Simply Orders Quick-start Guide

1. Start-up

On start-up, you are prompted to select a
data file, or create a new (blank) data file.

Select Data File

Select Company Data File

& Use Sply Ordery sample dsta fée
€ Creste arew company data fie

€ Select an exsting companyy dats fie
The first time each day that the data file
is opened, it is automatically compacted

coe |
to help maintain it’s performance.

If not already logged-in via an MS Access
workgroup, you will be prompted to log-
in to Simply Orders.

Compacting data file (first user login of the day)

Login
Simply Orders ... oo enmme

\ !md. J
o~ I Shoren |
_sm | e |

On installation, simply choose user

“Admin” — and leave the password blank.
T
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2. Switchboard Overview - Sales Tab

m Simply Orders - [Switchboard]

Sales Orders
e  Enter/view orders
e Print pick-lists of orders due

Sales reports
e  Current order-book
e  Sales turnover by customer,

for despatch product or category
. 'Raist'e despatch notes and e % of orders sent on-time Maintain
invoices e  Order lead-times e  Customer contact details
- . Product details, prices and
Simply Orders Maintain tax rates
s  Categories
™ Enter / View
e G—
e T Sales Pick
Niak | Orders 4 | Lists
Facility to switch between - g
different company data files
AB Customer Services Ltd Famags
Data file:
sarcle Gats.mad omv Sales by Sales by Sales by % Sent
Sutch Comoany Data Fie ‘ [Cislome| |(Broguct| (Casmony| [O=Time| s Admin options - - —
Admin options - only visible to
i & selectable admin user(s)
| Options e Change application settings
R — e  Add/delete users, reset user
- passwords
Users |/ \ L=

Manage customer returns

. Raise returns numbers and send returns labels
e  Record receipt of goods

e  Raise credit notes

. Review reasons

1 1rdcox - Macrosolt O
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3. Switchboard Overview - Payments Tab

Customer payments Statements
e  Enter payments received e  Print/Send statements

and/or credits paid e  Select a particular customer
e  View customer balances and or print all customers with

transaction histories outstanding balances

Simply Orders Sales Payments Maintain
‘ T Enter / View Remind Customers ¢
S Ge—

—

Customer State-
L d in as:
OW;M: " Payments 4 ments \ >
Products ’
7

Categorles %
ol0
AB Customer Services Ltd Manage Chase

Data file
sanmple adakc:mdb Income Customer ‘ e
Swikch & . State- Payment ge
Jwtch Company Data Fils Debtors Admin options

ment

”

Options x
= Users T!,Y
_|@ 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

Y
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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
View/edit existing order
0 ViR eIl Sales Order Details Print spiit  [oespateh| o | cancel
i . — Email Order Invoice c 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 15/05/2009  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...
- i 05+ e _J Leicester Leicester
S01044%X Lingonberry BK Ltd 15/0S5/2009 15/05/2009 Yiew... |
S01043xX  Cash Sale 14/05{2009  14/05/2009 View... PomGodsifFesinn | PotCodilEc2 1A |
SO1042%X  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 100013 - [GlssyPrif o Add notes and attach files to order 80.00 15.0% £2,592.00 |
Motes: | o«  Once saved, you can print or email ] -
Order status I ]Notes' 2| (pdf) or go straight to order despatch ]—l
e Displayed if “Despatched”, “Invoiced” or “Paid” — and invoice =
e  Dates and usernames recorded and displayed [ i
e Order editing permissions change as the status Attach file(s)... I Total Net: £34,042.50
changes Total VAT: £5,106.38
Order Notes: Total Gross: £39,148.88
Attach fila(s)... I Total Nt |Customer will collect, Please ring when ready.. A
P al d Total VAT:
N v
Order Notes: Totsl Gross:
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

= Despatchiinvoice Sales Ordars
Selact Order Order Detals

Sales Order Details

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

& Split Order
Despatch options
Select quantities to send ** the remainder will be moved to a new order **
Select
lt;m Pmt Description Qot:/dzl: Qsteynfi?? = ' Print Despatch Note

