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Introduction

AdvancePro — Advanced Inventory Management

AdvancePro is the ideal inventory and order management software for you and your business. It allows you to
manage your inventory, process orders, control warehousing functions, initiate returns, administer sales reps
and manage your supply chain.

These basic business processes are brought together to make one powerful system that simplifies and
automates your business. Before you get started, be sure to read the complete set of procedures outlined in this
manual.

AdvancePro synchronizes with QuickBooks ® US, Canadian, UK and Australian Editions (excluding Basic)
accounting software. The import and export function helps you synchronize your data with QuickBooks ®
seamlessly. Be sure to read the import and export procedures for QuickBooks® the .NET web services are
Internet based add-ons that are available with AdvancePro. They will allow you to expand the functionality of
AdvancePro and increase the scope of your business. To order these add-ons, contact AdvancePro
Technologies, Inc or one of our resellers.

System Requirements

Operating System Requirements (64-bit only) :
e Windows Vista SP2
e Windows 7 SP1

e Windows 8
e Windows 8.1
e Windows 10

e Windows Server 2008 SP2
¢ Windows Server 2008 R2 SP1
e Windows Server 2012
e Windows Server 2012 R2
e Note: Windows XP is not supported
Required Components
e NET Framework 4.8 or higher
Memory Requirements
e Minimum: 4 GB RAM
e Recommended: 8 GB RAM
Available Hard Disk Space
e 30 GB (for server install)
Processor Speed
e  Minimum: 1.8 GHz
e Recommended: 2.8 GHz or faster
Screen Resolution
e  Minimum: 1024x768
Network Requirements (for multi-user setups)
o Workgroup or domain (the IP addresses for each computer must be static in a domain setup)
e All computers must be on same network (or connected to same network through VPN)
QuickBooks Requirements (if integrating with QuickBooks)
¢ QuickBooks® 2011 (US, Canadian, UK, and Australian versions) or higher
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AdvancePro Pre-Installation Checklist

Server Computer

Verify that the server computer AdvancePro will be installed on meets the minimum requirements

listed on the following page.

Install the latest Windows Updates (In most versions of Windows, go to Control Panel > System
and Security > Windows Update) Note: this often requires restarting and running updates multiple

times until there are no pending updates.

Verify that NET Framework 4.8 (or higher) are installed.

Verify that the required services pack (SP1 or SP2) is installed, if applicable.

Client Computers

Network

Verify that all computers AdvancePro will be installed on meet the minimum requirements listed on
the following page

Install the latest Windows Updates on all machines (In most versions of Windows, go to Control
Panel > System and Security > Windows Update).

Verify that NET Framework 4.8 or higher is installed on all machines.

Verify that the required services packs (SP1 or SP2) are installed on all machines, where applicable.
Verify that Microsoft Excel is installed on all computers where Excel import will be performed

Verify that server and all client computers are on the same network (or connected to same network
through VPN).

Verify that server and all client computers are on the same domain or workgroup.

Verify that TCP Port 1433 is open on the server firewall (if firewall is enabled).

Verify that the server computer has a wired network connection and access to the internet.

QuickBooks

Verify that QuickBooks is version 2011 or later (if integrating with QB)
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Installing and Updating AdvancePro

Downloading AdvancePro

To download AdvancePro, click the link provided to you by your sales rep in an email.

The download is a zipped file. You will need to unzip this file using a program like WinZip or WinRAR. A free trial
version of WinZip is available at www.winzip.com.

AdvancePro Executable (Full Installer)

1 Shutdown all programs that are running, including any anti-virus software
2 Right click the zipped file and extract its contents
e NOTE: Make sure the server computer is running the most current security updates available from
Microsoft at the time of release
3 From the extracted files, double click the “APT_Full_Setup_64Bit.exe” file
4 If you are installing the single client version, simply follow the installation instructions below. If you are
installing the multiple client version, first install the server as below, and then install the client using the
instructions on page 12.

Advance|gie

Productivity — Results — Opportunity

7| AdvancePro - InstallShield Wizard

q AdvancePro Setup is preparing the InstallShield Wizard, which will
L=1 quide you through the program setup process. Please wait.

Extracting: AdvancePro.msi

Cancel

5 Welcome to the InstallShiled Wizard for AdvancePro... Click Next

AdvancePro - InstallShield Wizard

Adva ncemie ‘Welcome to the InstallShield Wizard for

AdvancePro
The InztallShisld® \Wizard will install AdvatncePro o your
computer. To continue, click Mext.

WARMNING: Ang anti-virus pragrams installed on this
computer riust be disabled before praceeding with this
installation. Failure to disable the anti-virus software may
cause the AdvancePro installation to fail or be incomplete.

Femember to reenable vour anti-virus software after the
installation has completed

cBack  [f Mests |[ Cancel
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Enter your Company Name and select the option to install the application for All Users

Select your destination folder and hit Next (Default: C:\Program Files (x86)\AdvancePro\)

AdvancePro - InstallShield Wizard
Choose Destination Location E:h
Select folder where setup will install files, I P |

Setup will install AdvancePra in the following folder.

Toinstall o this folder, click Nest. To install to a different folder, click Browse and select
anather folder.

Destination Faolder

C:\Program Files [«86]\AdvancePrah

<Back [ Mest> |I Cancel |

Select Single User or Server

AdvancePro - InstallShield Wizard AdvancePro - InstallShield Wizard [
Setup Type E:“ Setup Status W
Select the Setup Type to install I e - I T
Click the type of Setup you prefer, then click Mext. AdvancePrao iz configuring your new software installation.

Select if you are installing single user version,

Select to install Server in multi-user version. Only one server may
be inztalled per network. Removing applications

() Clignt for Multi-User Select to inztall AdvancePro Client.

< Back " Mest > I[ Cancel

Click Install - do not turn off your computer, logoff, etc. that may interrupt the installation process
After the Installation is finished, select “No, | will restart my computer later” and hit Finish

AdvancePro - InstallShield Wizard

Advancelfie]  installShield Wizard Complete

The InztallShield \Wizard has successfully installed
AdvancePro. Before you can uge the program, you must
restart pour cornputer.

) es, | want bo restart my computer now.

@ Mo, | will restart my computer later.

Remaove any disks from their drives, and then click Finizh to
complete setup.

< Back Cancel
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1.5 AdvancePro Easy Setup Wizard

Welcome |C<:mpam=,r Info I Default Settings I Login Access I QuickBooks ?I Almost Done I

Congratulations on choosing
AdvancePro!

Let's get started!

Enter your company's information
and the default settings.

(You can change these settings any fime in Admin/Site Settings)

You give us 3 minutes, we'll give you
AdvancePro!

Start »> | Cancel |

Welcome Company Info | Default Settings I Login Access I QuickBooks ?I Almost Done I

Enter your company information.

—Company Info
Company| Loguirsediveinvon -
Contact Name.ﬁ' ] |—| IBrowse forimage
Phonel I I Use ONLY jpg and bmp. 300 dp
Address | M
|
City |
State |N/A ~| State Otherl @
Zip Codel
Countryl

Welcome I Company Info  Default Settings | Login Access I QuickBooks ?I Almost Done I
— Default Settings

Name your default warehouse

Warehouse Name |

Shipping is Taxable [T MOTE: This can be changad e

Select your default currency

Select Cumrency [N/A

Set your default weight measurement

Weight Measurement

<z Back Next >> Close

1 Welcome Tab

After installing and registering AdvancePro
successfully, the AdvancePro Easy Set-up Wizard
will open. You can easily setup your Company
information here, as well as default Warehouse,
Currency, Unit of Weight measurement.

These information can be edited within
AdvancePro at any later date.

Hit Start to begin the Setup

2 Company Info Tab
Enter your Company Information on this screen.
All text fields are required except for the Company Logo.

o Note that the State field only applies to U.S. addresses.
Use State Other if you are not entering an American
address

e Your Company Logo must be in .jpg or .omp format,
1" x 1” (Square Ratio) at 300 dpi

Hit Next when done

3 Default Settings Tab

Warehouse Name, Currency, and Weight Measurement are
all required. But don’t worry, you can change all of these
information later.

Hit Next when done
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1.5 AdvancePro Easy Set-up Wizard

Welcome I Company Info I Default Settings  Login Access |QuickBook5 ?I Almost Done I

—Create Login Access

Usemame I
Password I
Re Enter Password I

NOTE: Username and password are case sensitive,

WARNING!
Make a note of your password and keep itin a safe place. If you lose your password you
will not be able to access AdvanceProl

<z Back Next == Close

Welcome I Company Info I Default Settings I Login Access  QuickBooks ? |Nmost Done |
Are you a QuickBooks user?

" No * Yes

QB
+ 1JSA " Canadian " Australian UK " QOthers

& Desktop ¢ Online

Important Information:

When you have completed the Set-up Wizard, please use the QuickBooks
module toimport your QuickBooks datainto AdvancePro

Welcome I Compary Info I Default Settings I Login Access | QuickBooks 7 Almost Done |

You're almost done. Your next step is populate AdvancePro with your Data.

There are 2 ways you can import existing data:

QuickBooks: Import data using the QuickBooks module.
Microsoft Excel:  Import your Excel spreadsheet. Go to Admin/Utilies.

To start adding your Customers go to the Customer Switchboard and
select"Add Mew Customer™.

To start adding your Viendors go to the Viendor Switchboard and select
"Add Mew Vendor™.

To start adding your products either click on the "Add New Product” link
on the left menu or go to the Products Switchboard and select "Add Mew
Product”.

FINISH |

4 Login Access Tab

Enter your user name and password (for Single-
User version) or your Super Administrator user
name and password (for Multi-User version)

e Note: Username and Password are Case
Sensitive. Make sure you keep it in a safe
place.

Hit Next when done

5 QuickBooks Tab
Select whether you are a QuickBooks user
Indicate whether USA, Canadian, Australian, UK, or other

Also select if you are using the Desktop or Online version of
QuickBooks

¢ Note: This cannot be modified once you have already
started using AdvancePro. Modifying the QB version
midway will prompt you to Clear the Database.

Hit Next when done

6 Almost Done
The next step is to populate your AdvancePro with data.

e QuickBooks: Initial Import

e Microsoft Excel: Import through a spreadsheet

You may add Customers, Vendors, and Products manually
by opening their respective Switchboards/Shortcut and
creating their records individually.

You are done using the Wizard! Hit FINISH to log in to
AdvancePro for the first time.
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2 Getting Started

In this chapter, you will learn how to navigate the areas,
icons, and shortcuts on AdvancePro

2.1 Your Workspace

2.2 Required Fields

2.3 Printing in AdvancePro
24  Common Icons
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Welcome to AdvancePro

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

welcome to AdvancePro! Please login below.

- Login
edvamee . =
e E—
Company IAdvancePrD Technologies 2|
Q, Quick Search
o =

B Open Windows

Log Out

Getting Started

Once AdvancePro application is opened, enter your Username and Password



2.1 Your Workspace

Left Menu Bar explained

Use Quick Search to search
by specific product /
customer / vendor details

Click here to add

#) AdvancePro 11.00.0.1102% 3

2 Getting Started

Click here to access your

C}, Quick Search

[B Open Windows

Log Out

Workspace

Click the links here to access the

forms in a module

Use the form names listed here to
navigate between open forms
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Main navigation Bar explained

.,' AdvancePro 11.00.0.1102 - Admin

'! vance: Admin  Customers  Vendors  Producls  Warehouse  Refums  Repods  SalesReps  CuickBooks  Web MFG  MCR

e The main navigation bar (image given above) gives you an easy access to all the switchboards.

e Each image and title denotes a switchboard.

e Each section of AdvancePro contains a switchboard which is the 'point of entry' to the various functionality within
each section.

e A switchboard has been designed to help you with an easy access to different modules of AdvancePro. A
switchboard typically consists of forms you would use. For example, forms pertaining to placing a customer order
will be located on the customer switchboard.

e C(Click on the image with customer title to access the customer switchboard.

e You can navigate between various switchboards either by using the main navigation bar or by using the left
menu bar.

e The left menu bar allows you to access open forms and switch boards. All you have to do is click on the name for
the required form or switch board to be displayed

e A graphic intensive switchboard allows for easy navigation and easy module recognition.
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2.2 Required Fields

Mandatory fields are always in color. Non-mandatory fields are in black font.

W Add New Product =e =
PDF Documents I Customer Promotions | Back-Orders | Commissions I Promotion Codes I Images | Cross Sellers I
Product Information | Vendor & Pricing Info I Additional Info I Custom Fields I Variants | Customer Pricing | Serial #s |

Add New Product Name: I

Type: [invertory =] I Productis

Associated Categories Manage |
For example, in the Add New

Product dialog > Product
Information tab, the Product
Bl Name and Internal

r Product Info

Internal SKU # | Unit Measurement |Nfﬂ

UPC# | Weight per Unit [T Ibs
In Stock |D Customer Min Order Qty. |1

- Product Description green).

