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Sales & Order Entry 
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Different Types of Order Entry 

Counter Sales Order (customer pick up) 

•Walk in - One time customer 

•Cash 

•Walk in - Repeat customer 

•Paid in Advance: Cash/Check/Credit 

Card 

 

Counter Sales Order (to be delivered) 

•Walk in - One time customer 

•Paid in Advance: Cash/Check/Credit 

Card 

•COD 

•Walk in - Repeat customer 

•On Account 

•COD 

•Paid in Advance: Check/Cash/Credit 

Card 

 

Regular Sales Order 

•TO BE DELIVERED 

• On Account 

• Paid in Advance: Check/Cash 

• Paid in Advance: Credit Card 

• COD 

 

Regular Sales Order 

•CUSTOMER PICK-UP 

•On Account 

•Paid in Advance: Cash/Check 

•Paid in Advance: Credit Card 

 

Emergency Back Orders 

Direct Ship 

Sales Quote – Standard 
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Counter Sales 

Sales Module 

Menu 

Counter Sales 

Submenu 

Option 
Counter  

Submenu 
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Counter Sales - Steps 

Will Call & Pay in Advance 

(Mixed Counter) 

1. Enter & Book Order 

2. Enter Cash Receipt 

3. Verify Picking 

4. Dispatch 

 

Will Call & On Account 

(Mixed Counter) 

1. Enter & Book Order 

2. Verify Picking 

3. Dispatch 

Shipping & Pay in Advance 

(Mixed Counter) 

1. Enter & Book Order 

2. Enter Cash Receipt 

 

Shipping & On Account 

(Mixed Counter) 

1. Enter & Book Order 

 

All Independent 

• Enter & Book Order 

• Enter Cash Receipt 

• Verify Picking 

• Dispatch 
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Counter Will Call - Steps 

Customer is at the Counter 

Will Call & Pay in Advance 

(Mixed Counter) 

1. Enter & Book Order 

2. Enter Cash Receipt 

3. Verify Picking 

4. Dispatch 

 

Will Call & On Account 

(Mixed Counter) 

1. Enter & Book Order 

2. Verify Picking 

3. Dispatch 

Order is Phoned in 

Will Call & Pay in Advance 

1. Enter & Book Order 

2. Verify Picking & Stage Material 

  When customer arrives 

3. Enter Cash Receipt 

4. Dispatch 

 

Will Call & On Account 

1. Enter & Book Order 

2. Verify Picking & Stage Material 

  When customer arrives 

3. Dispatch 
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Continue to 

Next Page 

Counter Sales (Regular Customer) 
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Click 

Save & 

Continue 

Counter Sales (Order Entry) 
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Add 

Item to 

Order 

Counter Sales (Order Entry) 

Click to 

Search 

for 

Product 
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Click ‘Book’ or 

‘Exit’ to Finish 

Select Product to Move 

Down to Line Detail 

Portion of Form 

Counter Sales (Order Entry) 

Tip: Link 

to Product 

Navigator 
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Counter Sales (Book Order) 

1. If the order is being “Shipped” to the customer then ‘Booking’ the 

order concludes the Order Entry process.  

• However, IF the payment method is ‘Cash’ (not COD) then you 

MUST enter a Cash Receipt for the order. 

2. If the order “WC” and: 

• Payment method is ‘On Account’ then the next step is to Pick 

Verify. 

• Payment method is Cash (not COD) then the next step is to 

enter a Cash Receipt for the order. 

Select 

Book 

Click 

Book 
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Click 

Continue 

Total Qty 

Being Paid 
Total Qty 

Making 

Payment 

For 

Qty Not Available for Dispatch 

But Making Payment Against 

Notes: 

• If payment method is On Account, then this section is skipped and the Picking 
Items page is displayed instead. 

• If order is for a One Time Customer, this page is skipped and the Payment 
Detail page is displayed instead (next slide). 

Counter Sales (Cash Receipt) 
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Click to 

Calculate 

Payment 

Click Save 

Counter Sales (Cash Receipt) 
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Line 

Item 

Info & 

totals 

Counter Sales (Cash Receipt) 

General 

data of 

receipt 
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Select 

Item to 

Pick 

Counter Sales (Verify Picking) 
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Click Save 

Finish Picking 

Counter Sales (Verify Picking) 
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Continue to 

Dispatch 

Counter Sales (Verify Picking) 

Any Item that remains MUST be 

verified individually (Click on Item) 
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Enter Qty to 