1 100009 Canvas Print A4 25 10 I Print Invoice

2 100012 Glossy Print A4 500 500

3 100013 Glossy Print A3 300 | 300 Print l Email | Cancel I

E3
Spit Order | Cancel |
Order Despatch / Invoice

e  Print straight to the windows default printer
e  Preview to the screen

Facility to split delivery . Email as pdf
¢ Simply enter the quantities you are going to e  Order status is updated accordingly, to
send “despatched” or “invoiced”
e  When you click “Split Order”, the existing order 7

will be updated and a new order created for
the remaining quantities
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6. Customer Returns

&3 Authorise Return

Select Order

Orderld +  Customer

Authorise Return for Credit

Customer
Order No

& Receive / Credit Return

Date
Entered

New returns

Authorise / enter
Issue returns ref. /
email returns label

& Receive / Credit Return

Select Returns Note |

v Orderld

Receive / Credit Return

Customer

SO1046XX Cash Sale 15/0S/2009 Return...
501045%X Cash Sale 15/05/2009 15/05/2009 Return...
SO1043%XX  Cash Sale 14/05/2009  14/05/2009 Return...

Existing returns notes

s  View status

. Edit

e  Receive Goods / Issue
Credit-notes

| Select Returns Note RetunsDetals | Order attachments |
Retu rns Deta“s Print ; Receive Save Cancel
Email Credit Changes
Return number:  SCR1009 Entered By: Mark
Date Entered: 29/04j2009 Receive
Customer Name:  Any Industrial Ltd Customer humber; | ®  Record reason
Sales order: SO1019XX Cust's Order No:  PO19735 ¢ Check qty’s .a.nd condition
before crediting .
Invoice Address:  [Trent House -
parsty Road Receive returns
Pilferton
Bicester Checks:
Sloucs [T Quantities checked
Post Code: [XX11 1AA
! ™ Returns as described —
Reason for return: -
. - Credit overpayment . Additional Notes:
ngew 't 'Y Customer no longer requires item(s) Cl'edlt Just credited this time as a goodwill A | |
Iten  Product edt  pyf (O°tUre 3 JA
No Code Customer ordered incorrect quantities ach  col ‘
| Damaged when received
[E 100001 fyocorrect item(s) sent 00 [ 15
Notes: Item(s) defective \
=l [ [ v
Notes: |
=i returms | Cancel I
Print returns and/or credit note
° Dates and usernames
1 attachment... .
A -t- t recorded and displayed
Wa I I n g re u rn e  Editing permissions change
Nobes: as the status changes
Print options
Returned date: Credit Date: Paid, Date: Select
Received By: Credited By: Amount paid:

™ Print Returns Note

Version 1.01, May2009

SO1036XX Fox Details Ltd [view... |
SO1019%%  Any Industrial Ltd PO19735 29/04/2009 view... |
SO1011XX  Any Industrial Ltd FUJI23142  29/04/2009 View...

501018%% 4B Belts 15/04/2009 _view... |
SO1001%X Cash Sale XXXXX 17/03/2009 M
501004%% Cash Sale sas 12/03/2009 _view... |
SO1010xX  TD Supplies PO15335 13/02/2009 _view.. |

¥ print Credit Note

Preview]| Print | Email |Cmce||
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7. Customer Payments

& Enter Customer Payments / Credits

Enter Customer Payments

1. Select customer

Enter Customer Payments

e  Select Customer from drop-down
list

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

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

Customer Name ] T
CustomerName Balance Payments / Credits
2. Enter pay! AB Belts £0.00
ABB £0.00
Payment amount 14 abber Lid omer Payments
Bnd Any Industrial Ltd £8,360.29
/or sel Barbro Nilsson £0.00
Credit # o C{Cash Sale -£445.70
| 1, Beject customer
Customer Name: [Any Industrial Ltd ]

2. Enter payment amount received
Payment amount raceived from customer: | £8,360.29]
and/or select credit notes to allocate/pay

7a

Confirm allocation r)?|

o &l of this payment has now
1 been allocated against invoices.