SKU are mandatory fields (in

B2B Description ¥ Sell on B2B website BZC Description ¥ Sell on B2C website

Copy>|

ave & Next Close
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2.3 Printing in AdvancePro

2.3.1 Printing Multiple Invoice or Order at Once

Customer Invoices / Credit Memo's

Total Records: 3 # Per Page Total Pages: 1 Current Page: 1 El
Batween and
[T All [ Al Invoices [ Pending [~ Invoiced [~ Voided [~ Credit Memoluﬂ,uzmg vI 12/14/2016 ~ G‘I
I | | | I o
Customer Invoice Date [127 772016 =]
Invoice # |11 PO# 19
Tutty Fruity Ref# |22
~ Billing Address ————— Customer Shipping Address————————
Tutty Fruity ~ Tutty Fruity
4th Fruit Strest 555-1111114
Fruit City, FT, FFF114 .
Acc Sales Rep Payment Term  Ship date Exp. date Carrier Carrier Acc #
|5000 000D 555! | | 1z72me | 121272006 | |
r Products Details
¥ 5 Coupon | Discount $ | Orig. Price § Price Total
1 FO0001 Apple 3 1 35| promols 1.40 400 260 260
2 FODO02 Orange 3 1 35| promods 140 400 260 260
3 FOOD04 Banana 3 1 35 promo35 140 400 260 260
4 FO0007 Lemon 3 i1 35| premo3s 1.40 400 2860 260
‘weight: 12 lbs Shipping § I 000 Adjustment§ 0.00 5ubTota|$| 10.40
Total Gty: 4 Tax$ 0 DD|N«'A vl TOTALS 10.40
BALANCE 10.40
"Tax Groups
== T | 100 & =--| CREATEINVOICE |[ Close |
[~ Print Queue ¥ \with Catch-\neight

To print multiple invoices, vendor or customer orders at a time, click the Print
I Prirt Qusee Queue checkbox. As in the customer invoice below, it's usually located at the
bottom left of a form.

Customer Invoices / Credit Memo's

Total Records: 3 # Per Page Total Pages: 1 Current Page: 1
Between and
I~ All [~ Allinvoices [# Pending [~ Invoiced [~ Voided [~ Credit Memo|f/14/2016 +] [12/1272016 =] G|

| I I | I o &
No Ref# FO# Invoice # RMA# Date Customer Total 'T
1 21 18 10 12/7/2016 Vegetable Market Place 160000 | OJ
2 2 ] 1 127772016 Tutty Fruity 040 | O
3 23 2 12 12712016 Steak-Out 1520 [0

The item will be checked with a bold green arrow on the oy

corresponding View all list.

Click the print icon and copies of all the queued invoices or orders
will be printed for you. You can also click the checkboxes for any
other invoices you'd like to print from the list.
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Common lcons

this button on a customer or vendor order, click to view all products to add to the order.

2 G &

Click on one of the icons to display the products belonging to that category.

Click on this icon to search by keywords entered in the adjacent fields or to refresh the page. If you see

displayed beside “Original Price”. To add that discounted price to the total you must double click on the volume

The red dot signifies a volume discount is available for the quantity entered. The discounted price is
discount icon.

When you see this icon, click it for more information (example: In Manage Inventory, click this icon to view
the adjustment history.

You can print multiple forms by checking multiple checkboxes and clicking on this print icon.

When you click this icon, it will let you clone the orders that you have selected.

() 1]

You can edit/delete by clicking on the icon corresponding to the form name

product name.

You can add individual products to an order in the Product Selector using the image corresponding the
The status symbols below denote the current status of an order

"nou

The order is currently at the warehouse waiting to be “picked”, “packed” or "shipped”.

..

X The order is awaiting stock from the vendor. Either the order is at the warehouse waiting
to be received or the vendor order is yet to be processed.

- The order is being shipped to the customer directly from the vendor.

The status symbols below denote an inventory status for a customer order and a receiving
status for a vendor order.
|E| In a customer order it denotes that there is stock available in the inventory.
For a vendor Order it denotes that all products have been received.
In a customer order it denotes that there is some stock available in the inventory.
For a vendor order it denotes that some products have been received.
In a customer order it denotes that there is no stock available in the inventory.
For vendor order it denotes that no products have been received.

# [0 [

it denotes that the customer order has been Invoiced directly.



Keyboard Shortcuts
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Switchboard Function Keyboard Shortcut
Admin Site Settings Ctrl + Shift + F1
Utilities Ctrl + Shift + F2
Customer New Customers Ctrl + Alt+ U +N
View All Customer Ctrl + Alt+ U +A
Place New Order Ctrl+Alt+U+0O
View All Orders Ctrl + Shift + C
View All Invoices Ctrl + Shift + |
Vendors New Vendor Ctrl+Alt+D +N
View All Vendors Ctrl+ Alt+D + A
New Vendor Order Ctrl+Alt+D +0
View All Vendor Orders Ctrl + Shift + V
View All Vendor Bills Ctrl + Shift + B
Products New Product Ctrl+ Alt+1+N
View All Products Ctrl+ Alt+1+A
New Item Kit Ctrl+ Alt I+ K
Manage Inventory Ctrl+ Alt+ M
Manage Categories Ctrl+ Alt + C
Variant Manager Ctrl+ Alt +V
Warehouse Order to Pick Ctrl + Alt + P
Receive Orders Ctrl + Alt +R
Manage Warehouse Ctrl + Shift + W
Sales Reps New Sales Rep Ctrl+ Alt+S+N

View All Sales Rep

Ctrl+ Alt+S+A
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Switchboard

Function

Keyboard Shortcut

Returns

New Customer Return

Ctrl+ Alt+ U+R

View All Customer Returns

Ctrl + Shift + Alt + C

New Vendor Return

Ctrl+ Alt+D+R

View All Vendor Returns

Ctrl + Shift + Alt + V
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3 Setting Up Your
Company

In this chapter you will learn how to set up AdvancePro to

be ready-to-use.

3.1 Basic Set up Using the Admin Switchboard
3.2 Creating Users

3.3 Inputting Data into AdvancePro

3.4 Setting up Currencies in AdvancePro

3.5 Setting up Payment Terms

3.6 Setting up Payment Methods

3.7 Setting up Taxes

3.8 Setting up Product Units

3.9 Setting up Carriers

3.10 Setting up Reasons for Processing Returns
3.11 Setting up Payment Processing

3.12 Database Settings
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3.1 Basic Set Up using the Admin Switchboard

These basic settings must be entered before using AdvancePro. You may have entered some using the Wizard

when you first installed AdvancePro, but if you didn’t, follow the instructions below.

1 Click Admin, and then click Site Settings.

@ AdvancePro 11.00

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

Products

Q, Quick Search

Site Settings Currencies Product Unit Management

= Open Windows Site Administrators Payment Terms Packaging Units

Roles Payment Method Carriers
Rounding Options Tax

Reasons

Utilities

Log Out



2 The Company Information tab will open.

Site Settings |E|_E|__|E|

I Company Irrfonﬂationl General Settings | Additional Settings i Printing Settings | Site Wide Settings i
My Wark Space | Additional Favarite Links | CuickBooks I Custom Fields I Custom Fields 21 LIOM Settings !

Email Settings | Attachment Settings | Custom Templates I

Manage your company information and application preferences.

Company | |
Name | | [ ]

Company Address Details

Phone | | | |

Fax [ | [ ]

Order Alert Email | | send Alert [

Additional Email | |

Address | |
| |
City l:l State State Otherl:l
Zocode [ ] Comy[ ]
Federal TaxiD [ ]

Save & Next Close

4 Order Alert Email.

This applies to Web Services only.

When you receive an order on your B2B or

3 Setting Up Your Company

3 Enter your company name,
address, phone, and tax ID.

Mandatory Setting:

Address, phone and name are all man-
datory fields. Your company name will
be used throughout

AdvancePro.

This address will be used as your de-
fault biling address and warehouse
address. You can change the ware-

B2C web site, you will get an email informing you that a new order has been received to the email address
(es) specified here. You can enter one additional address as well in the Additional Email field.

To learn more about Web Services, please refer to the B2B, B2C Web Services chapters
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A. General Setting Tab

1 From the Admin > Site Setting window, click the General Settings tab.

Site 1gs IiIE@
Company Information ]m Additional Settings ! Printing Settings 1 Site Wide Settings ; 2 Mandato ry Sett| ng
My Work Space I Additional Favorite Links i Quick Books 1 Custom Fields 1 Custom Fields 21 LUOM Settings i
Email Seﬂingsl Attachment Seﬂingsj Custom Templates! Select your currency from the drOp-dOWn. If
e e Dk St your currency does not exist, you can create
it in Admin > Currencies.
Currency |US Dollar v| Set Customer PO starting # |536 .
W . Set Vendor PO starting # |162 Enter the default weight mea§urement to be
ar=ms type Set Invoice starting # |249 used throughout the application (ex: Ibs for
bl diseiniile SR s R - e I pounds or kgs for kilograms).
i P"r‘. Set Cust. Account Starting #
|Browsefor " | = Set Vend. Account Starting #
wse
mi,?é; E;fer SR 3 You can click Browse to
Tt Sauare l upload your company logo.
By Horizmidd Enforce Picking Location Inventory []
|! Vertical Disg;r:f:i't'i‘:’g’gg The file must be either in .JPG or .BMP
il ._ Custom x Direct Bill [] format.
Shipping is Taxable []
Target Stock Level phaw Corinned an atis This will print on your invoices and other
Value e e _ printouts. Remember, your logo should be
3 Show Back Order ltems on Invoice 300 dDI, and 1x1".

Show Back Order ltems on PPS slips
Enable Customer Reserved Inventory []
Enable Admin Level Tax and Warehouse

Save & Next Close

4 Target Stock Level

For each product, AdvancePro allows you to set an order alert level.

In this field, you can set a default target stock level that is a multiple of the order alert level. Then, AdvancePro will
use this information to suggest re-order quantities. This information will appear on the Re-Order Alert Report and
the Vendor Order.

For example, if your order alert level for widgets is 300, and you set your target stock level value to 3, when
re-ordering widgets, AdvancePro will suggest you order enough for a stock level of 900.
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= =r=]

- _ e Set the customer PO starting number. All customer purchase
Additional Settings | Printing Settings | Site Wide Settings |

orders created after this will go up incrementally from this

ﬂ Quick Books | Custom Fields | Custom Fields 2 | UOM Settings |

1stom Templates num ber'
Default Settings . ) B
Also, set starting number for the vendor PO, invoice, customer
v Set Customer PO starting # [536 RMA, customer and vendor account number settings, Transfer
Set Vendor PO starting # |162 Order
Set Invoice starting # |245
i 67 .
Set Customer RMA starting # Notations:
Set Cust. Account Starting # .
Set Vend. Account Starting # You can repeat these steps any time to reset or change your
B .
== Set Transfer Order Starting # numbering systems.
bl Invoice Note

You can also turn these features on or off using the check-boxes in
Enforce Picking Location Inventory []

Direct Invoice [ the Admin > Site Settings > General Settings tab.

Display Initial Qty []
Direct Bill []
Shipping is Taxable []

Show Cembined Variants OTHER ITEMS:

ck Level

Sesnaaal Invoice notes: Enter a footnote to be displayed on your customer

Show Back Order ltems on PPS slips . .
Enable Customer Reserved Inventory [] 1nvoices.
Enable Admin Level Tax and Warehouse

Enforce picking location inventory: If you use multiple picking
locations, this feature will prompt you to select a picking location when shipping
Close or receiving.

Direct invoice: This is useful for walk-ins or P.O.S. orders. This skips the warehouse process of picking, packing and shipping.

Display initial quantity: This displays an additional quantity field on the invoice representing the customer’s initially requested
quantity. You can use this for the back-order process and/or for reporting. Please note that if the stock is not fully available, you
need to process the order using the warehouse, or you need to remove the quantity from the order.

Direct bill
Tax on shipping charges

Show combined variants: This displays all variants, such as color or size on apparel, on one line, so you don’t see the break-
down per color, size, etc.

Show back order items on invoice
Show back order items on PPS slips

Enable customer reserved inventory: If stock is not available for a customer order, and a vendor order is
generated, this option will allow the inventory received from the vendor order to be reserved for the customer. This is usually
used if you order based on customer demand.

Enable admin level tax and warehouse: This is typically used in a multiple warehouse setup. You can assign a tax term to each
individual warehouse. The warehouse from which an order is shipped will then determine the tax on the order. The warehouse
and tax association is then made from the Site Administrator form.
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Through this Settings tab you can change a number of miscellaneous Settings.