Dispatch Click Submit 

to Dispatch 

Counter Sales (Dispatch) 
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Info of 

the 

sales 

ticket 

Counter Sales (Dispatch) 
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Counter Sales Lookup 

Click 

Lookup 

New 

Counter 

Order Form 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

20 

Counter Sales Lookup 

Click 

Lookup 

Enter 

Lookup 

Parameters 

Add Counter Order 
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Counter Sales 

Popup 

Menu 

Status of 

SO 

Popup Menu: 

View: View SO information 

Edit: Edit SO 

Book: Book SO 

Copy: Create a copy of the SO 

Print: Print SO info (generates pdf file of SO) 

Delete: Delete SO that’s yet to be booked 

Cancel: Cancel SO that’s been booked 

Refund: Refund customer 

Hold: Place order on hold 

Release: Release order that has been placed on hold 

Invoice Service: Invoice a service type item in Booked SO 
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Cancel Sales Order 

There are 3 ways to Cancel SO: 
 

• Entire Order: Select Cancel option from order’s 
popup menu. 
 

• Line Item: Edit the order and go to the Counter 
Order—Items page, select the items to cancel and 
click Cancel. 
 

• By Stock: Edit the order and go to the Counter 
Order-Items page, click the Cancel link of the item 
you want to cancel.  Complete the Cancel Order 
Item form and click Submit. 
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Cancel Order (Entire Order) 

Click Submit 

Select 

Cancel 
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Cancel Order (Line Item) 

Select 

Edit 

Click Save & 

Continue 
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Cancel Order (Line Item) 

Select Line 

Click  

Cancel Line 

Click ‘Save 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

26 

Cancel Order (Stock) 

Select  

Cancel 

Click Submit 

Lists ALL Warehouses Inventory is Committed At 
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Refund Order 

Select 

Refund 

Click to view 

items being 

refunded 

Click 

Submit 
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Refund Order 

Print 
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29 

4 Ways to override price: 

 

1. Set GM% you want to make on line 

2. Enter specific price you want to make on line 

3. Up price retrieved by system by a % 

4. Discount price retrieved by system by a % 
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30 

2. Enter 

GM% 

1. Select GM% 

Checkbox 

(based on User 

Authority) 

3. Click 

Calculate 

button 
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Override Price – Enter Price 
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2. Enter 

Sales Price 

1. Select Cust 

Price chekbox 

(based on User 

Authority) 
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1. Enter % to up price by 

and add 2 dots ( ..) 

 

2. Tab Out (this will 

automatically calculate 

new price) 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

Override Price – Discount Price 
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1. Enter % to 

discount 
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1. Add Order 

• Will call ship method (4 steps) 

• Add Order w/shipping (COD) 

• Add Order w/shipping (Prepaid) 

• Add Order and mix pay method 

• Add Order, do 4 steps individually 

2. Commit stock and Product Navigator 

3. Modify Sales Prices 

4. Copy an Order 

5. Search for Counter Order 

6. Hold & Release an Order 

7. Manage Exceptions 

• Canceling SO 

• Cancel Whole Order 

• Cancel Line 

• Cancel Stock 

• Refund Order 

 

Counter Sales Certification 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

35 

Regular Sales Order 

Sales Module 

Menu 

Sales Order 

Submenu 

Option 

Order Management 

Submenu 
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Lookup Order 
Select 

Lookup 

Parameters 

Click 

Lookup 
Add Sales Order 
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Sales Order 

Popup 

Menu 

Return to 

Lookup Page 
 

Popup Menu: 

View: View SO information  Edit: Edit SO 

Book: Book SO   Copy: Create a copy of the SO 

Print: Print SO info (generates pdf file of SO) Delete: Delete SO that’s yet to be booked 

Cancel: Cancel SO that’s been booked Hold: Put a SO on hold 

Release: Release an On Hold SO  Refund: Refund customer 

EDI SO List: View EDI SO  Customer Orders: View orders entered by  
    customer 

Tab Menu 
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Create Sales Order 

Click Add 

New 

Click 

Continue 
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Create Sales Order 

Click Save &  

Continue 

This is when the 

system creates 

the SO 
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Create Sales Order 

Click to 

Search 

for 

Product 
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Create Sales Order 

Click Go 

Select a Product 
Click 

Stock 

Select Search Parameters & 

Enter Item to Search 
Note: Enter Partial Term & Asterisk (*) Search  Results 
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Create Sales Order (Prod. Navigator) 

Add Item to 

SO & 

Commit Qty 

Enter Qty to 

Commit 

View 

Product Info 

G 
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Create Sales Order 

Click Save 

New Line 
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Create Sales Order 