Click OK to save the payment and
start 3 new payment?

(Selecting Cancel will undo al)

oK Cancel

Credit # o Customer Credit Credit Amount Qutstanding
Order No Date Total Paid Balance
SCR1008 FUJ123142 06/05/2009 -£9.20 -£9.20 £0.00 -2]
Amount received: £8,630.29 ey § Allocated against invoices:  £1,063.75
+ credits selected £9.20 o Remaining, unallocated:  £7,575.74
3. Allocate against outstanding invoices
Order # Customer Invoice Invoice Amount Outstanding
Order No Date Total Paid Balance
SO1031XX 305 14/05/2009 £7,305.75 £0.00 £7,305.75 ﬂ
SO1035XX KO1258N 14/05/2009 £1,063.75  £1,063.75 £0.00 ﬂ

Transaction History

Date v Reference Amount
140572009  Invoice SO1031XX £730575
14/05/2009  Invoice SO1035XX £1,06375
06/05/2009  Credit note SCR1008 -£9.20
1640472009 Payment received -£36.51
07/03/2009  Credit note SCR1003 -£13.80
06/03/2009 Invoice SO1011XX £18.40
05/03/2009 Invoice SO1008XX £31.90

Transaction history

. Invoices & credit notes

e  Payments received /
credits issued

e  Current balance

Version 1.01, May2009

4, If account is in credit, issue payment to customer

Balance on customer's account: £8,360.29

Issue Payment
to Customer

—1| Credit Payments

= e If credit notes allocated exceed
invoices, you will be prompted to
issue a credit payment to the
customer

£8,360.29
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8. Maintain Customers

Maintain Customers
Customers : | Save | Hew? I Print Address LabeXs) C""I
Customer. TD Supplies Customerno: 4 Transaction History -
Discount: 10% Date ~ Reference Amount
130572008  Ivwoice SO1032XX-1 £4963
Payment 30 days A :
Terms: 130520038 Invoice SO1032X 526755
) . 11052009  Inwoice SO1012XX £67.63
Main phone: Email buyer@tdsuppbes test co - -
Main fax VWebsite: i 160472008  Crecit Payment issued £820
Addresses 070472003 Payment recesved -£5583
S4 Yelow Brick Road Phone: Lﬁﬂ;ﬁa&i ﬂ -] 1303/2008 Credt note SCR1004 -£9.20
Arkishborough Fax: 050372008 Invoice SO1010XX £5175
Capahein Exalke i M| L4 § 20022008 kwoice SO1008%X 14
Hants W Invoice Address
xx

Post Code: HA1 288 Transaction history

. Invoices & credit notes

Phone: &3 Pri i .
s & Print Customer Address List O... X ° Payments received /
Ees P s _] credits issued
@55 . e  Current balance
Notes: 1Dt OB :
C Al customers _]
Sedect Addresses: Balance: 5384 31 ;J
W Al addresses
™ Irvwoice address(es) only
Customer maintenance £ K o) ooy Print address labels
e Name, addresses, phone/fax Select format: e  Current customer only or all customers y
numbers, email, website @ 10 per A4 page (e.q. Avery 38173) e  Can be filtered by delivery or invoice |«
e  Select default delivery & invoice € 14 per A4 page (e.q. Avery 13163) addresses
addresses . € 21 per A4 page (e.g. Avery 18160) e Select from 10, 14 or 21 labels per A4
e  Standard discount and payment | page (common Avery ink-jet label
terms (can also be changed on sizes)
individual orders P"“"‘l R | Eeli I e Alternatively; email lists or export to
e  Archive dead accounts — details Excel
will be retained, but they will no- _2_' ﬁJ 7
longer show on option lists