- [=l@[=] Displaying Default notes on CPO: When creat-
Company Information | General Settings || Additional Seﬂingsl Printing Settings | Site Wide Settings | lng a customer order, you have the
My Work Space | Additional Favorite Links | QuickBooks | Custom Fields | Custom Fields 2 | UOM Settings | Option Of Creating 3 types Ofnotes.
Email Settings | Attachment Settings | Custom Templates |
Display Default Notes on CPO Replicate ftem SKU On Order 1. Admin notes: Only seen by administrators and
[] Admin. [] Customer [] Warehouse Customer [] Vender ) . h hi .
S attion o o i et i e N Dl is not printed on the customer order. This note is
O RoundTo @ Truncate To Decimal Points Cuistrines ] Mendar set up on the Site Administrator form
Display ETA Date for Product POS Customer .
[JvPo [Jw. vPo el [Bakeshop v 2. Customer notes: Can be printed on
Third Party Warehouse Services Product SKU customer orders and invoices.
[] Allow import and export of Flat Files (CPO and Vendor Drop Ships only)
Add Additional Shipping Surcharge Length . L. .
%o [ 0| @Use% O UseUSDolar Value 3. Warehouse notes: Printed on picking, packing
Customer Payment Options Enable Packaging Units for CPO and Shlpplng Slips.
Setas Required: [JCVN [] Cust Name []Cust Address [ Fick [ Pack [] ship
Costing Method ATS Quantity Options on CPO Replicating the SKU on customer or vendor or-
@ Product Cost O Averags Cost OFIF0. OLFO | @ AllwHs ders: Enable this option to enter the same SKU on
Retum Process Option (O Admin \WHs | All WHs more than one roduct line
Reason Drop Down Enable Review Required (O Cust\WHs | All WHs p . )
Display in Address Drop Down Seftings ~ CLU Settings Normally, you can only have a SKU listed once on an
Name [/] Company Name [ Phone Disp.Length Disp.Price [] Initizl Sort [/] Default Print order.
Hide Product Cost Price (except Super Admin and Admin roles) [] Separate Pick Stage . . . .
[] Do not display ltem Kit Components on PPS slips Enable CPO Row Action Editable prOdUCt name on orders: thlS Wlll allow
Restrict Payment Terms selection on CPO [] Display discount on Invoice and Order you to edit the name of the product. Will not Change
[] Overwrite Customer Pricing from CPO [ Audit Price Changes . . . .
[] Enable Virtual Reserved quantity [ Finalize Invoice (View All) the product information in AdvancePro but will OIlly
Default Reserve on open CPO [] Finalize Bill (View All) s Al : : :
[ Default VPO QTY to 0 when placing CFO apply to the order, picking slips and invoices. The
Phsahile S0 g I Coneoncnt edited name then exports to QuickBooks®.
Close

e  Specify actions on digits after 2 decimal points on CPO: When applying pricing exceptions on customer orders, you may see more
than 2 decimal points on the price. A button on the order form allows you to override those prices. Here, set whether you would like to
simply delete the extraneous digits or whether to round the price to 2 digits.

e  Specify actions on digits after 2 decimal points on CPO: When applying pricing exceptions on customer orders, you may see more
than 2 decimal points on the price. A button on the order form allows you to override those prices. Here, set whether you would like to
simply delete the extraneous digits or whether to round the price to 2 digits.

e  POS Customer: You can pre-create and pre-select a “walk-in” or “cash” customer to process POS orders. When you process a cus-
tomer order using this customer, the order will be POS.

e  Third party warehouse services: If you use a third party warehouse, select this to import flat files and to apply a shipping surcharge on
customer orders.

e Product SKU: use this to limit the number of characters in product SKUs. 50 is the system maximum.

e  Customer Payment Options: You can set what is required when processing a payment. Options that are available: CVN, Cust. Name
& Cust. Address

e  Return Process Option

1. Reason Drop-down enable - User can define their own specific set of reasons reducing user error with manual input.
2. Review Required - This option lets you assess returned products in the warehouse

e Display in Address Drop Down Settings: You have an option what to show in the address drop-down on CPO. Options that are avail-
able: Name, Company Name, Phone

e ATS Quantity Options on CPO - This option will give users instant visibility into their warehouse and stocks before committing to
any customer.

e CLU Settings:

1. Display Length - When this option is enabled, CLU length will be shown on CPO and warehouse tickets screen.

2. Display Price - When this option is enabled, CLU price will be shown on CPO screen

3. Initial Sort - When this option is enabled, it will follow the sorting according to how the cuts have been added to the CPO
screen. But when closing the Material Calculator form, cuts will be arranged from longest to shortest cut. This option can also be viewed

on warehouse tickets.
4. Default Print - When this option is enabled, ‘With CLU” on CPO option will be activated by default.
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Hide Product Cost Price - When this option is enabled, cost price is hidden on all of the users except Admin & Super
Admin

Do no display Item Kit Components on PPS slips

Restrict Payment Terms selection on CPO

Overwrite Customer Pricing from CPO

Enable Virtual Reserved quantity

Default Reserve on open CPO

Default VPO QTY to 0 when placing CPO

Disable Auto VPO for IK Components

Separate Pick Stage - It will separate Pick stage from Packing and Shipping

Enable CPO Row Action - If this option is enabled, you can edit line item on CPO
Display discount on Invoice and Order - Discount columns added on Invoice and CPO
Audit Price Changes

Finalize Invoice (View All)

Finalize Bill (View All)
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You can set up print options for all your company printouts including invoices, orders, etc.

-

[= =
Company Information ‘ General Settings | Additional Settings || Prirting Seﬂ\ngsl Site Wide Settings |

My Work Space | Additional Favorite Links ‘ Quick Books | Custom Fields | Custom Fields 2| LIOM Settings |

Email Settings | Attachment Settings | Custom Templates |

Printing Options: There are two printing template
styles, Standard Edition and SmartPrint Pro.

Each template shows slightly different
information for CPO, PPS and invoice printouts.

Standard Edition

Printing Options for Addresses & Company Info on Customer Orders & Invoice
Print Company Info Prirt Billing Address Prirt Shipping Address
On Customer Order On Customer Order On Customer Order
On Cust. WH. Order On Cust. WH. Order
On Customer Invoice On Customer Invoice

[ Shipping Name

On Customer Invoice
[ Billing Name

Printing Options for Addresses on Vendor Orders & Bills
[] Print Address Billing Name

Print Layouts For Smart Print Pro
Order Invoice
Display & Print SKU on PPS
ck (@ Internal SKU
(®) Internal SKU

(®) Internal SKU

(O Internal SKU & Vendor SKU
() Internal SKU & Vendor SKU
() Internal SKU & Vendor SKU

() Internal SKU & Customer SKU
() Internal SKU & Customer SKU
() Internal SKU & Customer SKU

Printing Options
() Standard Edition (@) SmartPrint Pro (_) Bakery Edition
[] Enforce Sorted Print (Warehouse CPO only)

Enforce Print Log  Print Timeout : |20

Show Prompt

Print Shipping/Adjustment on Customer Order
Shipping On Customer Order Adjustment On Customer Order Shipping on Cust. WH. Order

Consolidate Invoices Settings T > Payment Receipt

Path to consolidate invoice location
D:\Desktop*FILES\Consolidated Invoices G (O Print (O Print & Email
Starting #: D Prefix - |:| O Email @ None

Print Tracking # On Invoice ] Print balance due on Order
[] Print balance due on Invoice  [] Print Tax Term Name on Printouts

Close

SmartPrint Pro

AdvanceFro:Tectinalogies Customer Sales Order/Pro-forma invoice

1661Flint Road Date Customer P.O#
Toronto, ON, M3J 2W8 | 5/22/2017 71
Canada
Tel: 1800-970-0071 Internal Ref #
39
[BTo Ship To
Boardz Boardz
1st Board Street 666-1111111
Board City, BD, BRD111
Canada
666-1111111
| Sales Rep | PaymentTerms | Ship Date | Expected Date | Carrier | Carrier Acc# |
[ NA | NA | smepotr | seiowr | NA | |
No. SKU# Product puTY Qty Price § Total §
# SKB003 Wheels 0 2 20.00 40.00
NOTES: Sub Total® 4000
Shipping § 0.00
Adjustment$ 0.00
Taxs 0.00
Grand Total § 40.00

Customer Sales Order/Pro-forma Invoice
AdvancePro Technologies Date Customer P.0. #
[ sea017 3
1661 Flint Road Internal Ref #
Toront, ON, M3J 2W8 9
Canada
Tel: 1800-970-9071
Billing Address Shipping Address
Boardz Boardz
1st Board Street G66-1111111
Board City, BD, BRD111
Canada
B66-1111111
| SalesRep | PaymentTerms | ShipDate | Exp.Date | Camrier | CamierAcc# |
[ NA | NiA | st [ seeo1r [ N
[Wo] sku#g [ Podct | DUTY | Qy Orig.Price$ | Price$ Total §
EEEE [Wheels \ [ 20.00] 2000 40.00
Sub Total § 40.00
Shipping $| 0.00
Adjustment $| 0.00
Tax §| 0.00
GRAND TOTAL §| 4000
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Most of the options on this tab can apply to individual products. By modifying these options on this tab, you are
applying these options universally across all products.

(== =]
Company Information | General Settings | Additional Settings | Printing Settings || Site Wide Seﬂingsl
My Work Space | Additional Favorite Links | Quick Books | Custom Fields | Custom Fields 2 | LIOM Settings |
Email Settings | Attachment Seftings | Custom Templates |
Taxable Products
Mark All Products For Tax Unmark All Products For Tax
B2B Products
Mark All B2B Unmark All Products B2B
B2C Products
Mark All B2C Unmark All Products B2C
AP ltem Kit Toolbox System Wide Weight Changes
?
Recalculate Cost Use Component Weight Value I:I Set Weight
All Reserves
2
Recalculate
Next Close

Taxable Products: These settings override individual product tax settings.

B2B Products / B2C Products: Using these check-boxes, you can enable or disable all
your products to be available for B2B or B2C web sales.

System Wide Weight Changes: For most item kits, you can assign a weight when creating the Kkit.
Click Use Component Weight to calculate the kit weight based on the component weights instead.
Also, you can assign a default weight to all your products in the Value text box by clicking Set
Weight.
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E. My Workspace and Additional Favorite Links

Admin > Site Settings > My Workspace and Additional Favorite Links

When you log into AdvancePro, you will notice that your Workspace shows your 5 favorite links. You can set those
5 favorite links and an additional of other 15 links.

-

Site Settings E’El@

Company Information | General Settings | Additional Settings | Printing Settings | Site Wide Settings I
"ml Additional Favorite Links | QuickBooks | Custom Fields | Custom Fields 2 | UOM Settings |

Email Settings | AMtachment Settings | Custom Templates |

Customize your WorkSpace Page.

My Favorite Links

Hyperlink 1 |www.ad\ranceproted1.con1 | Caption 1 |Ad\ranceF‘roTech

|
Hyperlink 2 | | Caption 2| |
Hyperlink 3 | | Caption 3| |
Hyperlink 4 | | Caption4| |
Hyperlink 5 | | Caption5| |

Enable dashboard reports for administrator users

Site Settings EI = @

Company Information | General Settings | Additional Settings | Printing Settings | Site Wide Settings |
My Work Space II Additional Favorite Links I Quick Books | Custom Fields | Custom Fields 2| UOM Settings |
Email Settings | Attachment Settings | Custom Templates |

Hyperlink 6 | |  Caption 6| |
d  Hyperink7 | | Caption 7| |
Hyperlink 8 | | Caption 8| |
Hyperlink 9 | | Caption 9| |
Hyperlink 10 | | Caption 10| |
Hyperlink 11 | | Caption 11| |
Hyperlink 12 | | Caption 12 |
Hyperlink 13 | | Caption 13 |
Hyperlink 14 | | Caption 14| |
Hyperlink 15 | | Caption 15| |
Hyperlink 16 | | Caption 16| |
Hyperlink 17 | | Caption 17| |
Hyperlink 18 | | Caption 18| |
Hyperlink 19 | | Caption 19| |
Hyperlink 20 | | Caption 20| |
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(=)= [=]
Company Information | General Settings | Additional Settings | Printing Settings | Site Wide Settings |
My Work Space | Additional Favorite Links || OuickBooksI Custom Fields | Custom Fields 2 | LIOM Settings |

Email Settings | Attachment Settings | Custom Templates |

Set AdvancePro to recognize if you are 3 QuickBocks user or not.
Use the QuickBooks module for your synchronization setiings and exporting.
ick Books
Qi _ QB Version
Are you a QuickBooks user? ?
] Re-Enable QuickBooks Import? (9 (® Desktop () Online | 08 Seiirgs
[[] Enable QuickBooks Classes
[[] Enable Tax tracking from QuickBooks ® UsA O Canadian O Australian O UK Others

[] De you want AdvancePro to Queny your Invoices in QuickBooks? ?

[ Do you want to Export enly Active ltems to QuickBooks? 7

My Version of QuickBooks does NOT support ltem Assemblies 7

[ Export Customer Account Mumber to QB as Customer Name

Automatically adjust QB Inventory when manual Adjustments are made in AdvancePro ?
Export Tracking Number to OB

Re-Export ALL to QuickBooks Re-Export Default Items Re-Link All Failed Exports

Mark all Products for OB Re-Export Mark all Froducts as Exportable Mark 2l Froducts 2s NOT Exportable

Mark All Customers for OB Re-Export Mark All Customers 3z Exportable Mark All Customers a5 MOT Exportabls

Mark All Vendors for OB Re-Export Mark AllVendors 2s Exportable Mark All Vendors 2= NOT Exportable
Mark All Inventory for OB Re-Export Mark All Sales Rep a5 Exportable Mark All Inventory a5 2iready Exported
Close

Are You a QuickBooks User? This should be set to yes, and use the options on the right to indicate which
version you use.

Please note that switching versions of Quickbooks will delete the AdvancePro database. If you need to
change versions, be sure to back up the database first.

Re-Enable QuickBooks Import: We do not recommend enabling this option, as you may duplicate important
information. Enable this if you want to re-import the data.

Enable QuickBooks Classes: If you use classes in QuickBooks, you can import them into AdvancePro and
associate the same references onto invoices and bills. Then, when you export to QuickBooks, this will help you
run reports using classes. Classes can be associated with customer and vendor accounts too.

Do you want AdvancePro to query your invoices in QuickBooks? If you accept payments in QuickBooks,
enable this option. During export, AdvancePro will look for the payments and apply them to the AdvancePro
invoices.

Do you want to export only active items to QuickBooks? This will export only items that are actually used
on invoices or bills. Use this option if you are approaching QuickBooks maximum number of SKUs (at least
14,000).
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My version of QuickBooks does not support item assemblies: If you use kits in AdvancePro, first check in
QuickBooks to make sure your version supports assemblies. You can check this option even if QuickBooks
supports assemblies. The item kit will then be exported from AdvancePro as noninventory products. If you do
not click this option then the item kit will export to QuickBooks as an Item Assembly. You will also be required to
“build” the Item Assemblies in QuickBooks each time you sell an ltem Kit and the invoice exports from Advance-
Pro to QuickBooks.

Export Customer Account Number to QuickBooks as Customer Name: By default, customer name in
AdvancePro exports to customer name in QuickBooks.

Automatically adjust QuickBooks inventory when manual adjustments are made in AdvancePro: This
exports manual adjustments to QuickBooks. Inventory adjustments will therefore be the same in both, but your
end inventory may be different.