Click 

Continue 
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Create Sales Order - Payment 

Click Save & 

Book 

From 

Customer 

Setup 
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Sales Order List 

Status of SO 
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Sales Order Extras 
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1. EBO – Emergency Back Orders 

2. Lot Items in SO 

3. Direct Ship SO 
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1. Click Add New from SO List page (or SO Lookup page) 

2. Enter customer Info and click Continue 

3. Complete header form; make sure you set the Direct Ship 

flag = Yes, and click Save & Continue 

4. Enter SO lines, complete the vendor information for the line 

& click Save New Line 

5. Click Continue to go to Payment Info page 

6. Select the Approve PO checkbox and click Save & Book 
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Create Sales Order – Direct Ship 

MUST 

select 

Direct 

Ship 

Click Save & 

Continue 
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Create Sales Order – Direct Ship 

Click to 

Calc GM% 

Vendor & 

Pur. Price 

Vendor 

Quote # 

Click Save 

New Line 
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Create Sales Order – Direct Ship 

Click 

Continue 
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Create Sales Order – (DS or EBO Payment) 

Click Save & Book 

Shipping Method 

to Customer 
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Create Sales Order – (DS or EBO Print PO) 

Click Process PO 

Click Finish 
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Hold Sales Order 

Select 

Hold 

Click Save to 

Place the Order 

on Hold 
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Release Sales Order (non credit hold) 
Select 

Release 

Click Save to 

Release the 

Order 
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Copy Sales Order 

Select 

Copy 

Click ‘Submit 
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•Single Branch 
1. Search for Orders 

2. Fluent entry 

• Regular Orders 

• Direct Ships 

• EBO 

3. Modify Sales Prices 

4. Copy an Order 

5. Manage exceptions  

• Canceling SO 

• Cancel Whole Order 

• Cancel Line 

• Cancel Stock 

• Refund Order 

6. Credit Holds 

Single Branch Sales Order Certification 
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•Multiple Branches 
1. Search for Orders 

2. Understanding the workgroup 

3. Fluent entry 

• Regular Orders 

• Commit Stock From other WH 

• Direct Ships 

• EBO 

4. Manage exceptions  

• Canceling SO 

• Cancel Whole Order 

• Cancel Line 

• Cancel Stock 

• Refund Order 

• Cancel Transfers 

5. Credit Holds 

Multiple Branch Sales Order Certification 
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Quote 

Sales Module 

Menu 

Quote 

Submenu 

Option 

Order Management 

Submenu 
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Quote Lookup 

Click to 

Add Quote 

Select 

Quote 

Lookup 

Parameters 

Click Lookup 
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Quote 

Popup Menu 

Return to Lookup Page 
 

Popup Menu: 

View: View Quote information 

Edit: Edit Quote (Shipping & Billing and Items Information) 

Approve: Approve quote 

Reject: Reject a quote that has been approved 

Make Order: Create a sales order of the approved quote 

Print: Print quote info (generates pdf file) 

Print WO Price: Print quote info without showing the price (generates pdf file) 

Delete: Delete quote 

Copy: Make a copy of the quote 
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Create Quote 

Click 

Add New 

Continue to 

Next Page 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

63 

Create Quote 

Click to 

Search for 

Product 
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Create Quote 

Click 

Go 

Select a Product 

Select to 

Check 

Stock 

Select Search Parameters & 

Enter Item to Search 
Note: Enter Partial Term & Asterisk (*) Search  Results 
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Create Quote 

Click Save 

View 

Product Info 
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Create Quote 

Click 

Save 

New Line 
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Create Quote 

Action Buttons 
 

1. Exit 

2. Approve 

3. Delete 

4. Back 

Select to Move 

Down to Line Detail 

Portion of Form 

Click 

Back 
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Create Quote 

Click 

Save & Exit 
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Approve Quote 

Select 

Approve 

Click 

Submit 
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Print Quote 

Select ‘Print’ 

or ‘Print WO 

Price’  
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Make Order 

Select 

Make Order 

Click 

Submit 
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Copy Quote 

Select 

Copy 

Click 

Submit 
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Reject Quote 

Select 

Reject 

Click Submit 
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Sales Quote - Certification  

1. Search for quotes 

2. Enter Quote 

3. Make an order out of a quote 

• Commit stock 

• Do not commit stock 

4. Reject Quote 
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SO Returns 

Sales Module 

Menu 

Return 

Option 
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SO Returns 

Click Lookup 
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SO Returns 

Enter Search 

Criteria 

Click Lookup 
Click to Enter 

Return 
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SO Returns 

Popup 

Menu 

Click 

Add New 
Popup Menu: 

Edit: Edit return & enter received shipped qty. 

