 1N UPS 1] 1] TruckRun Summar
L Community Hozpital/Ritter 14-Aug-2013 Y BackOrder IMN  SBEMD O 3 1 Assigned Orders: 0
] Advantage Floor Care Serv. Inc | 21-Aug-2013 N PT Printed I SERVIC O 0 Tatal Shipwgt: 0
L A %) Carpet & Janitorial 23Aug-23 Y MewOrder 1N SERVIC 0O 1829 Mw Truck Shipiefat: 1]
L Squeaky Clean Professionals | 24-A4ug-2013 N PT Printed C5 PS5 1] 116 Tatal ShipCubes: 0
| |Byrum's Steakhouse 2RAug 2013 Y | PTPrinted | IN | SERVIC O 105 Max Truck Cubes: 0
| |Grant Blackford Mental Health | 25-40g-2013 Y | BackOrder | IN  AUROR 0 46 —Assign Orders to TruckRun—
|_|Fnights of Calumbus 28-Aug-2013 Y BackOrder  IN | UPS I B All Orders for Selected Route
L Lighthouse Azzembly of God 28-Aug-2013 N BackOmer IN  AUROR 0O ar dzzign Selected Order To Run
L Hamilton Co.Bldgs & Grdz.-Jail | 23-4ug-2013 Y BackOrder IMN  SERVWIC O 120 Agszign All Orders on this List
| Stoney Creek Play School 29-Aug-2013 N PT Printed I SERVIC O 0 ~Hemove Orders from Run——
L Baver Healthcare-Diagnostics | 29-Aug-2013 Y BackOrder  IN  SERWIC 0O 33 21l Orders for S elected Raute
L Hamilton County Comm Comrectic 23-4ug-2013 N BackOmer IN  SERWIC 0O 2 Aemove Selected Order from Bun
15U/ Hullman Student Union |+ 30-4ug-2013 Y BackOrder  IN  LUPS 1] 72 T
— — Remove All Orders on this List
L Conner Prairie A0-Aug-2012 N BackOrder IMN  SERVIC O 10
L Indiana Wesleyan Univ 1-5ep-2013 Y BackOrder N UPS 1] 27w | Azzign Order to Anather TruckRun
< > Change Order Deliveny Route
Order List Option Order Slaltus Dptionslli 1 oggle Order BeadyT oShip Flag
’}‘ List &I F'l?ending Orders [No DropShips/Quotes) g gtgz BH:Cakdé’Lfr:'p UhEtl L0 View Order
o Only List Orders Mot Azsigned to a TruckRun ™ Show CreditHold Orders
Select List Optionz, then Click the ‘Refresh Lizst" Button. I”" Show Future/HoldwHTranster | Save TruckRun Info
To Sort ar Search on a Column, RightClick. on that column, ¥ Show Service Oiders 30 Orders
Connected to Server | | STEP1 Extranet Software |

Click the Save Truck Run Info button to finish up this run and go back to pending truck runs

www.STEP1.com Support: 800-553-2602
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9 IL Warehouse Manager * STEP1 Supply (Chad Demo) = -
Eile Search Reports SavedQueries Help
Flec:eivingl W H Transfers I [tems I TaskList I TaskList Mgrl Cycle Count kar I
RUSH Drdersl Eackﬂrdersl &l Pending Orders  [eEelal MR ARINE I
RunlD ITruc:kHun Description I Truck I ShipD ate I Time | Run Status IﬁDrdersIMaH Wgtlﬂ A
n 1736 Undszzigned . 8-Jan-2014 | 00:00 ) Mew Run 0 0 Setup A New TruckRun |
L 1738 “West Run 24' Mack FERGEIEEGER 00000 Mew Run 0 11000
| 1732 Local 24'Mack | B-Aug-2015 | 0000 Billed a 0
n 1729 East Run 24" alvao F-Aug-215 | 00:00 Pulled 3 0 -
|| 1722 Noith Run 24'Volvo | 84ug2015 0000 Puled 5 0 Modiy TruckRun Info_|
Check Bun Stock Statusl
Print Run Pull Summary |
Print Run Pick Tickets |
Print Run Shipping Ducsl
Mark Bun As Shipped |
Frirt TruckRun Order List
Print Pending TruckRun List
y Delete Selected TruckRun
< > 5 TruckRuns
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO  |CMS

Modify TruckRun Information

Now that you have your B ) _
t k t d . tO Bush Drdelsl Pending Drdersl ﬁackDrdersl Future/Hold/wH Transfer  BieEE ned b this TruckRun |S§quence| TruckFun 1D: N 1738
new truck run entered in Seq| Customer Name I Order D ate I Target ShipIHeadyI Status IT_l,lpeI Route ITothtICubel TruckRun Description:
the system you can see y [WestRun
. . Truck: I 24' Mack. VI
it here under the Pending Ship Date: [FMay20Td <]
TruckRuns tab. If you Ship Time: [D300  HH:MM 24k
should decide that you e
need modify this run in MexTiekShwee 11000
any way click the Modify Vel e 0
Max Truck Cubes: 0

TruckRun Info button to
open a window that is,
as you can see here is,
Very Similar to the SetUp Remove Orders from Run

. All Orders for Selected Route
W|ndOW Remove Selected Order from Run

Remaove All Orders on this List

Azsign Order to Anather TruckRun

Change Order Delivery Route
Toggle Order ReadyT oS hip Flag
Wiew Order

Save TruckRun Info |

< > 0 Orders

|Connected to Server | | STEP1 Extranet Software |

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

Modify TruckRun Information
File Search Help

Biush Drdersl Pending Drdersl ﬂackﬂrdersl Future/HoldAwHTransfer U EEese 5=l R R R = ARG | quuencel TruckRun 1D 1738
Seq|Customer Name | Order D ate I TargetShileead_l,ll Status IT_I,Ipel R oute |Totht|Eube| Ll g Weisly s
» IWestHun
Truck:|24' ack LI

Ship Date: |5-M 2014 |

Ship Time:ﬁu HH:bM 24h
TruckBun Sunmary

# Azsigned Oroers: 0
Tatal Shiph/gt: 1]

Maw Truck Shipdat: 11000
Total ShipCubes: 0

M ar Truck Culbes: 1]

Remove Orders from Run——
All Orders for Selected Route
Remove Selected Order from Run
Remaove All Orders on this List

I Asgsign Order to Anather TruckBun
Change Order Delivery Route

L Toggle Order ReadyToShip Flag
Eiew Order

Save TruckRun nfo

> 0 Orders

£

|Connected to Server | / | STEP1 Extranet Software |

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)