Export options: at the bottom of the screen are a variety of export options as buttons. These are rarely used.
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G. Setting Up Custom Fields
Admin > Site Settings > Custom Fields Tab

e 6 custom fields for products, 3 of which are internal and will only appear on the edit product / product info
forms. For the other 3, you can set where you would like them to appear and print.

e 6 custom fields for customers,

e 3 custom fields for vendors

e 3 custom fields for customer orders. You can set where you would like these fields to appear and print. Then,
on the CPO, click the following button to enter custom field info:

o 1 Editable custom field for products that will appear on your choice of: customer order, PPS slips, and/or

invoices.

Site Settings

Company Inforrnationl General Seﬂingsl Additional Set

iﬂg-I-Enﬂm | Site Wide Settings |

3 ” Custom Fields

r'\'\’;\."ar-:.D.'-: l_ . Ord

‘Custom Fiekd 4

I W: Vend. Ord

My Work Space | Additional Favorite Links | GuickBool ustom Fields 2 | UOM Settings |
Email Setting I
Custom Felds for Products
Custom Fiekd 1 Custom Fiek 2 Custom Fieki 3
[ . Invoice I_ Vend. Ord I_ C WoicE I_ Vend. Order I_ Cust. Invoice I_ Vend. Ond
[T wcwtom [ vend Ein [T wcestod [ vendEa st.Od [ Vend Bill
Cust. Ord

Cust. Order

‘Custom Fiekd 5

Custom Field 7

—'Custom Felds for Customers

I- W: Cust. Order I- Cust. Order

Custom Field 1 Custom Field 2 Custom Field 3

‘Custom Field 4 ‘Custom Field 3 Custom Field &
r Custom Felds for Vendors

‘Custom Fiekd 1 ‘Custom Fiskd 2 Custom Field 2
rCustom Felds fer Cust Ovder

‘Custom Field 1 Custom Field 2 Custom Field 3

I_ Cust. Invoice I_ Cust. Invoice I_ Cust. Invoice

l" W: Cust. Order |- Cust. Order

l- W: Cust. Onder I- Cust. Order

w
=1}
I

| Close |
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We recommend that you start by setting the column header for lowest unit of measure (for “each” item) and then

for the higher ones (for example, a carton).

Company Information | General Settings | Additional Settings | Printing Settings | Site Wide Settings |

[=][=|[=]

My Work Space | Additional Favorite Links | QuickBooks | Custom Fields | Custom Fields 2 || Uom Seﬂingsl

Email Settings | Attachment Settings | Custom Templates |

Header Setting
ary
UOM Breakdown
Total Units Qty

Display Advanced UOM Details

[] Vender Bill
[] Customer Orders and Invoices
[] Customer Orders in Warehouse

UOM Measure Conversions
[ Allow open box

Display of Cubic Feet

UOM Header Setting

Determine your own headings for the columns that display on your UOM Invoice

Totals Setting

Total UOM QT |Total UOM Gty:
Total Units QT [Tetal Units Gty:

Restore Default Setting
Reset Customer Pricing Surcharge %

System Recommendations for Order Fulfillment
Enable Block Setup

[] Enable Measure Conversions [] Enable Sq. Ft for printout Sq.

[] Vender Purchase Order [ Customer Purchase Order

Display Unit of Measure On Cust. Order & Invoice
Display Unit of Measure On Vend. Order & Bill

Save & Next Close

Then, under Display Advanced UOM Details, you can choose where you would like the UOM details to display
(on the vendor bill, on customer orders and invoices, and/or on customer orders in the warehouse).

You can also set a customer surcharge for advanced units of measure in the Reset Customer Pricing Sur-

charge % text box.

Click Enable Block Setup to have AdvancePro suggest corresponding units to create a uniform block. This is
useful industry types such as Lumber where system recommended quantities ensure equitable distribution of
goods by a % during order entry. These units and their distribution are automatically generated by AdvancePro.
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(=& =]

Company Information | General Settings | Additional Settings | Printing Settings | Site Wide Settings |
My Work Space | Additional Favorite Links | QuickBooks | Custom Fields | Custom Fields 2 | LIOM Settings |

Email Settings  Attachment Settings | Custom Templates |

Email Template

— Select Type — ~ | Atftachment file type o ?

"Across-the-Board” BCC Email (Internal) |
SMTP Settings

[] Allow Pickers Email Alert [ Allow Sales Rep Email Alert 0
SMTP Server Name | | Port [0 | | TestSMTP Connection
Username | | Password |
Close

These are the Template types that are available: CPO, CPO at Warehouse, Customer, Customer Credit Memo,
Customer Invoice, Customer Quotation, Customer RMA, Customer RMA at warehouse, Multi Stock Transfer,
Payment Receipt, Vendor, Vendor Bill, Vendor Credit Memo, Vendor Quotation, Vendor RMA, Vendor RMA at
warehouse, VPO, VPO Approval, VPO at Warehouse

Attachment file type still depends on what Template types you’ve selected. Here are some of the types that is
available:

e PDF
e EXCEL
e HTML

Also, you can set a BCC address as well. This is useful if you would like to save a copy of the email since the
emails are sent from AdvancePro Servers.

If you wish to alert pickers or sales reps by email (using the check-boxes at the bottom of this dialog), you must
set up the SMTP settings. If you do not want to enable these alerts, then you do not need to set up SMTP
settings. The sales rep alerts are sent out whenever an CPO is placed or edited for a customer assigned to that
sales rep.



J. Attachment Settings
Admin > Site Settings > Attachment Settings

-
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Site Settings

(=@ =]

Company Information | General Settings ] Additional Settings | Printing Settings | Site Wide Settings |

My Work Space I Addttional Favorite Links I Quick Books | Custom Fields | Custom Fields 2| LUOM Settings |

Email Settings " Attachment Settings I Custom Templates I

Location

Type | Local / Metwork ~ Maximum file size | : KB
Path | | E

[] Require Authentication UserID Password Fort
NDtesl |
Werify Save Reset

Location List

No | Group Path Valid | Max Size (KB) [Type ||
1 |Customer C\Users\User\Documents'Attach.. | 3§ 1024 Local / Network O
2| 1C Order D:\Desktop\FILES377 v 1024 Local / Network | []
3 |Vendor C\Users'\User\Documents ~ 1024 Local / Network O
4 |Vendor Order D:\Desktop\FILES377 s 1024 Local / Network | []
5 | Product Ci\Users\User\Documents ~ 1024 Local / Network O

Close

Type: Local / Network, FTP Server
Maximum file size: 1024 KB

Path: It is where AdvancePro will get the files for attachment.

Notes
Group:
e Customer
e Customer Order
e VVendor
¢ VVendor Order

e Product

Valid: It will check if the path provided is valid. If it is valid, it will show a check and if it is not valid, it will show an

X mark.



K. Custom Templates

Admin > Site Settings > Custom Templates

Site Settings EIE@

Company Information | General Settings | Additional Settings | Printing Settings | Site Wide Settings |

My Work Space | Additional Favorte Links | QuickBooks | Custom Fields | Custom Fields 2| UOM Settings |

Email Settings | AMtachment Settings " Custom Templates |

Create new template or select from grid to modify

Name | | | Create New |

Saved Template(s)

Reset | | Close

HTML Template Designer
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In this tab, you will be able to create a tem-
plate/configuration settings to allow more flexi-
bility for Pick/Pack/Ships slips in AdvancePro.
Similar to the way that Invoices can be custom-
ized

1. Click on Create new and select a tem-
plate to edit

2. After editing the template, you can
assign the edited template to selected custom-
ers.

3. The saved template can be viewed on
SmartPrint Only

Template Name:

Location [C:\Program Fies (x86) AdvancePro’Himl Templates\N_Code_Sample_Pack_Sip html il

Browse

Report Field List

“HLOGO#"
“HBILLING_SHIPPING_ADDRESS#"
“HSHIPPING_ADDRESSH"™
“HDATE#
“HREFERENCE_NUMBER#"

“H#PO_NUMBERH" Contact Us.

“HCUSTOM_FIELDSH*
“HTABLE_COLUMN_DEFINITIONS&"
“HEnable Barcodett™

Shipping Details

BILLING ADDRESS
“SBILLING_SHIPPING_

SHIPPING ADDRESS

~HDATE#"

“#TABLE_COLUMN_DEFINITICNS#"

Report Logo Image

E Easy Returns-Follow these easy to return your purchase

~#REFERENCE_NUMBERS"
~#PO_NUMBERS"
Reservation Number. “#CUSTOM_FIELDS#"

Gift Registry:

Reset Close

You are now done with the Admin > Site Settings! Remember, you can reset these at any time. Click Save and

Close.
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If you are using the multi-user set up of AdvancePro, you will need to create users. Users can be assigned roles,
which determine a user’s rights in AdvancePro. For example, only super administrators can create users and
passwords. There are 8 pre-set role types in AdvancePro, as follows:

Roles Permissions Rights
e All forms e Create users and manage their
e All notes on customer and vendor accounts
Super Admin orders e Warehouse Manager

Order / Returns Manager
Administrators

NOTE: Cannot access: Site
Administrators form on Admin
Switchboard

Cannot create users

e Warehouse Manager
Administrator e Order / Returns Manager
e All other forms e Manage QuickBooks ®
e Warehouse Notes e Manage Sales Reps
e Generate reports
e All forms on the Warehouse ¢ Pick, pack, and ship orders
Warehouse Switchboard only o Ref;eive vendor orders
Management e Warehouse Notes ¢ Ship yendor returns
¢ Receive customer returns
o Manage warehouses

Order / Returns Management

e Customer Switchboard:
¢ View all Customers
¢ Place a new Order
¢ View all Orders

¢ Vendors Switchboard
¢ View all Vendors
¢ Place a new Order
¢ View all Orders

e All forms on the Returns
Switchboard

Create and manage customer /
vendor orders and returns

View all customers/ vendors
Warehouse notes on customer and
vendor orders

Sales Rep

e Customers Switchboard:
¢ Place a new Order
¢ View all Orders

Restricted Sales Rep

e Customers Switchboard:
¢ Place a new Order
O View all Orders

Orders related to the sales rep’s
account

cess options

e All forms on the Warehouse ¢ Pick, pack, and ship orders
Switchboard only ¢ Receive vendor orders
AP Mobile User e Warehouse Notes e Ship vendor returns
¢ Receive customer returns
o Manage warehouses
e POS order entry e Place customer orders
e POS return * Receive payments
POS User e Place customer returns
e Process payment returns
e Set end and opening balances
e (admin specified)
Custom Role e Depends on what was set on Ac- e Depends on what was set on Access

options
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3.2.1.2 Creating Users

Mandatory Fields

» User name

 Password

* Phone

» Address

* City

» State (select N/A for non-US addresses)
* Zip Code

* Role

1 Click Admin to open the Admin Switchboard and then click Site Administrators.

-

£ Manage Administrators E\’_EI_' 2

& Name | | | || |

Company/Branch |Mva|:1cePro Tedmologies- |
Adminstrator Information P ———— [
F'h:-ne| l | | Usemame I:I
o | [ S
Emaill : | Re Enter Password I:I

Address | | Aol
| Default Warehouse
e | MNotes |

State Stﬁtﬂ Otherl:l Assign Sales Rep: |N:’A v|
Zip Code I:I Oauntry: Tax:[N/A ~|

[] AP Mokile User (7 [ AP POS User (7
VPO Amount Limit (7) [0 ]

Mo Contact Phone Fax Email Rale )
1 111-111-1212 - . Super Admin

| - 111-111-1111 - Custom Role

O3 -111-1111 - AF Mobile User "
£ >
b - : Close |

e The Manage Administrators dialog will open. Click Add New.
e The Information fields will be cleared. You can enter the new user’s information.
e Click Add. The user is added.

e Click Done to close the Manage Administrators window.
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3.2.1.3 Editing or Deleting Users

You can edit or delete users using the Admin > Site Administrators > Manage Administrators dialog as well.

Select the user by clicking his or her name in the list at the bottom of the page. Then, you can modify the fields
and click Update, or click Delete.

-

i Manage Administrators o | =@ @
o Name | IAdmin I ||Admin |
Company/Branch |AdvancePro Technologies | 0
Adminstrator Information rpem—gr- ==
Phone[111 [1111212 _ | ] TN
Fax [ ] [ Passwod [
Email | | Re Enter F'_aSS'-N:-r:I |:|
[Jjcc []scc (2 Role Information
Address [101 1st. Ave NE | Role
| | Default Warchouse
City |Toronto | Notes |
State |N/A -~ | State Other |ON Assign Sales Rep: |N;’A Vl
Zip Code |M3J 2WE CDuntry Tﬂx:le’ﬂ Vl
VPO Amount Limit () [0 ]
=t ate | ||=& elete
[ Add N Upd d Del
Na Contact Phone Fax Email Role i
M1 Admin Admin 111-111-1212 - Super Admin
[d2 Warehouse Man... 1-800-970-3071 - Custom Role
! -111-1111 - AP Mobile User v
< >
& Close

Click to edit user, and then change the fields as necessary .
Then, click Update.



3 Setting Up Your Company

R R == You can create or modify new roles to suit your
Add, edit or delete Roles . .
organization.
Role Information
Role Name [ O Please note that you cannot modify
i Bt the pre-set roles in AdvancePro.

Existing Roles Click Admin and then Roles from the Admin

| Mo. Role | Description Switchboard.
a 1 Super Admin Super Admin o .
[m Administrator Administrator Enter a role name and description. Click Add.
O 3 Warehouse Management Warehouse Management
O 4 Order / Retums Managem...  Order / Retums Management
O s Sales Rep Role Order / Retums Management
O s Restricted Sales Rep Order / Retums Management without allowing price chang
a 7 AP Mobile User AP Mobile User
< >

Close

You will notice the role is now added to the bottom of the roles list. Select your role by clicking the check mark.