View: View return’s information 

Receive: Receive return 

Delete: Delete return 

Refund: Refund customer 

Print Returned Item: Print label of items returned 

Receipt: Print receipt of return (Generates pdf file) 
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SO Returns – Types & Steps 

w/ Invoice & No Pickup 

Required 

1. Enter Return 

2. Receive Items 

3. Refund Customer 
 

w/out Invoice & No Pickup 

Required 

1. Enter Return 

• Add Items to Return 

2. Receive Items 

3. Refund Customer 

Pickup Required 

1. Enter Return 

2. Schedule Pickup 

3. Edit Return (once trip closes 

you need to verify qty 

received) 

4. Receive Items 

5. Refund Customer 
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SO Returns (No Pickup Required) 

Enter Return 

Information 

Click 

Continue 
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Click 

Save & Continue 

SO Returns (No Pickup Required) 
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Click Add 

SO Returns (No Pickup Required – Enter Qty) 
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Return Qty = Dmg Qty + Dfc Qty 

Click Save 

SO Returns (No Pickup Required – Enter Qty) 
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SO Returns (No Pickup Required – Receive Item) 

Click Receive 

IMPORTANT: Once you ‘RECEIVE’ you CANNOT DELETE the return.  The items are back in stock. 
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SO Returns (No Pickup Required - Refund) 

Click Refund 

Click Submit 
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SO Returns (No Pickup Required - Refund) 
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SO Returns (No Invoice) 

Only for Regular 

Customers – No 

One Time 

Customers 

Click 

Continue 

Example: for Free Form Sales returns 
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Click 

Save & Continue 

SO Returns (No Invoice ) 
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Click Add 

New 

SO Returns (No Invoice – Enter Qty) 
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Return Qty = Dmg Qty + Dfc Qty 

Click 

Save 

SO Returns (No Invoice – Enter Qty) 

Note: Exchanges can only be done for returns that DO NOT require Pick-up. 

Return Qty = Dmg Qty + Dfc Qty 

or 

Exchange Qty = Dmg Qty + Dfc Qty 
 

Return Qty DOES NOT include Exchange Qty 

Qty at Counter = Return Qty + Exchange Qty 
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SO Returns (No Invoice – Receive Item) 

Click Receive 
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SO Returns (No Invoice - Refund) 

Click Refund 

Click Submit 
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SO Returns (Requires Pickup) 

Click 

Continue 
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Click 

Save & Continue 

SO Returns (Requires Pickup) 
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Click Add 

Click 

Save 

SO Returns (Requires Pickup – Enter Items) 
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Click 

Schedule Pickup 

SO Returns (Requires Pickup – Schedule Pickup) 

You continue the return process AFTER Item is in the WH 

(pickup has occurred and Trip has been closed) 
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Select 

Edit 

Click Save & 

Continue 

SO Returns (Requires Pickup – Receive Items) 
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Select 

Edit 

Enter 

Received 

Qty 

Click Save 

SO Returns (Requires Pickup – Receive Items) 
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Click 

Receive 

SO Returns (Requires Pickup – Receive Items) 
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Select 

Refund 

Click 

Submit 

SO Returns (Requires Pickup – Refund) 
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Click to 

Print 

Return 

Information 

SO Returns (Requires Pickup – Refund) 
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SO Returns – Extras (Exchange Item) 

Click 

Save 

Note: Exchanges can only be done for returns that DO NOT require Pick-up. 

Return Qty = Dmg Qty + Dfc Qty 

or 

Exchange Qty = Dmg Qty + Dfc Qty 
 

Return Qty DOES NOT include Exchange Qty 

Qty at Counter = Return Qty + Exchange Qty 

When Adding Items to the Return: 
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Click Location to 

Pick Item for 

Customer 

Exchange 

Enter Qty Being Picked 

Click 

Save Click Close Window 

SO Returns – Extras (Exchange Item) 
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Click Receive 

SO Returns – Extras (Exchange Item) 
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Returns – Certification 

1. Search for Returns 

2. Enter Return 

1. w/ Invoice 

2. w/o Invoice 

3. Receive Return 

1. Require Pickup 

2. Non-pickup 

4. Refund Customer 

5. Exchange Item 
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Pending Shipments Register 

Warehousing 

Module Menu 

Pending Shipments 

Register Option 
Shipping 

Submenu 
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Pending Shipments Register 

Click Lookup 

Enter Search Criteria 
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Pending Shipments Register 
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