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

Modify TruckRun Information
Eile Search Help
Bush Orders | BackOrders | Future/Hold"HT ransfer | Orders Azsigned to this TruckRun | Sequence | TruckBun 1D: 1738
Customer Mame Order Date | Target Ship |F|ead_l,l| Status |T_|,I|:ue| Route | RunlD | Tatwgt| A TruckPun Desdription:
27Jul 2013 ¥ | wilCal C5 CPU O 2 |[westhun
| |DJ's Pool 27-Jul-203 Y WillCall | IN | .CPU 0 0 Truck: I 2 Mack ;I
|_|Bradner Vilage HEC S-Aug-2013 Y BackOrder | IN  AUROR 0O 36 Ship Date: IE M ay-2014 ;I
|| Tiptan Cly Memarial Hospital 10-Aug-2013 Y BackOrder  IN "W SETE O ] Ship Time: IET HH:MM 24hr
|_|Linder Technical Services 10-Aug-2013 Y Mew Order | IN | UPS 1] ] ~TruckRun Summar
|| Community Hospital/Ritter 14-Aug-2013 Y BackOrder | IN | SBEND O g # Assigned Crders: 0
|_|Advantage Floor Care Serv. Inc | 21-Aug-2013 Y FT Printed | IN | SERVWIC O ] Total Shiswat: 0
| |A & J Carpet & Jaritorial 23-Aug-2013 Y Mew Order | IN | SERVIC 0O 1829 b ax Truck Shigwat: 11000
|_|Squeaky Clean Professionals | 24-Aug-2013 Y | PTPiinted | C5  UPS 0 116 Total Shiplubes: 0
| [Byrum's Steakhouse 25-4ug-2013 Y | PTPrnted [N SERVIC O 105 Max Truck Qubes: 0
| Grant Blackford Mental Health | 25-Aug-2013 Y BackOrder  IN  AUROR 0O 4 —Assign Orders to TruckRu
|_|Knights of Calumbus 28-Aug-2013 Y | BackOrder  IN | UPS 1] g Al Orders for Selectad Route
|_|Lighthouse Assembly of God 28-Aug-2013 Y BackOrder | IN | AUROR 0O a7 Azsign Selected Order Ta Run
|_|Hamitor Co.Bldgs & Gmds.Jail | 23-Aug-2013 Y | BackOrder  IN  SERVIC 0O 120 Azsign All Orders on this List
|_|Stoney Creek Play School 29-Aug-2013 Y FT Printed | IN | SERVWIC O ] —Remove Orders from Run——
|_|Baver Healthcare-Diagnostics | 23-Aug-2013 Y BackOrder | IN | SERVWIC O 33 Al Orders for Selected Route
|_|Hamilton County Comm Correctic 23-Aug-2013 Y BackOrder | IN | SERVWIC O 2 Remove Selected Order from Run
ISU 4 Hullman Student Union | 30-4ug-2013 Y BackOrder  IN | UPS n 72 T

— — Remove All Orders on this List
|| Canner Praiie A0-Aug-2013 Y BackOrder  IMN | SERWIC D 10
|_|Indianaesleyan Univ 1-5ep-2013 Y BackOrder  IN | UPS n 27 w | Asgzign Order to Another TruckBun
< > Change Order Delivery Route

A Order Status Option Toggle Order ReadyToShip Flag

Order List Option p .y
’7(“' Ligt All F'I-;nding Orders (Mo Drop5hips/Quotes) |Ig gnzﬁ :::kdljl'l;rdfr;lp DY Wiew Order
% Only List Orders Not Assigned to a TruckRun [~ Show CreditHold Orders
Select List Options, then Click the ‘Refresh List® Button. [~ Show Future/HoldAwHT ransfer | —Iﬁave [Eucktianiinto |
To Sort ar Search an a Column, RightClick. on that colurmn. W' Show Service Orders 30 Orders
|Connected to Server | | STEP1 Extranet Software |

Once you have all of your modifications finished click the Save TruckRun Info button on the bottom
right, and your done.

www.STEP1.com Support: 800-553-2602
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- IL Warehouse Manager * STEP1 Supply (Chad Demo) = -
Eile Search Reports SavedQueries Help
=N Receiving | WAH Transfers | ltems | TaskList | TaskList Mor | Cycle Count Mo
St
RUSH Drdersl Eackﬂrdersl &l Pending Orders  [mEe s MR ARINE I
RunlD ITruc:kHun Description I Truck I ShipD ate I Timel Run StatuslﬁﬂrdersIMaH Wgtlﬂ A
n 1736 Undzzigned . 8-Jan-2014 | 00:00 ) Mew Run 0 0 Setup A New TluckHunl
L 1738 “West Run 24' Mack  FERGEIEEGER 0000 Mew Run 0 11000
|| 1732 Local 24'Mack | Bdug-2015 | 00:00 Bill=d ] 1]
n 1729 East Run 24" alvao FAug-215 | 00:00 Pulled 3 0 -
|| 1722 Noth Run 24'Volvo | 84Aug2015 0000 Puled 5 0 Modify TruckRun Info_|
Print Run Pull Summary |
Print Run Pick Tickets |
Print Run Shipping Ducsl
Mark Bun As Shipped |
Print TruckRun Order List
Print Pending TruckRun List
Delete Selected TruckRun
< > 5 TruckRuns
\Connected to Server | STEP1Softwarev7.3524 |  CHICAGO  |CMS
Clicking on the Check Item L Check TruckRun Item Stock Status “
Stock Status button opens file Search Help
up this window to the right. West Run RuniD: 1738
The Tab that will be open EEEEETIEE | e Stock Detl|
. Itern Description T_I,Jpe| StockStatus |StocanHand| Availablel#Drderedl #Shipl #B/0 ||A
IS the Item StOCk Summaw |4 MOTOR TOP UZ774 P 0OUT Of Stock a -1 1 ] 1
. 1 Ply Jumbo Tizsue | 0OUT OF Stock 0 1 1 1 1]
tab. This shows the different
StOCk |eve|3 for a” the items MOTOR COVER - UL APPROVED |~ P OUT Of Stock 0 -1 1 0 1
. Pristine |l Cleaner/Sealer | Low Stock 3 -3 2 2 0
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 Iltem Status Check button
towards the bottom left corner .
in which you can see costing < >
and pricing info as well as any View Item Stock Detail Igtosc:fwurunm‘_agfgtpoti;?ﬁ“ems 4 ltems
other info that pertains to the Item Status Check | | Shaw Low-Stock ltems
highlighted item. Print/5 aveT oFile I™ Show In-tock Items

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

¥ Check TruckRun Item Stock Status “
File Search Help
West Run FuniD: 1738 |
[tem Stock Summary |
MOTOR TOP UZ774 AD1406622010  OnHand: O Available: -1
|EustnmerName ’El OrderDate | TargetShip [# Drderedl # Shipl # EEDI ~ Item Etl.atus Check