. . iE "= |Fe|
Click Set Access Options. _
Add, edit or delete Roles
(You will note that this button
becomes available for new roles Role Information
onIy). Role Mame  |Custom Role | []
Role Description Reset
Update
The Set User Access for R
AdvancePro dialog will open. Start by
selecting the general switchboards
this role will havsa access to. Click Existing Roles
Save Access Options.
No. Role Description o
3 Warehouse Management Warehouse Management
. . . ] 4 Order / Retums Managem...  Order / Retums Management
To further SpeCIfy which dlalogs or O s Sales Rep Role Order / Retums Management
forms that role can access within the s Restricted Sales Rep Crder / Retums Management without allowing price ch
switchboard, click the edit button (the E : et e P e
) . 3 Custom Role
“E” in the sub-options column, last on ¥
. £ >
the right).
Close

The switchboard will open, where you can select or de-select the specific forms or dialogs that role can access.
Click Save when done.
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3.3 Inputting Data into AdvancePro

You are now ready to input data into AdvancePro. There are various ways to input information (such as customer
information, vendor information, orders, etc.) into AdvancePro:

e Manual input. You can use the various forms available to enter data manually. We will review each of these
individually in the chapter related to that object. For example, we will review creating products manually in the
product chapter.

e QuickBooks® import. AdvancePro can import or export to QuickBooks 2002 or higher (US, Canadian, UK,
and Australian versions). Importing from QuickBooks can save you a lot of time since AdvancePro will accept
many QB settings.

e Excel import. Import your existing data from .xIs files.

e XML import: Importing XML files means you can import vendor or customer orders from virtually any existing
database. You must purchase and enable the XML import module to use this feature.

e EDI: Some information, such as customer orders and carrier information can be entered via EDI.

e Amazon, Web Services, Sales Reps: Customer orders can be entered via any of these options.

We will review manually inputting each type of data into AdvancePro separately, but in general, you can find the
forms you need to input data in the related switchboard.

For example, to input a new product, open the Product Switchboard and click Add Product. (Remember, you can
also access some of these forms from the sidebar, or by using keyboard shortcuts.)

Advance- Admin Customers Vendors Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR
Wy Workepace |

& Customers

Products

e e o
Manage Categories

Add Product Manage Inventory
Global Pricing

Variant Manager
Edit Product New Cycle Count
Ne

w Material

View All Raw Materils
View All Preducts View All Cycle Counts
Build Finished Product

e View/Add Promotions

Add Item Kit Alert Report
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A>fore any kind of import, be sure to back up your existing database.

QuickBooks ® users can easily import data from their QuickBooks data file (QBW). The following information is
imported into AdvancePro:

Customers
Vendors
Products - Inventory, Non Inventory, Service

Items) - Item Kits and Assembly Items can be imported either as Item Kits or as Assembly ltems (require
Manufacturing module)

Carriers
(Ship Via)
Payment
Terms
Sales
Reps

Tax

A CAUTION: Open the QuickBooks file from the root directory and not from your desktop. Failure to do

Close all other open software applications and files on your computer. Open QuickBooks.
Open the QBW file you want to import.

In the open QuickBooks ® company file, use the QuickBooks / options/ preferences to change the following to
ACTIVE:

Vendor
Purchase Order
Sales

Tax



5. Open AdvancePro.

6. Click the QuickBooks image to open the QuickBooks Switchboard.
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¥ Products
dd Produc

Q Quick Search

—Select kem— =

B Open Windows

Log Out

7. Click Settings.

Admin

Customers ~ Vendors  Products

Warehouse

Returns  Reports

Sales Reps

@ qGliickbooks.

Last export performed by: Admin Admin

Settings

Reports

Date: 112012020 11:27:00 AM

Customers

QuickBooks

Export To QuickBooks

Vendors

Products

|Service ltems

Sales Reps

Carriers.

Payment Temms

olo|elol|e|a|-

Payment Methods

Currencies

| Tax ltems

Invoices (Shipped Customer Invoices)

Payments Received

Credit Memos (Received Customer RMA's)

Bills (Received Vendor Orders)

Vendor Credit Memes (Shipped Vendor RMA's)

s [1e

Promation Codes

Assembly Build

olefo|m|o]e|-

Export Progress:

8. Click Browse and open the location of the file opened in QuickBooks ®.

A CAUTION: It is imperative that the file location listed in AdvancePro is the same as the location
of the file you have opened in QuickBooks.

QuickBooks Settings

Set Up I Import I Export ; Categories ! Auto Export I

rSelect Your Company Fle

Company file !C:"-_Users"-_PuhIic"-.Doc:umerds"-.lrdu'rt"-.@uickBooks"-.Company Files\AdvanceFro 1.gbw €

Browse !

E Open QB File! -

Close |
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9. Click Apply, and then Next.

10. Click Initial QB Import button. You will be notified when the import is complete. Please allow some time for the
import to complete.

QuickBooks Settings

Set Up  Import | Export I Cateqgories I Auto Export |

r Import data from QuickBooks.

[ Initial QB Import

Import Progress |
MOTE: This s 2 one-time only #mport i

r Import QB Inventory A blies as:
¢ AdvancePro ltem Kits (7
i~ AdvancePro Assembly ltems (reguires Manufacturing Module (7 |

Mext Close

> NOTE: Initial QB Import can only be done once.
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A\ Before any kind of import, be sure to back up your existing database.

You can import customer, vendor and product lists, as well as customer pricing from .xlIs files. Please look for the
Excel Import button in Picking Location form and Lot Serial Number module to import related info.

A If you are importing customer pricing, be sure that the “Add Hoc Remote Queries” is enabled.

You can find this option using your Microsoft SQL Server > SQL Configuration Tools > Surface Area

Configuration Tools > Surface Area Configuration for Features.

1. Click Admin to open the Admin Switchboard, and then click Utilities.

2. Click the Excel Import tab.

Click here to
Import/Update
your Products,
Customers, and
Vendors

About | Upgrades | Database || Excel Import/Export| Payment Processor | MPL *Order Imp
port/Exp

(=& =]
0rl|

'Mult.Companies| 'LotheriaI#| 'BarCoding| 'Freigl'rt| “Catch Weights | B | “Advanced Shipping|

“UPS/Fedex/UUSPS | “AdvanceEDI Sales Rep. | “Order Matrix | “Addiional Entity | “Product Builder | “Ffo/Lifo |

*APInteligence | *AP Mobile | *AP Manufacture | *AP ActiSales | *AP Labels | ‘POS | “Resource Management |

MS Dynamics | AP API | 3 Party Shipping |

Import/Export Products

Import data from an existing Excel spreadshest

MOTE: Fleaze see the help menu for important information on preparing your Excel Spreadshest
BEFORE doing your import.

Click here to Export
your Products,

Import Products Export Products
Import/Export Customprs
Import Customers Export Customers
Import /Export Vendor
Import Vendors Export Vendaors
Import Customer Pricing
| [@=

Import 3rd Level Pricing

O Import 4th Level Pricing | (7

Customers, and
Vendors to *xls or
*.csv format

Click here to
Browse and

Import Assemblies

| Import Assemblies I

import 3rd Level
Customer Pricing
or 4th Level

Customer Pricing

Click here to import
your Assembly Ttems
(MFG module must be
activated)

Before you click the appropriate button to import your Excel file, look it over. You can download the AdvancePro
schema from the online Knowledge Base.
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You do not need to have information for every field, but the following are mandatory:
« Product Import Mandatory Fields

e Name
e  SKU must be unique.

v Customer Import Mandatory Fields

e Company Name

e Account Number is not mandatory, but must be unique. If you are updating customer information, you must
have account numbers.

Vendor Import Mandatory Fields

e Company Name

e Account Number is not mandatory, but must be unique. If you are updating vendor information, you must
have account numbers.

/\ Be sure that each entry has the mandatory fields or the item will not be created in AdvancePro.

/\ SKUs and account numbers must be unique. If they are not unique, the new object will not be im-
ported and an existing record may be changed.

A If you are importing to update existing customers, vendors or products, please be sure that the ac-
count numbers or SKUs as well as the names match the existing object. If they do not match, a new
object will be created instead of updating the existing object.

A note about addresses (both shipping and billing):

e Make sure that the address is split into fields corresponding to AdvancePro’s address fields (Street 1, Street 2,
City, State, Zip, and Country).



3 Setting Up Your Company

Click the appropriate button for the object list to import.

The [Import Type] > Map Fields dialog will open. Select an AdvancePro field on the left by clicking the checkbox.
Then, select the corresponding field from your .xlIs file on the right. Click Map. Repeat this process for each field
that you would like to import.

[P Hint: The Next button will become available when all the mandatory fields are mapped.

About | Upgrades| Database ”ml Payment Pmcessor| MPL ‘ “Order Import|
'Mun.Companies‘ 'Lot/SeriaIti| 'BarCod\ng| 'Freigl'rt| “Catch Weights | “EDI | “Advanced Sh\pping|
"UPS/Fedex/USPS | *AdvanceEDI Sales Rep. | “Order Matix | *Additional Enty | “Product Buider | *Ffa/Lifo |
“APIrteligence | “AP Mabile | “AP Manufacture | AP ActiSales | *AP Labels | *POS | “Resource Management |
MS Dynamics | AP API | 3rd Party Shipping |

“ustomers [a]= =]
Map Fields  Ready To Import
Select Excel File
Click here to
‘ | @ browse for the
customer data
Map the excel sheet

AdvancePro Map Fields
fields located on

the left with the [ compary_name =
Excel Sheet ] ACCOUNT_NO |
fields located on (O~ =
. TTE
the right. L] IR B
[ LAST_NAME
& [] PHONE
ompany [ Fax Click here to map
:i::];:eu;rt‘d [ EmalL AdvancePro filed
Agount. O gsga_; | with excel field
required if you Fomy
are updating M e
Customer [ STALE
Accounts. e il
[] COUNTRY
[] ADDRESS_NAME
[[] SHIPPING_FIRST_NAME
[C] SHIFPING_LAST MAME W

Close

P> If you have column headers that do not correspond to existing AdvancePro fields, use the Custom Fields in
AdvancePro.




X s Import 2= =]
Map Fields Ready To Import
Map Fields
[[] COMPANY_NAME [[] COMPANY_NAME
[] ACCOUNT_NO [] ACCOUNT_NO
[] FIRST_NAME [] FIRST_NAME
[] LAST_MAME [] LAST_NAME
[] PHONE [[] PHONE
[] EMAIL [] EMAIL
[] STREET_1 []1STREET_1
] cimy C]cimy
[] STATE [[] STATE
s G
[] COUNTRY [] COUNTRY
Close
-
Customers mport | = = £ |
Map Fields Ready To Import
Map Felds
[[] COMPANY_NAME [] COMPANY_NAME
] ACCOUMT ki 1 ACCOLMT KN
[]FIRST| AdvancePro
[ LAST
[] PHON
[] EMAIL Please read carefully:
[] STREI To update the Customer details please make sure that you
| CTY have completed the required
M STATE fields. The required fields are Company Name and an unigue
= 7IP Account #,
= | If you do not want this to happen, then please create a new
[]Coun Product,
If Account # is blank a new customer account will be created.
Do you want to continue?
Yes Mo
Ciese
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5. When done mapping, click Next.

6. The Ready to Import tab will open. Double-
check your mapping. If any fields are incor-
rectly mapped to your column headers, you
can select them and click Unmap. Repeat
step 4 until all the fields are mapped correctly.

If they are mapped correctly, click Import.

7. A warning message will open. Read it and
click Yes.

8. The import will happen. If there are any errors,
a window will open indicating the problem row
and field. Correct the problem and try again.

To check your imported values, you can use the sidebar menu to view all customers, vendors or products.
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You must have the XML Import module enabled for this option. If you do not have it, please contact AdvancePro
Technologies support at 1-800-970-9071

Download the schema file with all the possible column names/field names that you can import into AdvancePro (you
will need to log in with your support user name and password). Sample schema and other helpful links can be found
at the support module. Contact AdvancePro Technologies support or your sales rep for more information.

1. Review your XML file so that it will be properly imported. Make sure that:

There are no spaces in the column headers.
There is no color in the spreadsheet.
There are no outlines.

The sequence of columns listed in AdvancePro must match the sequence of the columns in the external file
that will be imported

The following columns are mandatory:
Company_Name

Order_Number

Order_Date

Product SKU

Quantity

S O O

Price

If you wish to associate the companies with existing customers or vendors in AdvancePro, make sure you
include the account numbers and that they are the same account numbers are those in the AdvancePro
database.

Remove any columns that you will not be using.

2. In AdvancePro, go to the Admin Switchboard and click Utilities.

3. Click the XML Import tab.



e =]
About | Upgrade5| Database| Excel Import,-’E:porti Payment Processor| MPL ”m
'Muh.Companies| 'Lot,-"SeriaI#] 'BarCodingi 'Freight| “Catch Weights | “EDI | “Advanced Shipping|
“UPS/Fedex/UUSPS | “AdvanceEDI Sales Rep. | “Order Matrix | *Addional Entty | “Product Buider | *Ffo/Lio |
“APInteligence | “AP Mobile | “AP Manufacture | AP ActiSales | AP Labels | “POS | “Resource Management I
MS Dynamics | *AP API | 3rd Party Shipping |

Order Import Tools

Please enter Key to activate Order Import Tools

Update
Auto Order Import Setting
Order Type —Select OrderType— ~
Select Schems [Select hem— - FileBxt[ |
Enable Auto Import
Time Interval Min
Auto Process Order Allow duplicate order #
Print Picking Slip
Auto Process Vendor Order
£
Load Import Tools Close
Manage Import =N e =<
Manage Schemas ] Ready To Import
Schema Information

Select Schema |—Select Schema— =

Order Type |—Select tem— ~ FileExt [—5& =

Name |

[~ Ord ~ Company_Mame
™ Ord Order_Mumber
™ Ship Order_Date
iz Product_SKU

P GQuantity
:: ,_: Price

Or
2 _ue |
™ Adjustment_Am
™ Ta Down
™ Ta
— O
ro
o
I~ Pro v

— | Blank Fields

. Add Ve |
Close
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Click Load Import Tools.