.h-@ SimplyAccess.net

Version 1.01, May2009 The fast and inexpensive route to custom business software



9. Maintain Products & Categories

&1 Maintain Products

' Select Product

Products I*‘lfal”“"' C‘“‘l
Product Code: 100001
Description;  Paper, A4, white, 80gsm, 500 sheets
Category. Stationary
Price each: £400 Taxrate: S  Standard 150%
;‘?:t??von pick = ™ Archive this product
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

Description: || | Show Archived [~
andfor Products
e E—
Select from the search list and click view:
ProductCode | Description |archived o
100001 Paper, A4, white, 80gsm, 500 sheets 0
100002 Pens, Bic biro, pack of 100 0 —
100003 Tea bags, Tetley, Pack 100 0
100004 10*S Nails Zinc Plated 0
100005 Paperclips Big Silver 0
1000NG Frvelones A4 Rrown n M
& | Cancel I

¥ Maintain Categories

Version 1.01, May2009

Categories [t | eoe | news | cose |
Categoryld: 1
Description:  Stationary
Categories
e  Enter meaningful names for
sales categories — used in
management reports
£

Description: ||

| Select Category

Select from the search list and click view:

OB WN -

Categoryld

| Category
Stationary
Books —
Refreshments
Misc
Screws and Nails of Zinc
Plumbinn Hourly Rate B

] ool
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10. Reports

Management Reports
a Each report has &1 On-Time Despatch Options

selectable filters Show orders despatched:
e  Print straight to the

. 5 . @ Al dates

windows default printer
. Preview to the screen € Last Month

(and print to other € Last 3 Months ol e

printers from there) € Last 12 Months Stniwe 04K
e  Email as pdf  Custom
° EXpOrt data to EXCeI - Orseriz Camtomer Custoner Order Mo Dempatch Dus: Doy Late

Report Stvh . . 200040
’ € Report & Chart ‘

% Statement Options

M rmad) Accw

AB Custa s Services Lid

Lot 12

Busy Tredeg Edtate ™ M @p1 10
Tweling Fax  oaa g 257
Meempy Erad ssbeaginbe et
BOYY SOL Webudy Wwawstxs Rdret b

Income Statement

Tt VAY: lncl VAT:
Mise s4a7208 £5 M &1 0
Normad Primy £16.400 00 224739
Phaentang Mourly Rus 188 25 f24m
Refrastyranms e se LR )
Serews and Nl of 2nc fmn 1214
Statonary £19.01 0 Qssan £22190 00
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11. Options
Sales | Payments Options
Documents

™ Print on pre-printed headed paper

Sales Orders: Credit Notes:
Startat: 1001 Startat. 1001
Prefix SO Prefix SCR
Suffix XX Suffix

- Currency - £

Simply Orders displays values in the currency you have selected via
"Regional and Language Options" in Windows Control Panel.

i Tax ::txes Code (%) Comment
' E Charge Tax: |7 z 0.0% Zero
Name:|VAT - [ X 00%  Exempt
R 50% | Reduced
Backups

Always backup important data regularly. We recommend MozyPro,

http: ffwww.mozy.comf
Save | tancell

&4 Report Options

Report Header/Footer Options

Company: LGERIG IR AR
Address Unit 12
Busy Trading Estate
Twvelling
Hermby
BG11 DL
Tel +44 (0111 123456
Fax: +44 (0)111 234567
Emall sales@abe net
Website www .abes_td net .uk

Invoice Footer Text

Company registration number and tax number

Accepted forms of payment
otc
Prevlewl Save | Cencell

Logo Selectloaofile | clear |

Users

Options

(Only visible to selectable

admin users)

e  Setup order and credit
number format

e  Enter company details,
for report headers /
footers

e  Configure tax options

V
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Maintain Users

Users Edit | New* | Delete | Close |
User No: 1 Users
Username::  Admin (Only visible to selectable

Administrator?: @ admin users)

Password: o DASSWOT I e Add/ delete users

Promptfor e  Select admin user(s)

new password [ . Manage passwords
at next login

Vet
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