4 Dingmans Sporting Goods & 19-Mar-2015  24-Mar-2015 1 1] 1 —

Yiew Order

Modify Order Qtys

Remaowe Order fram Bun

< > 1 Ordizrs

Clicking the Modify Order Qtys button opens
a new window that looks similar to the the
view order screen. (exact same window with
Fhe same capabilities as the one seen earllgr Clicking this last button will remove the

in this guide) It allows you to change Quantity highlighted order from the truck run you have
Shipped and Quantity Back Ordered for this been working on

item on the highlighted order. '

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

9 IL Warehouse Manager * STEP1 Supply (Chad Demo) - O n
File Search Reports SavedQueries Help
Flec:eivingl wiH Transfersl [tems I TaskListI TaskListMng Cycle Count Mgll
RUSH Drdersl Eackﬂrdersl &l Pending Orders  [mE= il MEEE AR INEE I
RunlD ITruc:kHun Description I Truck I ShipD ate I Timel Run StatuslﬁﬂrdersIMaH 'W'gtlil A
| 1736 Undzzigned . 8-Jan-2014 | 00:00 ) Mew Run 0 ] Sctup A New TluckHunl
L 1738 “West Run RN B-hap-2014 ) 0000 Mew Run 411000
| 1732 Local 24'Mack | B-Aug-2015 | 00:00 Bill=d 7 0
| 1729 East Run 24" alva F-Aug-2015 | 00:00 Pulled 3 ] -
|| 1722 Notth Run 24'Volvo | B4ug2015 0000 Puled 5 0 Wodity TruckRun Info |
EIF(:k Run Stock Statusl
F‘*nt Run Pull Summary |
Print Run Pick Tickets |
Prnt Run Shipping Ducs|
Mark Bun As Shipped |
Frivt TruckRun Order List
Print Pending TruckRun List
Delete Selected TruckRun
< > 5 TruckRuns
\Connected to Server | STEP1Softwarev7.3524 |  CHICAGO  |CMS
Click on the Print Run Shipping Docs Button to open the Once the inventory is physically on
window pictured below. You will see that there are several the truck and ready to go we need
options to choose from. just check the documents that apply ~ to change the run status to shipped.
for this truck run and click the Start Printing button. To mark the highlighted truck run as
shipped click this button.
Print Shipping Documents
West Run TrackRunlD: 1738
[~ Print MSDS Due List? Printer: |Eannn iR CH185 PCLE EI
[~ Print Shipping Manifest?
[~ Print Haztat Surmary?
[v Print Delivery Tickets?
[ Print Delivery Invoices? || Start Printing Cancel |
www.STEP1.com Support: 800-553-2602
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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.

- | IL Warehouse Manager * STEP1 Supply (Chad Demo) 1 O -
Eile 5Search Reports SavedQueries Help
Shipping Fleceivingl WwiiH Transfersl [tems I TaskListI TaskListMng Cycle EDuntMglI
BUSH Drdersl Eack[lrdersl &l Pending Oiders  [REe L AT AR TS |
HunIDITruckFlun Description I Truck I ShipD ate I Timel Run StatuslﬁﬂrdersIMaH Wgtlﬂ A
| | 1736 Urdgzigned . 8-Jan-2014 | 00:00 0 Mew Run 1] 0 Setup A New Tluc:kFIunl
l 1738 West Run EEEE B-bap-2014 | 0000 Mew Run 4111000
|| 1732 | Local 24'Mack | B-Aug-2015 | 0000 Billed 7 n
| | 1729 East Run 24"V olva -Aug-2015 | 0000 Pulled 3 0 -
| 1722 Noth Run 24'Volvo | B4ug2015 0000 Puled 5 0 Modity TruskRun Info_|
Check Bun 5tock Statusl
Print Bun Full Summary |
Print Run Fli-::k Tickets |
Prnint Bun Slipping Ducsl
Mark Bun As Shipped |
Frirt TruckRun Order List
Print Pending TruckFun List
Delete Selected TruckRun
< > 5 TruckRuns
|Connected to Server | STEPL8oftwarev7.3524 |  CHICAGO  |CMS

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

www.STEP1l.com

If you need to delete the highlighted truck run
just click this button and then click yes in the
confirm window.

Support: 800-553-2602
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In this section of the guide you will learn how to
Wave Pull Your Invetory by Truck Run.

Warehouse Shipping

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.

- ) IL Warehouse Manager * STEP1 Supply (Chad Demao) - B
File 5earch Reports SavedCueries Help

Shipping Heceivingl WeH Transfersl [termz | TaskListl TaskListMng Cycle EnuntMng

RUSH Drdersl EackDrdersI &l Pending Orders  (RELes FAGETE AR |

FunlD | TruckBun Description | Truck | ShipD ate | Time| Fun Statusl#ﬂrderslMaHWgtIﬂ M

Undsgzigned . 8-Jan-2014 | 0000 Mew Run 0 i Setup A New TruckHunl
1738 Wwest Run 24' Mack | 8-Map-2014 | 0000 Mew Run 41 11000
1732 |Local 24'Mack | B-Aug2015  00:00 Billed 7 0
1723 Eazt Run 24" alvo T-hug-2015 | 0000 Pulled 3 i
1722 North Run 24'%olvo | Shug2015 00000 Pulled 5 0 Modify TruckRun Info |

Check Run Stock Statusl

Print Bun Pull Summary |

Print Run Pick Tickets |

Print Run Shipping Dur.:sl

Mark RBun As Shipped |

Print TruckRun Order List
Print Pending TruckRun List

Delete Selected TruckRun

< > 5 TruckRuns

|Connected to Server | STEP1 Softwarev7.3524 |  CHICAGO  |CMS

www.STEP1.com Support: 800-553-2602
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L4

File 5earch Reports SavedCueries Help

IL Warehouse Manager * 5TEP1 Supply (Chad Demo)

Shipping Heceivingl WwisH Transfersl Items I TaskListI TaskListMng Cycle EDuntMng

L4

BUSH Drdersl EackDrdersI &l Pending Orders (=il las MEEEEFINE |
RunlD | TruckBun Description I Truck I ShipD ate I Time | Fun Status I#DrdersIMa:-c 'W'gtlil ~
Undszzigned . 8-Jan-2014 | 0000 Mew Run 0 1] Setup A New TruckHunl
1738 west Run 24' Mack | 8-Map-2014 | 0000 Mew Run 4/ 11000
1732 Local 24'Mack | B-Aug-2015 0000 Billed 7 a
1723 Eazt Run 24" Walkvo F-Aug-2015 | 0000 Pulled 3 1]
1722 Morth Fun 2'%olvo | S4ug2015 | 0000 Pulled 5 0 Modify TruckRun Info |

Check Run Stock Statusl

Print Run Pick Tickets |

Print Run Shipping Du-::sl

Mark Bun Az Shipped |

Frint TruckFun Order List

Print Pending TruckRun List

Delete Selected TruckRun |

|Connected to Server

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.

www.STEP1l.com

> 5 TruckRuns
| STEpAE—t == 1 e e
Confirm —
TruckRun1736:

Are you ready to print the Pull Summary for
this Run, and mark the Orders as 'Pulled'?