The Manage Import dialog will open. Use
the Select Schema drop-down list to select
from:

. All Data: all fields are preselected.
Use this if you will be importing most
or all fields available.

e  Some Data: mandatory fields and
some other key fields are preselected.
Use this if you will not be

) importing many fields into Advance-
Pro.

Select the Order Type from the drop-down
list (vendor or customer).

Make sure fields you are including are
checked in the left column, and that the
order of fields on the right exactly matches
your XML file.
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8. Please make sure that the sequence of columns in AdvancePro match the sequence of the data fields in the
imported files

9. Select the appropriate file extension (.csv, .xls, .txt).

IP You can save this schema using the Save button at the bottom. You can also create new schemas or delete
existing ones.

10. Click Next.

11. The Ready to Import tab will appear. Click Browse to locate your file. Select the appropriate schema from the
drop-down listed.

Verify the orders in the verification window and click Continue.

The orders have been imported!
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You can automate XML import in AdvancePro as well, once you have created the schema using the procedure
from steps 49 onwards listed earlier. Then, you can have AdvancePro automatically process the orders.

If you enable the automatic processing, “in stock” customer orders are processed orders using the FIFO (first in,
first out) method, and are then sent to the warehouse for picking, packing and shipping.

The XML files to be automatically imported must be located at:
e CPO: C:\Program Files\AdvancePro\New Customer XML Orders
e VPO: C:\Program Files\AdvancePro\New Vendor XML Orders

To enable Auto XML:
1. In AdvancePro, go to the Admin Switchboard and click Utilities.

2. Click the XML Import tab.
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3.4 Setting Up Currencies in AdvancePro

3.4.1 Setting the Default Currency

You can set the default currency using the Admin > Site Settings > General Settings tab. This currency is used by
default on all customers, but if you set exchange rates (as below) for other currencies, you will be able to select
them as preferred currencies for particular customers.

You will notice that on Admin > Currencies that the default currency is set to 1.00 in the Exch. Rate column.

Currencies lEI
Add, edit or delete Currencies
" Currency is
~Cumrency Information =
Currency Name | Fe-Export to OB I
Exchange Rate | . 2
Prefix |
Suffix |
. Specify action on digits after decimal poirt
Mandatory Fields ’ - -
y  RoundTo (" Truncate To I 4 Decimal Points
Re-Calculate CostPrice |  Add |

Select currency to edit or delete [T Displa

i 0 D
- v
m = = P P =
| 7|lsraeli Shekel 5 o & o Truncate |4
| &|Japanese Yen ¥ 0 0 Truncate |4
0| 5|South African Rand R 0 ] Truncate |4
0| 3|United Ki m Pounds F: 0 0 Truncate |4
| 1|USDollar 5 ] 0 Truncate |4
Re-Export Allto QB | Close |

Note that default currency is set to 1.00
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3.4.2 Setting Up Exchange Rates, Prefixes and Suffixes

1. Click Admin and then Currencies.
Select the currency from the list.

Use the edit fields at the top of the screen to enter the exchange rate, prefix or suffix.

oD

Click Update when done.

3.4.3 Re-Calculating Product Prices with New Exchange Rates

Use the method above to set the exchange rate, and then click Re-calculate Cost Price to update the cost prices
for all products bought from vendors using this currency.

3.4.4 Adding New Currencies

1. Click Admin and then Currencies.

2. Enter the currency name, exchange rate, prefix or suffix.

.Cu!:lencis ]E‘
Add, edit or delete Currencies
— Currency Inf ion L HEmE
Currency Name | Re-Export to OB |
Exchange Rate | 7 App ne Rate
Prefix |
Suffix |

Specify action on digits after decimal point
’75' RoundTo ¢~ Truncate To I 4 Decimal Points

Re-Calculate Cost Price f Add | ; Elete
[Prefix | Suffix [Exch. Rate [OnlineRate | |Round  |D.Put
0 1 0 & |Truncate |2
| 4|Euwo € 0 o Truncate |4
| 7 |lsrzeli Shekel 5 0 o Truncate |4
[J| &|Japanese Yen ¥ 0 o Truncate |4
| 5|South African Rand R 0 0 Truncate |4
O| 3|United Kingdom Pounds £ 0 0 Truncate |4
O 1|uUsDallar s 0 1] Truncate |4
Re-Export Allto QB | Close

3.4.5 Deleting Currencies

1. Click Admin and then Currencies.
2. Select the currency from the list.

3. Click Delete.



3.5 Setting Up Payment Terms

Mandatory Fields
e Payment Term

e Due Days

1. Click Admin and the Payment Terms.
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20" - adminl

& Customers

Order

&4 Vendors

Q, Quick Search

—Select ftem— -

@ Open Windows

Log Out

Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

Admin

T T T

Site Settings Currencies Product Unit Management
Site Administrators Payment Terms Packaging Units
Roles Payment Method Carriers
Rounding Options Tax
Reasons
Utilities

The Payment Terms dialog will open. You can add new ones by entering the term name, description if desired,

and due date, and then clicking Add.



Payment Terms

Add, edit or delete Payment Terms

r
r Pavment Terms

Payment Term |

Description
Due Days
Select payment term to edit or delete [~
No | Payment Terms | Due Days ]
01 prepay 1]
Re-Export Allto QB Close
Payment Terms Eli =] !@
Add, edit or delete Payment Terms
r
Payment Terms
Payrment Term |prepay Re-Export to QB
Description
Due Days |0
Rezet Update Delete
Select payment term to edit or delete
No 1 Payment Terms | Due Days |
11 prepay 0
7
Fe-Export Allto QB Close

Select a payment term to delete or edit it.
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You can edit payment terms by
selecting them using the checkbox on
the left, making your edits and then
clicking Update.

To delete a payment term,

select it using the checkbox, and click
Delete.

If you would like to make a payment term

inactive, click the checkbox on the top
right.
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3.5.1 Re-Exporting Changed Terms to QuickBooks®

Once you have edited, deleted or added payment terms in AdvancePro, you can manually re-export them to
QuickBooks. Click the button on the top right to do so. Any edited or deleted record is automatically marked for re-
export to QuickBooks.

Payment Terms =] E

Add, edit or delete Payment Terms

it [T Porneni Tenmis imciue
Paym Terms - / —

. S ) Payment Term IDI'BDEY k Re-Export to QB | >

Description ~—
Due Days Iﬂ

Feset Update | Delete |
Select payment term to edit or delete " Displz :
Mo | Payment Terms | Due Days |
[wl1 prepay 0

Re-Export Allto GB | Close
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3.6 Setting Up Payment Methods

3.6.1 Required Fields

e Payment Method

Click Admin and then Payment Method.

@ AdvancePro 11.00.0.1120" - admin1

AdvancePig Customers ~ Vendors  Products ~ Warehouse  Retums  Reports  SalesReps  QuickBooks  Web  MFG  MCR
My

& Customers

Admin

¥ Products

Q, Quick Search

Site Settings Currencies Product Unit Management
B Open Windows Site Administrators Payment Terms Packaging Units
Roles Payment Method Carriers
Rounding Options Tax
Reasons
Utilities

Log Out &2020. AdvsncePro Technologies. Al rights reserve:




Payment Methods
Add, edit or delete Payment Methods

Payment Method

Payment Name |

Description

_fReset |

Select payment method to edit or delete

_Ad | Delete |

No. | PaymentMethod

O1 cc

Re-Export Allto GIB

Close

IP To clear the fields, click Add New.
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To delete or edit a payment method, check
the box corresponding to the payment
method, make your changes and click
Update or Delete.
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3.6.2 Assigning Default Payment Methods to your Customers

1. Open the customer profile from the Customer Switchboard (click Edit Customer and then click the Edit icon for
the customer from the All Customers list).

2. On the Payment Info tab select the payment method from the drop-down list.

Customer: All Fresh Vegetables =
Company Info | Address Info | Additional Info I Custom Flells ” Paymert Info  Referved Products I Products On Eack-OrderI

Order Info | Invoice Info | Sales Goal | CRM | Login Info

 Payment Details
Min.Amﬂuntpernn:lerﬂil Taxable ™ R
Payment Terms [N/A | TaxRate% INM I El
r Preferred Payment Method
Preferred Payment Metl Ddl l
N,-’ﬁ Hoide
Type I—Seled hem— i _DEM |
Credit Card # | - — Driver's License # I

_ — ]
ExpiryDate [ ‘[ cvN# Social Security # |
Name on Card |
Address |

Zip/Area Code I

MdNBwl Add | Delete I

— Additional Company Ir ior

Reseller Number I Federal Tax D I DUNS Number I

Ei-e:'-_':-.'sl Save & Mext | Close I

P> This can also be done on a per order basis when you are placing an order.

Receive Payments

All Fresh Vegetables

Invoice #[11 Order Total $[4.00 Date|[1/10/2017
Inveice Tatal $[4.00 Total Paid $[0.00 PO #[23

Amount Received $(0.00 Order Balance 5{4.00 Ref#[30 .
Invoice Balance SO0 | o When you accept payment from a customer while

Payment Method [l - processing a customer order or invoice, this payment
Lepme s S fp 0 method will be pre-selected, but you can change it if
Deposit To A t |Bank Account w| ¥ Export to QuickBooks . . .
W ek B o desired. Below is the Receive Payment form from the
Accounts Receivable Account iACCUU”TS Receivable |
Customer Order process.

Note that the payment method “cash” is selected (it
was the customer’s default, set as above), but you can
use the drop-down list to choose another method.

- Received Payments
% For the order this invoice belongs to ¢ For this invoice only

No. | Amount$ | Date | Method | Charged | Exportedto GB |

2 Print Payment | Delete PROCESS PAYMENT | Close |




3.7 Setting Up Taxes

3 Setting Up Your Company

AdvancePro's tax feature includes Group Taxes and Canadian Taxes (for Canadian users only). Use the Tax form
in the Admin Switchboard to create the various taxes.

3.7.1 Creating, Editing, or Deleting an Individual Tax Term

Mandatory Fields
e Tax Term
e Tax Rate %

e Tax Code

1. Click Admin and then Tax.

Customers

& Customers

Q, Quick Search

—Select tem— -

[E Open Windows

Log Out

Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

Admin

Ceee e B

Site Settings Currencies Product Unit Management
Site Administrators Payment Terms Packaging Units

Roles Payment Method Carriers

Rounding Options Tax

Reasons

Utilities

The Tax Information dialog will open. To add a new tax, complete the required fields

fields, click the Add New button.)

. (If you need to clear the

IP The tax code is automatically generated but can be changed.

2. Click Add.
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Tax Information El_@'@

Add, edit or delete Tax Information

|
Tax Information

T Torn | ™ Group Tax
Tax Rate % Tax Code Te e
o " Customer
Description |
T Vendor
Ext. Code
Tax Agency
Ext. Description | Select Tax Agenc +

lax Group/s

Reset | | | Aad |
Select Tax Terms to edit or delete
No. | Tax Term Tax Tem % | Tax Type |
(W TXA 5 CUSTOMER
Oz TXB 10 CUSTOMER
O3 TXC 15 CUSTOMER
Re-Bxport Allto QB Synch Tax Code WithGB | Close

To delete or edit a tax, check the box corresponding to the tax and then click Update or Delete.

[ If you are a Canadian company, please note that the Is Canadian check box allows you to create tax groups

that include the GST. You do not need to click that check box for ordinary single taxes (e.g. your provincial
rate).

Mandatory Fields

Tax Term

Tax Rate %

Tax Code

Tax Name for each individual tax (this will set the tax rate)

Number of taxes included in group

A Make sure that you have selected US user for QuickBooks® on Admin > Site Settings > QuickBooks tab.

If not, then you will be unable to export to US version of QuickBooks.
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A group tax consists of a set of tax rates that exist under a single tax term. You must have previously entered indi-
vidual tax terms and tax rates as above. If no individual taxes exist, you will be unable to create a tax group.

1. Click Admin and then Tax.
2. Select the Group Tax check box.

Tax Information EI'. [=] .!
Add, edit or delete Tax Information
-
Tax Information
Tax Term |Grc|.|p A < W Group Tax )
Tax Rate % 15 Tax Code |GRO
B ' Customer
Description |
" Vendaor
Ext. Code -
Tax Agency
Ext. Description | Select Tax Agenc =
— Tax Group/s
Tax Mame Tax Value
2 ~||TxB ][0 [ Pigayback
[TxA] ~||5
Reset | : I =it I Aad l 5 I
Select Tax Terms to edit or delete r
No. ] Tax Tem I Tax Term % | Tax Type |
O TXA 5 CUSTOMER
Oz TXB 10 CUSTOMER
O3 TXC 15 CUSTOMER
Re-Export Allto QB Synch Tax Code With GB Close

1. Enter the Tax Term for this group tax.
2. Add a tax description if desired.

3. After you check the group tax check box, a drop-down will appear in the Tax Group/s area. Select the number
of taxes that will make up the group.

4. Select the tax terms for the group from the drop-down. AdvancePro will total the tax rates for the group's tax
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3.7.3 Setting Up Tax Groups for Canadian Users Only

Make sure that you have selected Canadian user for QuickBooks on the Admin >Site Settings > QuickBooks

tab otherwise you will be unable to export to a Canadian version of QuickBooks. Click Admin and then
Tax.

