Simply Orders Quick -start Guide

1. Start-up

On startup, you are prompted to select
data file, or create a new (blank) data fil

Select Data File

Select Company Data File

& Use Sply Ordery sample dsta fée
€ Creste arew company data fie
€ Select an existing companyy dats fie
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The first time each day that the data fil
isopened, itisautomatically compacted
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f not already logged via an MS Access
workgroup, you will be prompted to leg
o in to Simply Orders.

Login
Simply Orders ... oo enmme

Zan Choren |
_so | con |

On installation, simply choose user

& ! R Ydaydleave thepassword blank.
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2. Switchboard Overview z Sales Tab

m Simply Orders - [Switchboard]

Sales Orders

e Enter/view orders

e  Print picklists of orders due
for despatch

e Raise despatch notes and
invoices
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Sales reports

Current orderbook

Saledurnover by customer,

product or category

% of orders sent otime

Order leadtimes
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Maintain

e  Customer contact details

¢ Product details , prices and
tax rates

e Categories

Admin options- only visible to
selectable admin user(s)
¢ Change application settings
e Add/delete users, reset user
passwords
L

e Review reasons

Manage customer returns
e Raise returns numbers and send returns label
¢ Record receipt of goods
 Raise credit notes
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3. Switchboard O verview z Payments Tab

Customer payments Statements
e Enter payments received e Print/Send statements
and/or credits paid e Select a particular customer

or print all customers with
outstandina balances

e View customer balances and
transaction histories

Simply Orders Sales Payments Maintain
‘ oy Enter / View Remind Customers ¢
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AB Customer Services Ltd

Data file:

sample data.mdb Income Customer
Swich & : State- Payment ‘ Aged
dwitch Company Data File Debtors Admin options
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¢ How much have you sold
¢ How long does each
customer take to pay?

—

Aged Debtors

¢ How much you are owed
broken down by customer
and by age of debt
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4. Sales Orders Entry

&3 Sales Orders

Find Order
Sales Orders & Sales Orders
e Enter new order
or Find Order Order Details
0 UIEEE @IS G E Sales Order Details Print | Split |:>.»s;..,x( h | Save Cancel
icti S e Email Order Invoice Changes
Open existing order Quick find:[ Order number:  SO1040%X
Orderld ~  Customer Customer Date Despatch Date Entered: 14/05/2009 Entered By: Linda
Ordor Mo Entered Customer Mame:  |AB Belts | Customer Number: 2 Std Discount: [10%
S01047XX  ABB 22/05/2009  19/06{2009
i i CustsOrderNo: [ | PaymentTerms:[30 days ]|
SO1046XX  Cash Sale 15/0S{2009  18/05/2009 View...
"—‘—‘J Delivery Address: Unit 154 - Invoice Address: |Unit 154 -
S501045XX  Cash Sale 15/05{2009  15/05/2009 View... I Arentorp Industrial Estate Arentorp Industrial Estate
: Bureligh Bureligh
501044X%-1  Lingonberry BK Ltd 15/05/2009  15/05/2009 View...
s i i oSt LJ Leicester Leicester
S01044%X Lingonberry BK Ltd 15/0S5/2009 15/05/2009 Yiew... |
S01043%X  Cash Sale 14/05/2009  14/05{2009 view... PostCode: | E221A8 | Post Code:LE21A8 |
SO1042XX  Electricity Ltd 14/05/2009  15/05/2009 view... | Requested despatch: [21/05/2009
SO1041%% ABB 5482 14/05/2009 25/05/2009 T | Item Product Product Price Dis- Price %o =
No Code Description Each count Qty Total YAT YAT
1 100009 - JCanvas Print A4 ~| €500 [10%[ 25 | £1,01250 15.0% £151.88 K|
Notes: Alla bilder finns p3 filen konstmasse. jpg ]
| 2 100012~ |Glossy Priptaa L cecon [sow lenn | 042350.00 15.0% £2,362.50 A
Notes: e Enter customer and order details |
3 00013 - [GessyPril o Add notes and attach files to order [80.00 15.0% £2,552.00
Motes: | « Once saved, you can print or email ] v
Order status I ]Notes_ =l (pdf) or go straight to order despatch ]—l
e S5AAaLX @SR AF ab5SaLlda — and invoice 8|
e Dates and usernames recorded and displaye [ =
e Order editing permissions change as the stat Attach file(s)... | Total Net: £34,042.50
changes Total VAT: £5,106.38
Order Notes: Total Gross: £39,148.88

Attach fila(s)... I > Total Net: |Customer will collect, Please ring when ready.. A
P al d Total VAT:

Ovder Notes: Totsl Gross: v
Despatch date: Invoice Date: Paid, Date:
Despatched By: Invoiced By: Amount paid: [T Order Cancelled

Despatch date: 24)04/2000 Invoice Date: 01 05/200% Paid, Date:  ORJUS/2009

Despatched By: Admin Irvoxced By:  Linda Amourt pakd: £5.28 [T Order Canceled
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5. Sales Order Despatch / Invoice

2 Despatch/invoice Salus Ordars
Select Order Ovder Detals

Sales Order Details

Order number: SO10400X Entered By: Linda
Date Ertered: 14/05/2009

& Split Order

Select quantities to send ** the remainder will be moved to a new order **

Item Product Qtyon Qtyto P
# Code Description Order send?
1 100009 Canvas Print A4 25 10
2 100012 Glossy Print A4 500 500
3 100013 Glossy Print A3 300 300
=

SpllOrdetl Cancel |

Despatch options

Select
[V Print Despatch Note

I Print Invoice

prit | Emal | cancel |

Facility to split delivery
« Simply enter the quantities you are going to
send
e 2KSy @82dz Of AO1 &{ LJX Al
will be updated and a new order created for
the remairing quantities
[~
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Order DespatcHi Invoice

e  Print straight to the windows default printer

e Preview to the screen
e Email as pdf

e Order status is updated accordingly, to
GRS&LI GOKSRE 2NJ aAy
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6. Customer Returns

&3 Authorise Return

Select Order |

Authorise Return for Credit

New returns

e Authorise/ enter

e Issue returns ref. /
email returns label

Receive

e Record reason

e |/ KSO1 ljcordimba
before crediting

Date
Order No Entered
SO1046X% Cash Sale 15/05{2009 18/05/2009 Return... I
SO1045%X Cash Sale 15/0S{2009 15/05/2009 Return... l
S0O1043XX Cash Sale 14/05/2009 14/05/2009 Return... l

& Receive / Credit Return

Existing returns notes

e Viewstatus

Receive / Credit Return » Hit

e Receive Goods/ Issue
Creditnotes

Select Returns Note |

Print returns and/or credit note
e Dates and usernames

[ recorded and displayed
g e e Editing permissions chang
INumb as the status changes
SCRIDI0  SO1036XX  Fox Details Ltd 13/05/2009 [view...]
SCR1009  SO1019XX  Any Industrial Ltd PO19735 2910472009 view... |
SCR1008  SO1011XX  Any Industrial Ltd FUJI23142  29/04/2009 view... |
SCR1007 ~ SO1018KX  ABBelts 15/04/2009 view... |
SCR1006  SO1001XX  CashSale XXX 17/03{2009 view... |
[SCR1005 ~ 501004X%  Cash Sale sas 12{03{2009 view... |
[SCR1004  SO1010XX D Supplies PO15335 13/02/2009 view... |
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