[(@LROSS LOUNTRY
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Sales Order Entry




Modules > Sales Order > Main > Sales Order Entry

[~

Order Mumber | 5414886

M4 kbl
2 Address ] 3 Lines ] 4. Totalz

* Sales Order Entry (TTT) 3/16/2019

- I:I-
=}

] 5. Credit Card ]User |tmuirhead

Qrder Date : Order Type | Standard Order Master/Repeating Mo,
Customer Mo, |CROS501 |Ck [ CROSSFIRE, LLC
Cust PO TED Job Mumber - |F100011 %
Stip ToAddr [wC0E |Q, CROSSFIRE LLC
Termz Code @% B0 days
Ship Date 3reme |77 ShioMla  [wCrwHseoss |G FoB
Corfir Ta [ACCOUNTS PAYABLE |Q§
Status [New v | Heason E-mail aptacrozsfire-le. com; emily.mocleneyEorossfiee- o ||\_/|
Whee @T@I Pecos TH Telephone Mo |[123)456-7290 |
Sales Tax e |
Schedule % Salesperson %% Randy McKinley Invoice Ready
Aval ax Schedule I:I

Quick Print Without Displaying Printing ‘Window [

[Print ﬂrder...l Frittt Fick, .. Recalc Pricel

[ Arcept I Lancel I Delate

1

Qrder Mumber

5414886 M4 bk

Q.Address] 3 Lines ] 4 Totalz

# Sales Order Entry (TTT) 3/16/2019

- I:I-
=}

| 5 Cred Cang |User |tmuihead

Qrder Date 341652079 j Order Tpe | Standard Order Mazter/Repeating Mo,
Customer No. |CROS501 |Ck [% CROSSFIRE,LLC
Cust PO TBD Job Mumber | 100011 %
Ship ToAddr ['WC0R 5@ CROSSFIRE LLC
Terms Code @% B0 days
Ship Date 316203 : Ship Yia WCAYHSEODR % FOB |ORIGIN
Corfim To [ACCOUNTS PavaBLE |C%
Status [New | Heason E-mail aptcrosshire-le.com; emily. mecleney@crossfie-lc |M
Whee |06 Ck Pecos TH Telephone Mo |[123)456-7390 |
Sales Tax e |
Schedule AYAT b Ck Salesperson | 0023 C% Randy McKinley Invoice Reagly
S —
Avalax Schedule
Buick Print 'without Displaying Printing window [

[Print ﬂrder...l Frirtt Fick. .. Recalc Pricel

l Accept l Lancel I Delete

Click the “Next” button
to generate the next sales
order number, which looks
like this: [
Select the Order Type
from the drop down
menu
Enter the customer
Number (use the search
button if you don’t know the
customer’s number.), PO (if
your customer hasn't given
you a PO yet enter “TBD” in

all caps), and Job Number.

Select the correct ware-

house and enter Avatax
in the tax schedule.

Enter the Ship Via (how

the order will be deliv-
ered). If the company being
used isn’t available contact
schain@crosscountryis.com
to have them add it.

Enter the confirm to and

salesperson number.