Print
~Printer
Mame: |56 Canon iR C5185 PCLG | Properies |
Type: Canon iR C5185 PCLE
‘where:
—Page Range Copie
& Al Mumber of copies: m
= Curnent Page
" Pages v Collate
Enter page numbers and/or page ranges Iﬁ Iﬁ
separated by commas. For example, 1,35-12.

=)

Frirt IAII pages in range

Canicel

Support: 800-553-2602




WAREHOUSE SHIPPING

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.

- ) IL Warehouse Manager * 5TEP1 Supply (Chad Demao) - B
Eile Search Reports SavedQueries Help
Shipping Heceivingl WwiH Transfersl [tems I TaskListI TaskListMng Cycle Eu:uuntMng
BUSH Drdersl Eack[lrdersl &l Pending Orders  [Eele [0l MREEFIE |
HunIDlTruckHun Description | Truck | ShipD ate | Timel Run StatuslﬂﬂrderslMaH Wgtlﬂ -
|| 1736 Untzzigned . B-Jan-2014 | 00:00 Pulled 1] 0 Setup A New Tru-::kFIunl
L 1738 "west Run 24 Mack | 8-Map-2014 | 0000 Pulled 4 11000
| 1732 |Local 24'Mack | B-Aug-2015 | 0000 Billed 7 n
| | 1729 East Run 24"V olva F-Aug-2015 | 0000 Pulled 3 0 =
|| 1722 Natth Run 24'Volvo | B4ug2015 0000 Puled 5 0 Modity TruckRun Info_|
Check Bun Stock Statusl
Print Run Pull Summary |
Print Run Pick Tickets |
Print Bun Shipping Dm::sl
Mark RBun As Shipped |
Frirt TruckRun Order List
Print Pending TruckFun List
Delete Selected TruckRun
< > 5 TruckRuns
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO  |CMS

You will also notice that in the window pictured above that the Run Status has been changed to
pulled.

www.STEP1.com Support: 800-553-2602
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In this section of the guide you will learn how to print all of
your picking tickets as the orders come in.

Warehouse Shipping

Once you’ve opened the Warehouse Module, Make sure that the shipping tab is open then click on
the All Pending Orders tab.

- IL Warehouse Manager * STEP1 Supply (Chad Demo) = U -
Eile GSearch Reports SavedQueries Help
Receiving I “wifH Transfers I Items I TaskList I TaskList bgr I Cycle Count kMagr I
RUSH Drdersl BackOrders SUNSEREIEAEEE I Pending Irun:kHunsI
Customer Order D ate I Target Ship I Head_',ll Status | Route I RunlDr I TotalwWat| ~ \iew Order
4 27-Jul-2013 Y Will Call .CPU 1] 2 —
| |D s Paal 27-Jul-2013 Y Wil Call .CPU 0 ] Toggle ReadyT oShip Flag
L E.radner Vlllag!e HCC - Q-Aug-2013 Y BackOrder AURORE 0 36 Change Order Delivery Route
|_|Linder Technical Services 10-Aug-2013 i Mew Order . UPS 0 ]
|| Tiptan Cty Memorial Hospital 10-Aug-2013 A BackOrder £ SETEC 0 ] Aszzigh Order to a TruckRun
| Cormmunity Hospital/Ritter 14-Aug-2013 Y BackOrder SBEMD 0 3 Pemave Order from TruckFun
| St Maria Gorett 17-A4ug-2013 Y OnHold £ GEOFF 0
|5t Maria Gorett 17-Aug-201317-A0g-2013) Y PT Printed ZGEOFE 0O 1000 Mark Order Az Pulled
|| Advantage Floor Care Serv. Inc 21-Aug-2013 Y PT Printed SERVICE 0 ] et e n T,
|| St. Clarr / Scottissue, Inc. 22-Aug-2013 24-4ug-2013 Y PT Printed = .CPU 0 240
|| & Campet & Jaritorial 234ug-2013 ¥ | NewOrder SERVICE 0 1829 P - el (et
|| Tipton Lakes Athletic: Club 23Aug-2013 29-Aug-2M3 Y Pulled SERVICE 1726 Ea Madify Order Duantities
|_|Barth County Humane Society 24-Aug-2013 Y Puled |SERVICE 1726 a3 =
| |Squeaky Clean Professionals | 24-4ug-2013 ¥  PTPined UPS O 116 Mark Order s Shipped
| Diversified Cleaning 24-4ug-2013 Y Pulled SERVICE 1726 -33
|| Diversified Cleaning 24-fug-2013 A Puled |SERVICE 1726 42 Batch Print Picking Tickets
| Hamiltan Co Building & Grounds 24-500-2013 24-4ug-2013 Y Mew Order  .CPU 0 12
|| Bynum's Steakhouse 2B-Aug-2013 Y PT Printed SERVICE 0 105
a Grant Blackford Mental Health 25-Aug-2013 Y BackOrder AURORE 0 4B
v
< > 70 Orders
\Connected to Server | STEP1Softwarev7.3524 |  CHICAGO (CMS

