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Simply Orders Quick-start Guide 

1. Start-up 

   

 

 

 

 

 

  

  

  

 

  

The first time each day that the data file 

is opened, it is automatically compacted 

to help maintain it’s performance. 

On start-up, you are prompted to select a 

data file, or create a new (blank) data file.   

If not already logged-in via an MS Access 

workgroup, you will be prompted to log-

in to Simply Orders. 

On installation, simply choose user 

“Admin” – and leave the password blank. 
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2. Switchboard Overview – Sales Tab 

 

Manage customer returns 

 Raise returns numbers and send returns labels 

 Record receipt of goods 

 Raise credit notes 

 Review reasons 

Facility to switch between 
different company data files 

Maintain 

 Customer contact details 

 Product details , prices and 
tax rates 

 Categories 

Admin options - only visible to 
selectable admin user(s) 

 Change application settings 

 Add/delete users, reset user 
passwords 

Sales reports 

 Current order-book 

 Sales turnover by customer, 
product or category 

 % of orders sent on-time 

 Order lead-times 

Sales Orders 

 Enter/view orders 

 Print pick-lists of orders due 
for despatch 

 Raise despatch notes and 
invoices 
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3. Switchboard Overview – Payments Tab 

 

  

Customer payments 

 Enter payments received 
and/or credits paid 

 View customer balances and 
transaction histories 

Statements 

 Print/Send statements  

 Select a particular customer 
or print all customers with 
outstanding balances 

Reports 

 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 



 

 
 

Version 1.01, May2009 

4. Sales Orders Entry 

 

 Enter new order 
or 

 View/edit existing order 

 Enter customer and order details 

 Add notes and attach files to order 

 Once saved, you can print or email 
(pdf) or go straight to order despatch 
and invoice 

Order status 

 Displayed if “Despatched”, “Invoiced” or “Paid” 

 Dates and usernames recorded and displayed 

 Order editing permissions change as the status 
changes 
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5. Sales Order Despatch / Invoice 

 

  

Facility to split delivery 

 Simply enter the quantities you are going to 
send 

 When you click “Split Order”, the existing order 
will be updated and a new order created for 
the remaining quantities 

Order Despatch / Invoice 

 Print straight to the windows default printer 

 Preview to the screen 

 Email as pdf 

 Order status is updated accordingly, to 
“despatched” or “invoiced” 
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6. Customer Returns 

 

Existing returns notes 

 View status 

 Edit 

 Receive Goods / Issue 
Credit-notes 

New returns 

 Authorise / enter  

 Issue returns ref. / 
email returns label 

Receive 

 Record reason 

 Check qty’s and condition 
before crediting 

Print returns and/or credit note  

 Dates and usernames 
recorded and displayed 

 Editing permissions change 
as the status changes 
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7. Customer Payments 

 

Transaction history 

 Invoices & credit notes 

 Payments received / 
credits issued 

 Current balance 

Enter Customer Payments 

 Select Customer from drop-down 
list 

 Enter amount received and/or 
allocate credit-notes in payment 
against invoices 

 Allocate payment – when all has 
been allocated, the transaction 
history will be updated 

Credit Payments 

 If credit notes allocated exceed 
invoices, you will be prompted to 
issue a credit payment to the 
customer 
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8. Maintain Customers 

 

Customer maintenance 

 Name, addresses, phone/fax 
numbers, email, website 

 Select default delivery & invoice 
addresses 

 Standard discount and payment 
terms (can also be changed on 
individual orders 

 Archive dead accounts – details 
will be retained, but they will no-
longer show on option lists 

Transaction history 

 Invoices & credit notes 

 Payments received / 
credits issued 

 Current balance 

Print address labels 

 Current customer only or all customers 

 Can be filtered by delivery or invoice 
addresses 

 Select from 10, 14 or 21 labels per A4 
page (common Avery ink-jet label 
sizes) 

 Alternatively;  email lists or export to 
Excel 
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9. Maintain Products & Categories 

 

  

Product details 

 Enter - Description, Category, Price, Tax rate 

 Select whether product should show on 
pick-lists or not (e.g. don’t show carriage & 
packing) 

 Archive old products – details will be 
retained, but they will no-longer show on 
option lists 

Categories 

 Enter meaningful names for 
sales categories – used in 
management reports 
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10. Reports 

 

Management Reports 

 Each report has 
selectable filters  

 Print straight to the 
windows default printer 

 Preview to the screen 
(and print to other 
printers from there) 

 Email as pdf 

 Export data to Excel 
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11. Options 

 

Options 
(Only visible to selectable 
admin users) 

 Setup order and credit 
number format 

 Enter company details, 
for report headers / 
footers 

 Configure tax options  Users 
(Only visible to selectable 
admin users) 

 Add / delete users 

 Select admin user(s) 

 Manage passwords 