o # Sales Order Entry (TTT) 3/16/2019 -lo[ x|
Order Mumber | 5414586 4 B E
1. Header lies | 4Tods | 5 CeedtCag |User [mihead =}
Customer Mo, |CROSSM CROSSFIRE, LLC Coer & e
Bill Ta Address Ship To Address
Ship Ta WCOE ck Fesidential Address [
Name CROSSFIRE, LLC Mame CROSSFIRE LLC
Address 1800 HUGHES LANDING BLYD Address 1957 OIL MILL RD
SUITE 500
2P Code | 77380 | 2PCode (79772 |
Ciy THE WOODLANDS | State Ciy PECOS | State
Country 1154 ck |Inited States Country 1154, ck |Imited Statex
[F‘rint Qrder...] Frint Pick,.. Hecalc F‘ricel [ Aocept I Cancel l Delete
= Customer Ship-To Address Maintenance _
Location Code 'wCOE 4 4 b w
Hame [cROSSFIRE LLT ]
Address 1951 OIL MILL RD @ Residential address [ |
)
2ZIP Code 79772 |
Ciy PECOS State
Country EC\ United States
Telephore Ext
Fax [ ] acnfad
Email Addhess =
Contant Q |
Waishouss [ &
Salesperson 0023 |9, Randy McKinley
Sales Tan
TosSchede [AVATAX |G AvaTasSchedule
[ Cooa [ 2oe [8]0)
e Customer Ship-To Address Maintenance _
Location Code | TEST 4 bR I
Name |TEST LOCATION ||
Address 1234 TEST RD 73 Residenthl Address [
]
ZIP Code 77380
City 7ariz State
Country EQ Urited States
Telephone EEE |
Fan ]
E-mail Addhess [
Contact Q ‘
Warehouse 08|, Paons T
Salesperson @Q Randy McKinley
Sales Tax
TaxGchedie [AVATAX |G AvaTas Scheduie
[ [ oee [5]0)

On the Address tab the

Bill To will autopopulate
from the customer’s info in
the system.

Enter the Ship To Ad-
dress and verify it’s a
good address by selecting the
Avatax key which looks like

this: _[:

x. If you don’t have a good
address please enter

GENERAL DELIVERY on

the first address line.

x. If the customer has a new
address they’re using
frequently, create a new ship
to by clicking the blue words

“Ship To”. Click accept on
the window to create a new
ship to. Type in caps a 4
letter description for the new
location, the name, a good
address, the warehouse for
the location, salesperson,
contact name and number,
and make sure the tax sched-
ule says AVATAX. Then click

accept to save.



- * Sales Order Entry (TTT) 1/31/2018 - [a[x] On the lines tab, enter the
Order Number 5414886 M4 b E Item Code, Quantity Or-
b
LHeadsr | 2 Addess 4 Totsls | 5 Credt Card |User |RMckinkey =}
dered, and Unit Price. The unit
Y 0B - QukRow [ 3@ e CERE - .
L3 price should populate based off
Itern Code Ordered Back Ordered Urit Frice Extension Caomment
1| 9100008 200 .00 2.25 450 of tier pricing. The only times
2 | cooeze 400 0 46,67 186,68
3 12 LY 1200 00 134 16.08 pricing should change is if the
A I nln] N il nln]
1
salesman made a special price
with the customer for the items
. = 8 (which should be relayed by
Description | FLAGGING TAPE - PINK ~ the salesperson) or if it’s one
Warehouze | 006 ’
Unit Of Measure | EA of the items at the end of this
Shipped 0o
Price Level 2 A document
Tatal Amount 207 26
The extension should
lF‘rinthder...I Prink Pick. . I:E:I Recalc Pricel I Accept I Cancel l Delete
automatically popu-

=% Entry Exceeds Available Quant.. |2 LX) late based off of the quantity
Guantity Ordered EF2 EA . . .
RO ordered times the unit price.
() Accept Quantity Entered If there isn’t enough
() Balance Ordered Quantity bo Quartity &evailabls
) Select an Altemate Item quantlty 11‘1 the ware-

) Cancel this ltem

house the sales order is being

() Backorder Item

@] written out of, you’ll want to

select “List Alternate Ware-

=2 Alternate Warehouse Selection = | = -
g 3
house Quantities” to pull from
Item Cade (27 PG | FLAGGING TAPE - PINK
Warehouse |006 | Pecos T Unit of Measure one of the available Options.
Al w'hse Description Cuantity Available ~ From the Alternate
oo Colorado Supply Sales 498.00
002 WWashingtan, P4, 336.00 .
006 Panna Tor a1 00 Warehouse Selection
aos Conroe, TH 00 =
009 Mansfield, P, oo . )
o DERNCE. 01 18000 screen, you will be able to se
o2 GASSAWAY, W 108,00
013 CLARKSBLURG, Wi 183,00
o HiDBLE W P o lect the warehouse you want to
15 Midland ‘W arehouse 1800,
vis Frasa BovstnHanatan T 4000 pull from. Sage will automati-
Cancel @ cally do the transfer, there’s no

need to do a manual transfer in

transaction entry.