www.STEP1.com Support: 800-553-2602
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9 IL Warehouse Manager * STEP1 Supply (Chad Demo) = o -
Eile Search Reports SavedQueries Help
Shipping Fleceivingl wiH Transfersl ltems | TaskListl TaskLislMgrl Cycle D:nuntMgrl
BUSH Drdersl [=ETa = el Bending Ciders | Pending IruckHunsl
Custorner I Order Date I Target ShlpIFlead_l,II St.atus I Route I RunlD | Total‘wat| » | T
| |0’ Paal 27Jul-203 Y Wl Call .CPL a 2
|| [ J's Poal 27-Jul-2013 Y Wil Call .CPU il 0 Toggle ReadyT oShip Flag
|| E.radner "v"lllag!e HCC . F-Aug-2013 Y BackOrder AURORE O 36 Change Order Delivery Route
|| Linder Technical Services 10-8ug-2013 Y Mew Order - UPS il 0
|| Tipton Chy Memorial Hospital 10-4ug-2013 Y BackOrder £ SETEC il 0 Agzzign Order to a TruckRun
| [Cammunity Haospital/Hiter 14-4ug-2013 Y BackOrder SBEMD il 8 Remave Order fram TruckFun
| [St Maria Goretti 17-Aug-2013 Y OnHold ZGEOFE O
| |5t Maria Goretti 17-4ug-201317-40g-2013 Y | PT Printed £ GEOFE O 1000 Mark Order Az Pulled
|_[#dvantage Floor Care Serv. Inc 21-Aug-2013 Ny PT Printed SERVICE O 0 (Re]Piint Picking Ticket
|5t Clair # Scattizsue, Inc. 22-6ug-2013 1 24-4ug-2013 Y PT Printed = .CPU il 240
[ & Campet & Jaritorial 23:£ug-2013 Y | NewOrder SERVICE 0 1829 s Al Ll e
|| Tipton Lakes Athletic Club 23-4ug-2013 25-4ug-2013 Y Pulled SERWICE 1726 Ba Madify Order Quantities
n Barth County Humane Society 24-40g-2013 N Pulled SERWVICE 1726 a9 -
Squeaky Clean Prafessionals 24-8ug-2013 ¥ | PTPinted  UPS D 116 Mark Order As Shipped
Diversified Cleaning 24-fug-2013 Y Pulled SERWICE 1726 98
|| Diversified Cleaning 24-4ug-2013 Y Puled SERWICE 1726 42 B atch Print Picking Tickets
|| Hamilton Co Building & Grounds 24-0ug-2013 | 24-Aug-2013 Y Mew Order - .CPU il 12
|| Byrum's Steakhouze 25-Aug-2013 Y PT Printed SERVICE O 105
|| Grant Blackford Mental Health 25-Aug-2013 Y BackOrder AURORE O 4B
v
4 > 70 Orders
|Connected to Server | STEP1 Softwarev7.3524 |  CHICAGO s
L] View Pending Order - =
File
Pending Order 112541-2 Order Status: BackOrder Type: IN Submit Order Review lssue I
. Bill Ta Instructions | Order Notes | Beview |ssues
The View Order button 8 i |
radner ¥illage HCC “warehouse: IL
allows you to have a look 505 N Bradner Avenue Delivery Routs: AURORA Meich Total  $36.36
t th d . f d t Taxable Sales: $36.36
a . e 9[‘ erl you nee 0. Marion IN 46952 B% Tax $218
This window that opens
does not allow you to make Carrier: PSS Truck Ready To Ship?Y Frsight :ggg
FOB: Ship Point )
any changes to the order. Tk PpdDepost  $0.00
(Changing order quantities U O
is covered later in this Description Elrderedl Shipl B/Ell Pricel Amountlltem Code ITypeH ~
d 4 4 4 1] 9.09 $36.36 SH1M |
gU| e') Gallon D
L
< >

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



WAREHOUSE SHIPPING

L4 IL Warehouse Manager * STEP1 Supply (Chad Demo) — = “
File Search Reports SavedQueries Help
Heceivingl wiiH Transfersl Itemns I TaskListI TaskListMng Cycle Count Mgrl
BUSH Orders | BackDrders  DNEEEIIA R I Pending TruckRuns |
Customer I Order Date I Target ShipIHeadyI Status | Route I RunlD I Total it | A View Dider
| D' Pool 27-Jul-2013 Y WwillCall | .CPU 0 2 —
n D J's Pool 27-Jul-2013 hd Will Call .CRPU 0 0 Toggle ReadyToShip Flag
a B‘radner Vlllage HCC . S-hag-2013 Y | BackOrder AUROR: 0O 36 Change Order Delivery Route
a Linder Technical Services 10-4ug-2013 Y Mew Order  UPS 0 0
n Tipton Cty Memorial Hospital 10-4ug-2013 N BackOrder # SETEC 0 0 Agsign Order to a TruckRun
| Community Hospital/Ritter 14:4ug-2013 hd BackOrder | SBEND 0 8 e e (e TaEhEs
a St Maria Goretti 17-4ug-2013 Y OnHeold ZGEOFF 0O 2
| 5t Maria Goretti 17:40g-201317-4ug- 2013 Y PT Printed ZGEOFFE 0 1000 Mark Order As Pulled
n Advantage Floor Care Serv. Inc 21-4ug-2013 N PT Printed SERVICE 0O 0 (ReJFrint Ficking Ticket
| St. Clair / Scottizsue, Inc. 22-8ug-2013 24-4ug-2013 Y PT Printed = .CPU 0 240 - - -
|4 %) Carpet & Jaritorial 23:4g-2013 ¥ MNewOrder SERVICE O 1829 e
| Tiptan Lakes Athletic Club 23402013 29-Aug2013 Y Pulled SERWICE 1726 68 Modify Drder Duantities
n Barth County Humane Society 24-4ug-2013 N Pulled SERWICE 1728 a9 =
Squeaky Clean Professionals 24-4ug-2013 ¥ PTPrnted UPS 0 116 sl e Sl et
|4 Diversified Cleaning 24-Aug-2013 I Y \ Pulled SERWICE 1726 -98
u Diversified Cleaning 24-4ug-2013 ¥ Pulled SERWICE 1726 42 Batch Print Picking Tickets I
n Hamilton Co Building & Grounds 24-4ug-2013 24-8ug-2013 Y Mew Order  .CPU 0 12
| Bynum's Steakhouse 25-Aug-2013 Y | PT Printed SERVICE O 105
Girant Blackford Mentalbaalih, 22013 Yo Backledac ALIBOERY 0 A5
z L4 IL Warehouse Manager * STEP1 Supply (Chad Demo) = 2 n
= File 5earch Reports SavedQueries Help
|Connected to Server =yl Fleceiving | WifH Transfersl Items I TaskListI TaskList Mgrl Cycle Count Mar I
RUSH Drder&l BackOrders SUNEEREREIREER I Pending IruckHun&l
Customer | Order Date I Target ShipIHead_l,Jl Status I Route I RunlD | Total Wgt| A \iew Order
|0 Poal 27-Jul-2013 e WwillCall  .CPU 0 2 =
] [ J's Pool 27-Jul-2013 hy Wil Call .CPU 0 0 I Toggle ReadyT oShip Flag
] B.ladner\-ﬁllage HCC . F-Aug-2013 hy BackOrder AURORE 0 36 Change Drder Delibery Route
] Linder Technical Services 10-4ug-2013 hy Mew Order . UPS 0
| Tipton Cty Memaorial Hospital 10-40g-2013 Y | BackDOrder /SETEC 0 0 Azzign Order to a | ruckFun
| Comrmunity Hospital/Ritter 14-4ug-2013 Y | BackOrder SBEMD 0 8 Remave Order fram TruckBun
| St Maria Gaoretti 17-Aug-2013 ¥ OnHaold ZGEOFE 0 2
|5t Maria Gorett 17-8ug-2013 17-Aug-2013 Y PT Printed ZGEOFF 0 1000 Mark Order Az/Pulled
| Advantage Flaor Care Sery. Inc 21-Aug-2013 ¥ PT Printed SERWICE D 0 (FielFrint Picking Ticket
| St. Clair / Scottizzue, Inc. 22-A0g-2013 24-4ug-2013 Y PT Printed = .CPU 0 240
| [& &4 Carpet & Janitorial 2% Aug-2013 % | MewOrder SERVICE 0 1829 (RelPrint Delivery Ticket
| Tipton Lakes Athletic Club 2380g-2013 29-A0g-2013 Y Pulled SERVICE 1726 68 Modify Order O antities
] Barth County Humane Society 24-Aug-2013 hy Puled SERWICE 1726 a3 -
| |5aueaky Clean Professionals  24-ug-2013 Y | PTPinted UPS 0 116 Mark Order As hipoed
3 i 24-Aug-2013 N Pulled | SERVICE 1726 -98
| Diversified Cleaning 24-hyg-2013 hy Pulled SERWICE 1726 42 Batch Print Picking Tickets
| Hanrviltor Co Building & Grounds 24-Aug-2013 24-Aug-2013 Y Mew Order - .CPU 0 12
| Bynur's Steakhousze 28-Aug-2013 ¥ PT Prirted SERWICE D 105
| Grant Blackford Mental Health 28-Aug-2013 ¥ BackOrder AURORE D0 4B
v
< > 70 Order
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO  [CMS