Tax Information El!_EI_?@
Add, edit or delete Tax Information
-
Tax Information
Tax Term | v Group Tax
Tax Rate % Tax Code Tax Type
o " Customer
Description |
" Vendor
Ext. Code
o Tax Agency
Ext. Description | Select Tax Agenc =
Tax Group/s-
Tax Mame Tax Val
v - ™ Piggyback
| | 7y
Reset | | dors | Add | |
Select Tax Terms to edit or delete O
No. | Tax Tem Tax Term % | Tax Type |
01 THA 5 CUSTOMER
Oz TXB 10 CUSTOMER
O3 THC 15 CUSTOMER
Re-Export Allto GB Synch Tax Cde With QB | Close

This applies the PST to the order total
INCLUDING the GST.

o Select the Piggyback option to apply the PST tax to the order total INCLUDING the GST.

e AdvancePro will total the tax rates for the group's tax rate.
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3.7.4 Applying Tax Rates to All Customers or Vendors

Once you have successfully added a tax term or tax group as above, you can apply it to all customers or vendors
by selecting it and clicking the buttons below the Tax Group box.

¥ Tax Information @ :

Add. edit or delete Tax Information

r Tax Information
o it ITXE = Group Tax
TaxRate% |10 Tax Code [TXE e W
i I %" Customer
cription
. p ™ Vendor
xt. Code I
- Tax Agency
Ext. Description | |5eled Tax Agency ~ |
Re-Export to QB
— Tax Group/s

Reset Apply Tax Term To All Customers I Apply Tax Term To All Vendors | Update | Delete I

Select Tal-emne-iaadi-andalaie [T Display inact
MNa. | Tax Term f | Tax Term % | Tax Type |
11 TXA / 5 CUSTOMER
| [M2 TXB 10 CUSTOMER |
13 THC 5 TUSTOMER

Re-Export Allto QB I Synch Tax Code With GB Close
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3.8 Setting Up Product Units

You can easily set up the units in which you sell your products.

Unit Measurements EI = |IE|

Add, edit or delete Units Mandatory Fields

S ALk Inetive e Unit Name
Unit Name | Click Admin and then Product Unit
L Management.
| | The Unit Measurements dialog will

L D B r open. To add a unit, enter the name
No. [ Unit 1 and click Add.

01 NSA

Oz Box

O3 Carton

04 Packet

Os Shest

Os Case

Close

o To edit or delete a unit, select it using the check box, make your changes if required, and click Update or
Delete.

e Click Done.

Unit Conversion

:<Z On the Unit Measurements window,

Unit Conversion Entry click on Unit Conversion
1 |From Unit v| X | | = 1 |T0 Unit v| Save Delete

The Unit Conversion dialog will
Select unit to edit or delete open. To add a unit conversion, se-
e e o lect from the From Unit drop-down,
O [em [100 [mtr | the conversion, the To Unit and
Save
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You can assign units of measure to specific products while creating or editing the product. To edit a product, open
the Product form by clicking the Edit button from Products > View All Products. Then you can set the unit in

which you sell the product on the Product Information tab, and set units for buying as well as advanced units for
selling in the Vendor & Pricing Info tab.

As such, this is covered in the chapter on Setting up Products starting on page xx.

You can specify units in which you buy and sell this product, to make selling, receiving and ordering the product
easier.



3.9 Setting Up Carriers

Mandatory Fields

e Carrier Name

3.9.1 Creating New Carriers

Click Admin and then Carriers.

3 Setting Up Your Company

@ AdvancePro 11.00.0.1120% - admin1

cme

Q Quick Search

B Open Windows

Log Out

Carriers

Add, edit, delete Carrier information

Vendors Products ~ Warehouse  Returns Reports  Sales Reps

Admin

QuickBooks Web

MFG MCR

T T

Site Settings Currencies Product Unit Management
Site Administrators Payment Terms Packaging Units
Roles Payment Method Carriers
Rounding Optiens Tax
Reasons
Utilities

=)

M ca

r Camier Information

Carrier Name |

Phone I_I L l_

Fe-Export to OB |

Contact Name |

Nﬂtesl

0B Name |

¥ Same as Carrier Name

Select carrier to edit or delete [ She

r—Camier Accounts

MNa. | Carmier | Contact
01 AatRate
£

Re-Export All to QB |

Account No |
(" Customer " Vendor

E Account Belongs To

The Carriers dialog will open.
Complete the required fields
click Add.

and
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3.9.2 Deleting or Editing Carriers

e From the Carriers dialog (accessed as above) check the box corresponding to the carrier.
e Make your changes.
e Click Update or Delete button.

e On editing a carrier, you can also enter different carrier account numbers and have them appear on the CPO/
VPO to be assigned to your customer or vendor orders then. For example, if customer B has a certain FedEx
account number, you can edit FedEx in your carrier list, and add the account number. To do so:

¢ In the Carrier Accounts section, click the Add ew button if you need to clear the fields.
¢ Indicate if the account is for customers or vendors or both using the radio buttons at the top.
¢ Enter the account number in the Account field.
¢ Click Add.
' Carriers =] B ([E3a)
Add, edit, delete Carrier information O

Camier Information
Carrier Name |Flat Rate

Re-Exportto OB |
Phone | | |
Second, indicate whether the
Contact Name l .
Notes | account number is for CPOs,
QB Name [Flat Rate VPOs or both.

Add New Update | Delete |

Select carrier to edit or delete [

— Camier Accounts

0. ] Camier I Contact i |
I( Rt Rate Account No
(" Customer " Vendor {* Both
E Account Belongs To

£ > | Feset J 1 | = j

Re-Export Allto QB Close

Last, enter the new account
To add multiple account numbers to number and click Add.

a carrier, select the carrier first.

Click Done when finished editing the carriers.

P> clear the fields, click Add New.
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3.9.3 Assigning Carriers to Customer or Vendors

Open the customer or vendor profile from the Customer or Vendor Switchboard, or from the “View All” screens
(click the Edit button).

®) AdvancePro 11.00.0.1104* - Admin

QuickBooks Web MFG MCR

Warehouse Returns Sales Reps

Admin Customers Vendors Products Reports

View All Vendors Total Records: 16 # Per Page EEJll Tots! Pages: 1 Current Page: 1

-
I I I o
o — Account # anta Bl

1 Bakeman E

&4 Vendors 2 Beauty Care 8999 3339 8888 8281 Jeniffer Jill 933-8282881 Jeniffer@beautycare. ol |[El| Ti

Nes 3 National Beef Corporation 2999 5558 2227 2227 Jett Beefed 985-2222222 .com| L=
4 National Chicken Corporation 1999 9999 1111 1112 Harold Chicklet 998-1111112 t i i com |[E}| ]
5 National Fruit Corporation 5999 9999 5555 5552 Mos Fruitless 999-5555552 Moe@nationalfruit.com @ W
] National Pork Carporation 3999 5399 3333 3332 Jack Perky 995-3333332 Jack@nationalpork.cof [ED| T
Click the Edit button Il
- .
Vendor: ABC Superfoods EI = :@

Address Irfo | [ Addtional info Assian Products | Products On Back-Order | Order Info | Bil Info |

Company Info

Login Infa |
Preferred Currency Preferred Carrier|Nf’A v|

Payment Details

Creditlimt[op | FederalTaxiD | On the Additional Info tab (whether
EpHeTE o TexRate[VA ] you are modifying a customer or

sl Ll vendor), select your preferred
i (uick ' shipping method
Default Class FEERTanil pping ’
etk S This can be changed when you
S Pt Sy place a customer or vendor order.
|—Se|ectanﬂccount— v| 7

QB Name [] Same as Company Name
[ABC Superfoods |

Set payment details, preferred
currency, as well as any custom
fields, on the additional info tab

Save & Close Save & Next Close
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3.10 Setting up Reasons for Processing Returns

It allows a user to identify main causes for returns as well as use this information for gathering statistical data in a uniform

fashion, reducing user error with manual reason. That way each AdvancePro customer can define their own specific set of
reasons and keep their users from making up a reason

1. Click Reasons from the Admin Switchboard.

Customers

Q, Quick Search

Admin

Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

Site Settings Currencies Product Unit Management
BB Open Windows Site Administrators Payment Terms Packaging Units
Roles Payment Method Carriers
Rounding Options Tax
Reasons
Utilities
Log Out
-
Reasons EI':SS
Add, edit, delete return reasons information
Return Details Mandatory Fields
._‘.’|:-S |Retum From Customer w | ) Type
Name | | sotingTag [ ]
o e Name
Description

[ Is Default

Select return reason to edit or delete

Return From Custo... | Damaged

Return Frem Custo... | Broken

O
[ | Return From Custo... |\wrong ltem
O
I

Return From Custo.. | Mot as advertised

Yes

Close

The Reasons dialog will open. To
add a reason, select Return Details
Type, set Name, when adding a rea-
son for the first time click on Is De-
fault and click Add
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3.11 Setting Up Payment Processing

If you have a PayPal® Payflow Pro (formerly known as VeriSign® Pay Flow Pro) or Authorize.net® account, you
can set up payment processing directly in AdvancePro. The payment processors will work when you receive
payments on a CPO or Invoice. This also is helpful when you process payments on a POS order or a POS returns.

1. Click Utilities from the Admin Switchboard.

Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

& Customers

\

Add
&4 Vendors
)

Admin

Products

T T T

Site Settings Currencies Product Unit Management

B Open Windows Site Administrators Payment Terms Packaging Units

Q, Quick Search

Roles Payment Method Carriers

Rounding Options Tax

Reasons

Utilities

Log Out

L] Utilities o] &S]

ﬂl Upgrades I Database I Excel Import/Expart Im M “Order Import
'Muh.CumpamesI “Lot/Serial ﬁl “Bar Ccdingl 'Frewghll “Catch Weights I 'E[u “Advanced Shiupingl
"UPS/Fedex/USPS | “AdvanceEDI Sales Rep. | “Order Matrix | “Addtional Enty | “Product Buider | “Ffo/Lifo |
“APInteligence I AP Mobile I AP Manufacture I AP ActiSales I AP Labels I ‘POS l “Resource Management |
M3 Dynamics | *AP API | 3 Party Shipping |

If you are going to be using online credit card or check transactions with PayPal/Authorize.net plezse Loy

e g iy e o 2. Then click the Payment Processors tab.

] 3. Select the processor from the drop-down list
Autharize. N
il Verchart and enter the appropriate information.

Processor

PayPal PayHow
Check and Credit (J

Paragon Payment Solutions

Ueerhlome[ | am : 4. Click Save when done.

S —

Partner| |

Authorize net
Credit Card processing only.
Login ID

B —

Virtual Merchant
Credit Card pr ing only.

Merchant 1D
e[ ]
T

Paragon Payment Solutions
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3.12 Database Settings

You will need to back up your database often, and occasionally you may need to restore the database. The data-
base functions can be accessed in AdvancePro from the Admin Switchboard > Utilities > Database Tab.

] tiities (=& =]
About 1 Upgrades ]l Database | Excel Import/Export 1 Payment Pmcessor1 MPL ] “Order Import 1
’Muh.Companiesl 'Lot,-"SeriaIﬂ] ‘EarCoding1 ‘Freight] “Catch Weights ] “EDI 1 “Advanced Shipping1

“UPS/Fedex/USPS | “AdvanceEDI Sales Rep. | “Order Matrix | “Addtional Entty | “Product Builder | “FifoLifo |
*APInteligence 1 “AP Mobile ] *AP Manufacture ] AP ActiSales ] “AP Labels 1 PGS ] *Resource Management 1
MS Dynamics | “AP API | 3rd Pary Shipping |

Database Backup/Restore
Backup and Restore can only be done on the computer hosting the database server.

Database server

Backup Database
Restore Database

Clear Log Files

Start Again

@ Clear Database

Close

From there, you can:

o Back up the database

e Restore the database using your backups

e Clear log files

e Completely clear the database. This option is not recommended unless you need to rebuild all your data.

e If you select this option, you will be brought back to the set up wizard.
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4 \Narehouse

In this chapter you will learn about the Warehouse module
that includes the following:

4.1 Manage Warehouses

4.2 Picking Location

4.3 Picking, Packing & Shipping
4.4 Receiving Stock

4.6 Warehouse Transfer
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4.1 Manage Warehouses

Use this form to change the warehouse details or to add new warehouses

NOTE: Remember, your warehouse must have a complete address.

1. On the Warehouse switchboard, click on Manage Warehouse.

@ AdvancePro 11.00.0.1120% - admin s % ‘

Advance Admin  Customers  Vendors  Producls ~ Warehouse  Relums  Reports  SalesReps  QuickBooks ~ Web  MFG  MCR
My Vo

& Customers ‘

e Warehouse

= o
Q Quick Search

Manage Warehouse
19 QOrders To Pick 3¢ Orders to Receive

219
Y ek sewnse
Open Windows Create Pallet
& s rx} Orders To Pack 68 Vendor Orders
View All Pallets
. View Multiple Transfer History

186 Qrders To ship 19 Customer Returns
3 Vendor Returns 21 Transfers to Receive

1S

Transfers to Pick

Log Out

2. Here you can add, edit or delete a warehouse

Manage Warehouses | = !_EI_-EIE|

Manage warehouse details

Warehouse |Warehouse1 |

Contact | | | | |
(I
Address Info
F'hone| J_ | Fax | | I |
Email | | Notes

Address |1110 Finch Ave. West |

POS Setting
(O Single User (8 Multi User

City |Morth York

State ~ | State Other |ON
Click Zip Code |M3J 3J4
ick on
this button Country You can also

to add a delete a
feve warehouse by
: Add New Update Delete

warehousse selecting it and

: ; [] Dis clicking an this
Click hare MNa Wareho... Cortact Phane Fax Email buttan

to update 1 Wareho...

warehouss Oz Wareho. ..

infarmation

Done
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4.2 Picking, Packing & Shipping

Use the warehouse switchboard to access the customer orders and to further process them for picking, packing, and
shipping. Alternatively, you will also be using the warehouse switchboard to further process your vendor returns and
customer returns.