55 Entry Exceeds Available Quant... _

Quantity Ordered 25EA
Quantity Awvailable |0 E&

J Balance Ordered Quantity to Quantity Available
() Select an Alternate Item
() Cancel this ltem

() List Alternate Warehouge Quantiies

) Backorder ltem

K]0

Drop Ship Purchase Order Process:

]

Order Murmber | 5414886

1. Header ] 2 Address ]

# Sales Order Entry (TTT) 3/16/2019

194 b0 E

3 Lines ] 4 Toids | 5. Credi Card |Uset (imuithead

o WM - - Quick Row I:I = =T
Itern Code Ordered Back Ordered Urit Price Extension Comment
1 337385 25.00 : .00 24.85 B21.25
2 0 .00 i} i}

k4

Warehouse | 006 .~
Unit OF Measure | EA

Shipped 0

Price Level | 2

T | T v

Total &maount E21.25

[F‘rintﬂrder...l Priek Pick... Recalc Price]

[ Accept I Caricel I Delete

)(.You MUST verify with the
alternate warehouse that

they can send the items need-
ed BEFORE just selecting that
warehouse.

If no ware-
1 1 ° 1 houses can
spare the items, a buy out will

need to be done. Select “Accept

quantity entered” and click Ok.

Click the “DS”
(drop ship)

box. Continue on with the

rest of the sales order. After all
above steps are finished, a PO
will need to be cut for the drop
ship items, *If a drop ship PO
needs cut, refer to the last four

pages of this job aid*



Order Murnber

1. Header ] 2. Address ] 3. Lines

Order Date 1041442007

Cuztomer Mo

# Sales Order Entry (TTT) 1/31/2018

5414886 44 bk E

(== [

Tatals

5. Credit Card ]User |F|McKinIey

=]

Order Type  |Standard Order

| CROSSFIRE. LLC

\CROSS01 Salespe

T=0n

Amount Subject to Discount 207.26 Deposit Payment Type | CHECK, v | CHECK,
Discount B ate 000z Check Number ;I
Dizcount Amout i Deposit Amount .o
Tawable Amount 207.26 Commigsion Bate W‘
Mon-Taxable Amaourt 0o Sales Tax Amount 17.10
Order Total 22435 l
Ship Zone
Ship Weight =N
Freight Amaunt jl
I Print Qrder... I Prirt Pick. .. Recalc Price] I Accept Cancel l Delete E

n

Order Number

1. Header } 2Addess | 3lines | 4Ttk | 5 CiedtCard |User |mhubet

* Sales Order Entry (TTT) 4/1/2019

5453619 44 bk E

BEE )

2

Order D ate : Order Type | Standard Dider W aster/Fepeating Mo.
Customer Mo, |KEYSTO1 |Ck [ KEYSTONE CLEARWATER SOLUTIONS
Cust PO 1900263 Job Mumber | PO0T000 Q@
Ship To Addr @% FEYSTOME CLEARWATER SOLUTIONS
Temns Code Elck Net 30
Ship Date 2naoma [T ShipVia  [wC/PAIDS Q. FOB [MANSFIELD
Confim To |MATT BARTLETT |Ck
Ctatus |Hold w| Heason % E-mail invaicesEkeystoneclear net ||\_/|
wihze @@1 Mansfield, P&, Telephone No | 724-776-1434 |
Sales Tax Ban e |
Schedule % Salesperson %% Michael Hubert Invoice Ready
&val ax Schedule ||
“printed

Duick Prink without Displaying Printing Yindow [

[Pnnt Qrder...l Pint Fick...

I Aocept I Cancel l De

)(. As the person entering the sales order it’s your responsibility to get a good

PO from the customer or salesperson having you write the order.