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.

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



WAREHOUSE SHIPPING

- IL Warehouse Manager * STEP1 Supply (Chad Demo) = U n
FEile Search Reports SavedQueries Help
Flec:eivingl WwiiH Transfersl Items I TaskListI TaskListMng Cucle EuuntMng
RUSH Eln:lersl BackOrders SUNSETa Nl I Pending IruckHunsI
Custarner | Order Date |Target5hip|Fleady| Status | Route | RunlD | Total 'W'gt| A View Order
| |DJ's Poal 27-Jul-2013 Y WillCall | .CPU 0 2 —
| |DJ's Poal 27-Jul-2013 N Wwill Call .CPU 0 0 Toggle ReadyToShip Flag
| B_radner Vlllag!e HCC _ J-Aug-2013 Y BackOrder AURORE 0 36 |Ehange Ordler Defivery Route
| Linder Techhical Services 10-400-2013 N Mew Order | UPS 0
| Tipton Cty Memarial Hospital 10-Aug-2013 N BackOrder #SETEC 0 0 Aszzsigh Order to a TruckRun
|| Eommunity Hospital/Ritter 14-Aug-2013 N BackOrder SBEMD 0 g Elermare @k (e ToEkEuT
| St b aria Gorett 17-Aug-2013 Y OnHold ZGEOFFE 0O
||t Maria Gorett 17-4ug-201317-4ug2012 ¥ PT Printed ZGEOFF O 1000 Mark Order As Pulled
_|Advantage Floor Care Serv. Inc 21-Aug-2013 N PT Printed SERVICE O 0 (RefFrint Picking Ticket
|5t Clair / Scottissue, Inc. 22-Aug-2013 24-4ug-2013 Y PT Printed = .CPU 0 240
| |& & Carpet & Jaritorial 23:4ug-2013 Y NewOrder SERVICE 0 1829 e
|| Tiptan Lakes Athletic Club 23Aug-201329-Aug-2013 Y Pulled SERVICE 1726 oti] Modity Order Duantities
|_|Barth County Humane Society 24-Aug-2013 N Puled |SERVICE 1726 29 =
Squeaky Clean Professionals 24-ug-2013 Y  PTPrnted UPS O 116 el itz Sl
| 4 Diversified Cleaning 24-hug-2013 N Pulled SERVICE 1726 -38
| Diversified Cleaning 24-Aug-2013 N Puled |SERVICE 1726 42 Batch Print Picking Tickets
|_|Hamiltan Co Building & Grounds 24-Aug-2013 24-Aug-2013 Y Mew Order - .CPU 0 12
| Bynum's Steakhouze 25-A00-2013 Y PT Printed SERWICE O 105
| Grant Blackford Mental Health 25-800-2013 N BackOrder AURORE 0 46
Y]
< > 70 Orders
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO |CMS
@ Select Delivery Route — m n
Opticns
Delivery Route Description RouteCode M
Yia Service Technician SERYICE
. . JPS Truck Ps
If for some reason you need to modify your routing L
f thi d licki the Ch der Deli | |Fockford & Vacinity ROCK.
(0] IS order, clicking the - ange C-)I" er velivery || Inside Sales Stalt = GTAFF
Route button opens up this new window. From here || Kekomo Laffyet, Camel westfie. W/ SETECH
you can select from any of the delivery routes you Aurara & Vacirity AURORA
have setup in your database. (Instructions on how || Local Chican & Vacinity LOCAL
to setup delivery routes can be found in the Table || Custamer Pick-up .CPU
Setup GUIde) || Salesman ZBOBS
| | Salesman £ GEOFF
| | Salesman £ MIKE
| | Salesman £ PaUL
| | Salesman ZROB
| [Salesman ZBOB
| | Salesman ZJERRY
| | Inzide zales £ B8MN
|| Inzide Sales Staff Z CHRIS
bottomline fazt react COURIER
I~ L