On the Totals tab

13

copy of the pick ticket to get

print (or email) a

to the warehouse team to
pull.

Before finalizing
1 4the order, go back
through all the tabs to verify

the information is all correct.

Hit accept to finalize

1 5 the Sales Order.

After the product
1 6has been delivered,
you have a signed copy from
the customer, and a good PO
go back into the sales order.
On the bottom right of the
header tab, in the Invoice
Ready box type “YES”. If the
order isn't ready to be in-
voiced (i.e. you're waiting for
freight), enter the reason in
the Invoice Ready box. Once
it’s ready, go back and change
the reason to “YES”.

Click accept on the
1 7b0ttom right to close

the sales order.



=

Order Mumber | 0095961

o 4 » w1z

* Purchase Order Entry (TTT) 3/17/2019

‘endor...

1 Header ‘ 2. hddress ] 3 Lines ] 4. Totale ] User |tmuirhead | @
Date |3/17/2019 Type | Drop Ship Sales Order S414886
Vendor Mo, |00-DEMSO % """ DENSO MORTH AMERICA Customer Mo, |EHDSSD1 |
Transter Freight
SereT Elrderg E Purchagze &ddress Q
Ship-ToAddress |WCOE CROSSFIRE LLC
Order Status | Mew v Teimn: Code EIO% Net 30
Required Date | 3/17/2019 : Ship Yia WCAWHSEDDG % FOB |ORIGIM
Warehouze 0& % Pecaos TH
1099 Form Mare
1033 B Confiim To |2,
Sales Tax E-mai |I\_/I
Schedule RESALE 0@ Telephone | [281) 821-3355 Eut
RESALE Fax (281] 821-0304 | BatchFax || Credit Card?
Use Ta 0 Carnment SEMD TO CUSTOMER S04 5414884 | _
OnHold Il Print Order

_I:I-

Entry Cumency

[ Accept l Cancel l Delste

x. If purchasing with a credit card, select Comdata as the vendor and

make sure to enter the business the items were purchased at in the

Go to PO Entry and gen-
1 erate the next PO number.
Change the Type to Drop
2 Ship.

After selecting Drop Ship

there will be a box to the
right, enter the sales order
number the item(s) are being
ordered for.

Enter the Vendor Num-
4ber. If you don’t know it,
you can look it up with the
magnifying glass.

The Ship To, Ship Via, and

Warehouse will populate

from the sales order info that

pulls over, verify that it is

comment line and select “YES” that it was a credit card purchase. On the correct.

lines tab you will need to enter a comment line by typing /C in the item

code spot under the items purchased. Enter the business name, address,

phone number, and the contact name.



]

(Order Mumber
1. Header ]

0036361

# Purchase Qrder Entry (TTT) 3/17/2019

194 b M E

- | O -
Yendor...

3 Lines 1 4 Totals 1 User |tmuirhead

k=

Yendor Mo, |D0-DENSO DENSONORTH AMERICA,

| State

Purchase Addiess Ship-To Address

Localion | |@ wes |

MName  |DENSD MORTH AMERICA Mame  |CROSSFIRE LLC
Addiess | 9747 WHITHORN DR Address 1951 DILMILLRD
ZIP Code (77095 | ZIP Code | 73772 |
Ciy  |Houston | State Cy  |PECOS

Country — [U5A |Ck Country %%
Telephone |[281) 821-3355 Bt [

Fa (261) 8210304

[nited States

]

(Order Mumber | 0036561

1. Header ] 2. Address ] 3 Lines } 4 Totals 1

l Arcept

Entry Currency

l Cancel l Delete

# Purchase Order Entry (TTT) 3/17/2019

944 b0 E

- | O -
Wendor...

[lser | tmirhead

I=

B Quick Fow & ?@ -
[tern Code Ordered Back Ordered Uit Cost Extension Sernial Mumber
1 | 7200750 30000 oo 1,515.18 454 554.00
H gL gL ) )
{ m ¥
Dezcription [
Warehouze
Unit of Measure
[ty Received 0
Total Amount 454 554,00
i | oo | Lo

On the Address tab the

Purchase Address popu-
lates from the vendor’s info in
A/P.