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



WAREHOUSE SHIPPING

- IL Warehouse Manager * STEP1 Supply (Chad Demo) = U n
FEile Search Reports SavedQueries Help
Receiving I WiiH Transfers I Items I TaskList I TaskList Mgr I Cycle Count Magr I
RUSH Eln:lersl BackOrders SUNSETa Nl I Pending IruckHunsI
Custarner | Order Date | Target Ship | Fleady' Status | Route | RunlD | Total wat | A View Order
| |DJ's Poal 27-Jul-2013 Y Will Call .CPU 0 2 —
| |DJ's Poal 27-Jul-2013 N Wwill Call .CPU 0 0 Toggle ReadyToShip Flag
| B_radner Vlllag!e HCC _ J-Aug-2013 Y BackOrder AURORE 0 36 Change Order Delivery Route
| Linder Techhical Services 10-400-2013 N Mew Order | UPS 0
| Tipton Cty Memarial Hospital 10-Aug-2013 N BackOrder #SETEC 0 0 Aszzsigh Order to a TruckRun
|| Eommunity Hospital/Ritter 14-Aug-2013 N BackOrder SBEMD 0 g Elermare @k (e ToEkEuT
| St b aria Gorett 17-Aug-2013 Y OnHold ZGEOFFE 0O
|| StMaria Goretti 17-4ug-201317-4ug-2013 Y PT Printed ZGEOFF O 1000 Mark Order Az Pulled
_|Advantage Floor Care Serv. Inc 21-Aug-2013 N PT Printed SERVICE O 0
|5t Clair / Scottissue, Inc. 22-Aug-2013 24-4ug-2013 Y PT Printed = .CPU 0 240
| |& & Carpet & Jaritorial 23:4ug-2013 Y NewOrder SERVICE 0 1829 e
|| Tiptan Lakes Athletic Club 23Aug-201329-Aug-2013 Y Pulled SERVICE 1726 oti] Modity Order Duantities
|_|Barth County Humane Society 24-Aug-2013 N Puled |SERVICE 1726 29 =
Squeaky Clean Professionals 24-ug-2013 Y  PTPrnted UPS O 116 el itz Sl
| 4 Diversified Cleaning 24-hug-2013 N Pulled SERVICE 1726 -38
| Diversified Cleaning 24-Aug-2013 N Puled |SERVICE 1726 42 Batch Print Picking Tickets
|_|Hamiltan Co Building & Grounds 24-Aug-2013 24-Aug-2013 Y Mew Order - .CPU 0 12
| Bynum's Steakhouze 25-A00-2013 Y PT Printed SERWICE O 105
| Grant Blackford Mental Health 25-800-2013 N BackOrder AURORE 0 46
Y]
< > 70 Orders
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO |CMS

Print n
—Printer

Name: |5 Canon iR C5185 PCLE | Propetties |

If you need to Print or Type: Canon iR C5185 PCLE
Reprint your picking ticket Where:
for this order click the [Fage Range ~Copies
@ Al MHumber of copies:

button to open the printer " Curent Page

select screen. From here C Pages | W Callate
all you need to do is select

- ) Enter page numbers and/or page ranges
which printer you want to separated by commas. For example, 1.3.5-12.

send the ticket to and the
number of copies you need
to print.

Print &l pages in range j

Cancel

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



WAREHOUSE SHIPPING

- IL Warehouse Manager * STEP1 Supply (Chad Demo) = U n
FEile Search Reports SavedQueries Help
Receiving I WiiH Transfers I Items I TaskList I TaskList Mgr I Cycle Count Magr I
RUSH Eln:lersl BackOrders SUNSETa Nl I Pending IruckHunsI
Custarner | Order Date | Target Ship | Fleady' Status | Route | RunlD | Total wat | A View Order
| |DJ's Poal 27-Jul-2013 Y Will Call .CPU 0 2 —
| |DJ's Poal 27-Jul-2013 N Wwill Call .CPU 0 0 Toggle ReadyToShip Flag
| B_radner Vlllag!e HCC _ J-Aug-2013 Y BackOrder AURORE 0 36 Change Order Delivery Route
| Linder Techhical Services 10-400-2013 N Mew Order | UPS 0
| Tipton Cty Memarial Hospital 10-Aug-2013 N BackOrder #SETEC 0 0 Aszzsigh Order to a TruckRun
|| Eommunity Hospital/Ritter 14-Aug-2013 N BackOrder SBEMD 0 g Elermare @k (e ToEkEuT
| St b aria Gorett 17-Aug-2013 Y OnHold ZGEOFFE 0O
|| StMaria Goretti 17-4ug-201317-4ug-2013 Y PT Printed ZGEOFF O 1000 Mark Order As Pulled
_|Advantage Floor Care Serv. Inc 21-Aug-2013 N PT Printed SERVICE O 0 (RefFrint Picking Ticket
|5t Clair / Scottissue, Inc. 22-Aug-2013 24-4ug-2013 Y PT Printed = .CPU 0 240
| |& & Carpet & Jaritorial 23:4ug-2013 Y NewOrder SERVICE 0 1829 e
|| Tiptan Lakes Athletic Club 23Aug-201329-Aug-2013 Y Pulled SERVICE 1726 oti] Modity Order Duantities
|_|Barth County Humane Society 24-Aug-2013 N Puled |SERVICE 1726 29 -
Squeaky Clean Professionals 24-ug-2013 Y  PTPrnted UPS O 116 el itz Sl
| 4 Diversified Cleaning 24-hug-2013 N Pulled SERVICE 1726 -38
| Diversified Cleaning 24-Aug-2013 N Puled |SERVICE 1726 42 Batch Print Picking Tickets
|_|Hamiltan Co Building & Grounds 24-Aug-2013 24-Aug-2013 Y Mew Order - .CPU 0 12
| Bynum's Steakhouze 25-A00-2013 Y PT Printed SERWICE O 105
| Grant Blackford Mental Health 25-800-2013 N BackOrder AURORE 0 46
Y]
< > 70 Orders
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO |CMS
L) Modify Pending Order Quantities
File
Pending Order 112541-2 Save | Cancel |
Bil T I§hip ToI Instructions | Order Motes
Bradner Village HCC Order Date: 3-Aug-2013 Shipped: I vl
Modifying your order quantities can P05 N Bradner Avenue Target Ship o [
easily be done here in Warehouse Marion IN 46952 Salesmar: GJONAS Carier: [PS5 Truck
. Statuz: BackOrder
Manager' C“Ck the bUtton to Open [~ Set Order Status to 'BackOrderd'? Order Source: ROSIE Freight:l $0.00
the screen shown here on the right. ggeaﬂv ID g';;g?
. . . . v ?
Highlight the number in the shipped e
COIUmn and type in the new number. Line TIItemEode IDescriptinn |Drdered|5hipped| B.p'l]' PriceIDpt' -
AISO if you plan to back_order the 4 1 5H101 Big Green Hair & Body Shampoo 4 4 i} 909 b3
. . . 2D Gallon
amount that your not shipping with
this order type in that number in the
back-order column.
W
£ >

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



WAREHOUSE SHIPPING

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.

-} Modify Pending Order Quantities
File
Pending Order 112541-2 Save | Cancel |
Bil To |§hip To|| Instuctions | Order Motes
Bradner Villagi: HCC Order Date: 9-Aug-2013  Shipped: | |
505 N Bradner Avenue Target Ship:

P.0.#: |Fa/Shelly
Marion N 46352 Salesman: GIONAS Carrier: |F‘SS Truck

Statuz: BackOrder .
||_ Set Order Status to 'BackOrderd'? I Order Source: ROSIE Freight: | $0.00
¥ Ready To Ship?
¥ Ready To Bill?
Line TIItemCode IDescription IUrderedIShippedI BJ’UI PriceIUptI A
» | 'SH101 Big Green Hair & Body Shampoo 4 4 1] 9.09 b3
2D Gallon

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.

www.STEP1l.com

Support: 800-553-2602



WAREHOUSE SHIPPING

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.