The Ship To will populate

from the info on the sales

order, verify that it is correct.

On the Lines tab the items

that are being ordered
from the vendor will populate
from the sales order, verify the
quantity ordered and price are

correct.



1

Order Mumber 0036961

Order Date |3/17/2019 (rder Type Order Statuz | Mew

# Purchase Order Entry (TTT) 3/17/2019

4 4 b bl

_I:I-
ot

LHesdsr | 2oddess | 3lnes | AT ] Use [oniread

Wendor..
I=!

Tay Detail...

Vendor Mo, | 00-DENSO DENSO MORTH AMERICA

Tanable Purchases
Montarable Purchases
Freight &maunt

Sales Tax Amount
Order Total

Less Prepaid Amount
Prepaid Check Mumber

(rder Balance

0
454.554.00

.00
454,554.00
a0

454 554.00

Last Receipt Mumber
Last Receipt Date
Last Invoice Mumber
Last Invoice Date
Completed D ate

[nvoiced to Date

Entry Currency

I Arcept

Caricel I Delete m

= Sage 100 ERP -
“ Do youwant to save changes?
\-—t/
Ho l [ Lancel l
=2 Purchase Order Printing
T
Dezcription  |Preprinted Laseq |
Nurnber of Copigs : Multi-Part Form Enabled  []
Prink Comments

Print E stended Ibem Description [

Line 1 Message

Line 2 Message

HPSD2EE [HP Dfficeiet Pro 8620)5 v | | Alignment | Preview | sewn | @)

[

9 Go to the Totals tab.

1 OTo print the purchase
order, click Quick

print on the bottom left of the

window.

Click Yes to save

1 1 changes.

1 2 Click print to print a
hard copy of the pur-
chase order or click preview to

save and email a digital copy.



1

Order Mumber

Order Date |3/17/2019 (rder Type Order Statuz | Mew
Vendar Mo, |00-DENSO DEMSO MORTH AMERICA

096361

# Purchase Order Entry (TTT) 3/17/2019

4 4 b bl

1. Header 1 2 Address ] 3 Lines 1

Tanable Purchases
Montarable Purchases
Freight &maunt

Sales Tax Amount
Order Total

Less Prepaid Amount
Prepaid Check Mumber

(rder Balance

0
454.554.00

.00
454,554.00
a0

454 554.00

- | O -
Wendor..

ger |tmuilhead

k=

Tay Detail...

Last Receipt Mumber
Last Receipt Date
Last Invoice Mumber
Last Invoice Date
Completed D ate

[nvoiced to Date

Entry Currency

Caricel I Delete m

I Arcept

13

window.

Click Accept to close

the Purchase Order



Items that will need pricing changed manually:

PERCENTAGE OFF LIST PRICE RETAIL GUIDELINE

CROSBY ITEMS

Low Volume Customers - 15% Off Crosby List Price
Mid Volume Customers - 20% Off Crosby List Price
High Volume Cusomers - 25% Off Crosby List Price

SAWYER MFG ITEMS

Low Volume Customers - 5% Off Sawyer List Price
Mid/High Volume Customers - 10% Off Sawyer List Price

PIPELINE INSPECTION (SPY)
Low Volume Customers - 5% Off SPY List Price
Mid/High Volume Customers - 10% Oft SPY List Price

MATHEY DEARMAN BEVELING ITEMS

Low Volume Customers - 15% Off Mathey List Price
Mid Volume Customers - 20% Off Mathey List Price
High Volume Cusomers - 25% Off Mathey List Price

GENERAL MFG CLAMPS
Low Volume Customers - 5% Off General MFG List Price
Mid/High Volume Customers - 10% Off General MFG List Price

KC MANUFACTURING - RATCHET CLAMP
Low Volume Customers - 5% Off KC List Price
Mid/High Volume Customers - 10% Off KC List Price