- IL Warehouse Manager * STEP1 Supply (Chad Demo) + B n
FEile Search Reports SavedQueries Help
Receiving I WiiH Transfers I Items I TaskList I TaskList Mgr I Cycle Count Magr I
RUSH Eln:lersl BackOrders SUNSETa Nl I Pending IruckHunsI
Custarner | Order Date | Target Ship | Fleady' Status | Route | RunlD | Total wat | A View Order
| |DJ's Poal 27-Jul-2013 Y Will Call .CPU 0 2 —
| |DJ's Poal 27-Jul-2013 N Wwill Call .CPU 0 0 Toggle ReadyToShip Flag
| B_radner Vlllag!e HCC _ J-Aug-2013 Y BackOrder AURORE 0 36 Change Orde| Delivery Route
| Linder Techhical Services 10-400-2013 N Mew Order | UPS 0
| Tipton Cty Memarial Hospital 10-Aug-2013 N BackOrder #SETEC 0 0 Aszzsigh Orderto a TruckRun
|| Eommunity Hospital/Ritter 14-Aug-2013 N BackOrder SBEMD 0 g Remove Ordel from TruckRun
| St b aria Gorett 17-Aug-2013 Y OnHold ZGEOFFE 0O
|| StMaria Goretti 17-4ug-201317-4ug-2013 Y PT Printed ZGEOFF O 1000 Mark Order Az Pulled
_|Advantage Floor Care Serv. Inc 21-Aug-2013 N PT Printed SERVICE O 0 (RefFrint Picking Ticket
|5t Clair / Scottissue, Inc. 22-Aug-2013 24-4ug-2013 Y PT Printed = .CPU 0 240
| |& & Carpet & Jaritorial 23:4ug-2013 Y NewOrder SERVICE 0 1829 e
|| Tiptan Lakes Athletic Club 23Aug-201329-Aug-2013 Y Pulled SERVICE 1726 oti] Modity Order Duantities
|_|Barth County Humane Society 24-Aug-2013 N Puled |SERVICE 1726 29 .
Squeaky Clean Professionals 24-ug-2013 Y  PTPrnted UPS O 116 el et Shlped
| 4 Diversified Cleaning 24-hug-2013 N Pulled SERVICE 1726 -38 FI
| Diversified Cleaning 24-Aug-2013 N Puled |SERVICE 1726 42 Batch Print Ricking Tickets
|_|Hamiltan Co Building & Grounds 24-Aug-2013 24-Aug-2013 Y Mew Order - .CPU 0 12
| Bynum's Steakhouze 25-A00-2013 Y PT Printed SERWICE O 105
| Grant Blackford Mental Health 25-800-2013 N BackOrder AURORE 0 46
Y]
< > 70 Crders
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO [dMs

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.

Support: 800-553-2602

www.STEP1l.com




WAREHOUSE SHIPPING

- | IL Warehouse Manager * STEP1 Supply (Chad Demo) = o n
Eile 5Search Reports SavedQueries Help
Shipping Heceivingl WAH Transfersl Items I TaskListl TaskListMng Cycle Count Mgrl
BUSH Drdersl BackOrders SUNSEa Nl | Pending IruckHunsI
Custarner | Order D ate | Target Shiplﬁeadyl Status | Route | RunlD | Total Wgt| - View Ordar

|| D's Poal 27-Jul-2013 Y ‘will Call .CPLU 1] 2 —
| |D J's Poal 2F-Jul-2013 Y Wil Call .CPU 0 1] Toggle ReadpTaShip Flag
|| B_rau:lner Vlllage HCC _ J-aug-2013 Y BackOrder AURORE 1] 36 Change Order Delivery Raute
|| Linder Technical Services 10-400-2013 N Mew Order | UPS 1]
| Tipton Chy Memorial Hozpital 10-Aug-2013 Y BackOrder £ SETEC 0 1] Agzign Order to a TruckRun
|| Cammunity Hospital/Ritter T14-Aug-2013 Y BackOrder  SEEMD 0 a Bemave Order fram TruckPun
|| St b aria Goretti 17-dng-2013 Y OnHold 2 GEQOFF 1] 2
|| StMaria Gaoretti 17-Aug-201317-Aug-2013 Y | PT Printed ZGEOFF O 1000 Mark Order Az Pulled
|_|Advantage Floor Care Serv. Inc 21-Aug-2013 Y PT Printed SERWVICE O 1] [ESJENNE Picking Ticket
|| 5t Clair / Scottissue, Inc. 22-8ug-2013 24-Aug-2013) Y PT Printed = .CPU 0 240
|| &J Carpet & Janitorial 23:4ug-2013 ¥ | NewOrder SERVICE O 1829 el ez sl
|| Tiptan Lakes Athletic Club 23A0g-201 3 29-Aug- 2013 Y Pulled |SERVICE 1726 =t Modify Order Quantities
|_|Barth County Humane Society 24-Aug-2013 Y Puled SERVICE 1726 29 =
| |Squeaky Clean Professionals ~ 24-4ug:2013 Y FTFinted UPS 0 116 Mark Drder A Shipped

iversified Cleaning 24-A0g-2013 Y Pulled |SERVICE 1726 -9a
| Diversified Cleaning 24-Aug-2013 Y Puled SERVICE 1726 42 Batch Print Picking Tickets
| _|Hamiltan Co Building # Grounds 24-Aug-2013 24-Aug-2013) Y Mew Order | .CPU 0 12
|| Byrum'z Steakhouze 2Bdng-2013 Y PT Printed SERMWICE 1] 105
|| [arant Blackford Mental Health 2Btng-2013 N BackOrder ALRORE 1] 46

v
< > 70 Orders
|Connected to Server | STEP1Softwarev7.3524 |  CHICAGO  |CMS

@ Batch Print Picking ... n-

To print out the picking tickets in batches click ~Picking Ticket Print Option
this button to open the window shown to the right. " Print BUSH Orders Only
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)

Frint New Orders

Frint Orders to be Shipped Today
Frint Orderz for a Delivery Route
Frint B ackOrders

Frint &ll Pending Orders

" Print Orders for TruckRun 1726

YYD

v Do MNOT Re-Print if previously Printed.
v Only Print if Order is 'Ready To Ship'

Qancell [1].9

www.STEP1.com 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

© A ‘Tﬂ
IR
Last Updated: Last Modified - May-2014 - Screens from v73521 . L] (O
@’l E’. -.: d II|

PROUD MEMBER OF:

¢

CYCLE COUNT
LAGASSE ITEM CONTROL
DIMENSIONS Bl & CEM
CATALOG BUILDER
POD SCAN
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