4.2.1 Shipping Customer Orders

Order Confirmation

Your order has been successfully placed!

Warehouse

1 Pick Ticket has been created.
Click here to a(;]cess thj If vou would like to Pick, Pack or Ship this Order now
customer purchase order —_ [click here | To Assign Pickers click her

gn Pickers click here

in the warehouse

Vendor
1 Wendor Order has been created.
Click here to access the Ifl*_:::n:l:E wh:'uld like to process the order(s) now
vendor purchase orders _
Work Orders
0'wiork Crder has been created.

Close

4.2.2 Access Customer orders to pick, pack and ship
1. You can use the order confirmation form to access the orders you have just placed

2. You may also access the Warehouse switchboard overview to access previously placed orders and
currently placed orders on pick, pack or ship stages.

Sort the orders by type and date

Click the dropdown selection to
sort the orders by Warehouse |

All Customer Orders (Warehouse) Total Records. 5  Per Page EEJl Total Pages: 1 Current Pag: 1
Sanian e
fe] [ &l B ToPick [] ToPack [] ToShip [] Shiped [ 2/ 472020 ~|[2/ 472020 +| [Bw]
Enter search criteria here 1 ALL | (@< [}
1 76 Customer_01 \/arehuuse O
2 Z 21412020 Aroma Towne ‘Warehouse Pick List m]
- 78 21412020 Customer_03 Warehouse Pick List [m]
4 s 21412020 Generic Mart Warehouse Pick List m]
5 & 242020 Customer_03 Viarchouse: Fick List ]
The warehouse of
Click here to open the order whera the orders Check the box of the
were processed order you want to select
The stage of
Check the box to the order will
sort the be indicated
consalidation print, here
by Picking location
G (m[=]
Click here to
Consolidate the
selected orders Here, you may select
to which stage you
want to process the
salacted orders to
< e
Batch Erocessng Click here to process
@7opak OToPask O Sipraw |0 | Process ™ yhe grders by batch 2 Print/Export Close




4 Warehouse

4.2.3 Picking Slip

IMPORTANT: You can click the Send Back to Open Orders button to edit the customer orders. Once the order is is
edit mode, you can add, delete and make modifications to the line items and other order details. Orders can be

set to edit mode till they have been shipped from the warehouse.

Batwaen and
[J Al &4 ToPick [ ToPack [7] To Ship [7] Shipped | 2/ 5/2020 ~ || 2/ 5/2020 ~| [@w

| I I | [ v][o=

Pick List Date |2/4/2020
Customer_01 o
= P —

Customer_01 ~
Street One Set Gty to Pick to
gt | gy :
; Clek here to pic e
the items in full = SKU#
Criteria =
Acc ¥ Ship date Carrier Carrier Acc &

i i cx-a| Coa—] |
Products Details
No ” =
1 \Warehouse 1 1

IT0013 Antidote

You may also manually
input the items picked

Total Order Qty/\weight 1/1 Ibs
Ficked Qty/\Weight n

= @) Pick now & Pack later

B||a|5 s =
With SN # [] With Batch # [ ] With CLU \with BOM .
? I? Send Back to Open Orders Save SUBMIT Close
Select the criteria to include
an printing the picking slip Click here to finish
the picking process

Click here to open the Bill of
Materials for Assembly Items

= Click here to Print the Picking Slip

. Click here to Email the Picking slip

& Click here to add notes to the Picking slip

4.2.4 Packing Slip

Batween and
@ &I [ IoPick ToPack [ ] ToShip [ ] Shipped | 2¢ 5/2020 ~|| 2/ 5/2020 ~| |@w

Il I | [ v|[e<

Packing Slip Date
Customer_01
— s ]

Customer_01 ry
Street One Set Qty to Pack to
County1 = Zero Click here to pack S Gamch
the items in full " SKUE
Criteria Lo
Acc B Ship date Carrier Carrier Acc #

' (22T O —— !
Producis Details

No SKU # Product use Unit Packaging Units Qty Req. Picked Packed
1 A 1 1 [

IT0013 Antidote wWarehouse NiA

You may also manually
input the items packed

Total Order Qty/\weight 1/1 Ibs
Picked Qty/ieight  1/1

= :' &= Fick now & Pack later (@ Pack Now O Ship now
\wfith SN # [] Wwith Batch # [ With CLU ‘with BOM
Send Back to Open Orders ave SUBMIT Close

Select the criteria to include
on printing the packing slip
Click here to finish
the packing process
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= Click here to Print the Picking Slip

. Click here to Email the Picking slip

D Click here to add notes to the Picking slip

4.2.5 Shipping Slip

Between and
o] [J Al []IoPick [] IoPack To Ship [ ] Shipped | 2/ 5/2020 | 2/ 52020 ~| |@hw

\ I I | [ v] (@<

Customer_01
T To i T
Customer 01 ~ ek - i Ref2[7s |

Street One
City1, §S5. 1000 Scanner Search
Country1 v

Criteria |SKU#

Acc it Ship date Carrier Carrier Acc ¥

' [ i -] | a—

1 IT0013 Antidate \warehouse A
I_‘_,— The quantity that has

been picked and packed

You may add an

Total Order Qty/\eight 1/1 Ibs Aditional Shipping $ dditi rit
tional sh
Picked Qyfeight  1/1 e
e
a|a 2= Fick now & Pack later | Fick & Pack now, Ship later @ Ship now E"t‘*l:th: tarcking
= number nere
q]vmn SN# []With Batch# [ With CLU ?\«mh EOM
Show Invoice Send Back to Open Orders - [TSuBMIT ||| Close

Select the criteria to include Click here to finish
on printing the shipping slip Quantity required for shipping the shipping process

Check this box to have the invoice
pop-up window after clicking submit
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4.3 Multiple Picking Location

The Multiple Picking Location feature allows you to create multiple picking locations per Warehouse. Thus you
will be able to track and assign stock, ship and receive stock into different picking locations in your warehouse.
You will also be able to now transfer this stock between Picking Locations. This feature gives you an enhanced

capability to micro manage your Warehouse.

4.3.1 Enable Multiple Picking Locations feature
1. Go to Admin Switchboard

2. Access the Site Settings from and then the General tab
3. Click on the setting for Enforce Picking Location Inventory

4. Click the Save & Close button to save changes.

Site Settings o] = =
Company Information ]i General Seﬂingsl Additional Settings I Printing Seﬁlngsj Site Wide Settings ]
My Work Space J Additional Faverte Links 1 QuickBooks i Custom Fields ’ Custom Fields Zi UOM Settings 1

Email Settings ] Mtachment Settings ] Custom Templates J

Default Cumrency Setting Default Settings
Currency Set Customer PO starting #
Default Weight M z Set Vendor PO starting #
Set Invoice starting #
Weight Measurement Set Customer RMA starting #
Logo for Print :
Set Cust. Account Starting # l:l
Browse forimage
| 9 | Set Vend. Account Starting # I:I
Browse
Set Transfer Order Starting #
Invoice Note
:'::|} Square
= Hori 1
) Hor: |Enfuroe Picking Location Inventory |—— Click here to enable
|; Vertical Direct Invoice || multiple picking
) Display Initial Gty [] location settings
iL._ Custom x Direct Bill []

L

Shipping is Taxable []

Target Stock Level Show Combined Variants []

Value [0 | [ Update Stock Level

Show Back Order ltems on Inveice [7]
Show Back Order ltems on FPS slips []
Enable Customer Reserved Inventory []

Enable Admin Level Tax and \Warehouse []

Enable Product Level Taxes []

Click here to save
L the settings

| Save & Close Save & Next | Close

4.3.2 More Multiple Picking Location Settings
You can create Multiple Picking Locations from either the Warehouse switchboard or from Utilities

e To access the Multiple Picking Locations feature, go to Warehouse Switchboard and click on Picking Location

Manager

e To access the Multiple Picking Locations feature, go to Admin Switchboard, click on Utilities button, next click
on MPL and Manage MPL.

1. MPL Level Settings (1st Level)

2. Global MPL Product Level Settings (2nd Level)



4.4 Warehouse Transfer

4.4.1 Transfer Inventory

1. To transfer from one inventory to another, go to Product Switchboard and click on Manage

Adek Cosomen Vonrs Wachowse  Foums  Fopors  Sueseps  QuikBooks  Web  MFG MCR
Q Quick search Products
p—
I cpa Productinfo Inventory Info.
Menage Categors
Add Product Manage Inventory
Global Pricing
Vet Marager
Edit Product New Cycle Count

New Raw Materal

View All Raw Materals
View All Products

View Allycle Counts

8uildFinished Product
Product Re-order Vel otions

Add Item Kit Alert Report

Log Out S Ao B

2. On this window, all of the products can be seen on this window and its information. Select

and then click on the Transfer Inventory button

4 Warehouse

Inventory

a Warehouse first

This is where
you can edik Yau can enter the number
wihat columng Enter cearch Total number of of items that you want to Click thie aption if
10 be shovn eriteria here tems be displayed per page o want to show
Advanced UOM
i Click this
Minage Product Inventory Toal Records: 140 #Per Page: A1l Totel Pages: 7 CurrentPage: 1 [+ | i:ﬂtﬂ;’lf‘mr
= 2 et ] Dxemiay Pt ore — allinactive
You can manually ¢ ) products
= change the stock lick this option if you <]
T = : 1 here want 1o combine Warehouse; Selecta
= here
[ swok[NewQuan | @ | [ & | Cost| Seling| Cow.Gy1[  Conv.Qr2 B
7 @2 b Zi A
o1 Insp135368-03-RE el Lo T 28200 CPU & L300H: Miosadlinirions 1 Gl AReck 1-.. 157 (o 4391 - Q 416|500 ihoret
Home 1000 Gb 844 Gh- Refurbish ick here to
0738 Intel(R) Core(TM) i7-6500U CPU @ 2.50GHz Microsoft Windows 10 rocess
= SRR U738 ) Core T 65000 CPL @ 250Gz Micosof indows 10 e oo o o] = o proce n
e e . = nventory
[E5]E) 1 i B © &P &) 5997 - Q 50| @25 Transfer
il 5 15 Cavity Gichen DIY Baling Coke Cond Hest Resisant Food Grace Sicors & = > ol o
als = 15 Covty Kichen DIY kg Cake Cand Grade Siicore 4 7 = o | 0% Gz
Ole 1824 1824 B 95 a5 340 - [] 30| 405
[m]E <770 1624 B 350 350 500) - Q 50 60}
Ojs 18242 18242 154 985 > 9 10| 15
Ols 33333 a2 | 1 5 - Q 500 o
(=] ) 345345 Do abc1z3456 102 102 B o] 13800}
o[ [ Acple FRED) 1803 4979955 - Q [ 0
Of2 APDOT2412 ricot B 5 587 682| E Q Bl
[=]E] 213 asd 1 4| - 9 0 0
Ol [as123123 zsdasd 0 101 > Q 5| 55
O[5 [ocssme ATOMIC 20V MAX" BRUSHLESS 412 IN. CORDLESS CIRCULAR A 13| 365 > Q o s25
Oje M1 Bacon 5094 5356 | - 9 8| 102
[=lkid BB001 Baos B o 303 1121 > Q 0 0f
Of1e  [Boot Ballpen Fi) 62 1007 - Q s0| )
Oj1e vi7 Banana 67, 963 - ) 5| 1065]
Ol [es¢ Beans | 500 &) 20| > ) 5 6
This icon denotes
that this product
have sther units
This iz whera you
can view Multiple
adjustments
L _l_I
Click this to
& Varerts  MAssembiy tem ot Drop Sri ftem sxport £01 I O
9 Multiple Picking Locations:
W Frocess Relumned P roducts = L= Close
Click this to view theJ I—[h«:k this if you

Order Matrix This is where you can

view: all the transfers and
adjustmants

wiart ta process
& Multi-transfer
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This number enclosad in
a parentheses is the
stack from your picking
Iocalti{:n

Transfer Inventory _ w0

Product Name 0738 Intel(R) Core(TM) i5-6200U CPU @ 2 30GHz Mic In Stock # 4319

SKU# Insp135368-03-RB
Select
\";fgh{?use Transfer Products Between Warehouses Alsa, you must
from the From |Warehouse‘| v| Pick LDc|A Rack 1-Sheff A (4815) v assign a Picking
drop-down location here

P To |Warehouse 2 | Pick Loc|[A2 52) |

Mext, input
quantity Qly

here Reason |A Rack 1- Sheff A s full. Meed to transfer stock to AA

Transfer history

m UOM [WH. Fro.. [WH. To |PL From FL To Datv F‘ ason Qty [ User

‘Warehou._.. | Wareh .

ARack 1..

| Assign LDtI'SeriaI s | | Transfer I

input the reason
of transfer

Click here

tes

to process

Click here to assign  the transfer

50( Admin Admin

2 ‘Warehou._. | \Wareh .

ARack 1.

N\ BQ‘II._ t'am:fer

1| Admin Admin

Lot/Serial #s for the
products that neads
to be transferred

Tl-nse |

4.4.2 Multiple Transfer

Direct Transfer

1. Transfer Detais | 2. tem Detais

Direct Transfer
Warehouse From  Warehouse1
Warehouse To ~ Warehouse 2
Transf. Date 2/5/2020
Single WH Multple WH

S oo | Prous a0 coon A v [ad] [0

Ref# |58 Order# |17

I you want to apply the same

reasans for all of the iteme you want

to transfer, input the reason here and
click on 2pply for All button

e |

=
1w

Select the Picking
Location

—0|1_|ARack 1-Sheli A

Click on this column.
twice and this window
will pop-up

Click on thie button to

Saveand Close ——"" jccignpL

Transfer || Close
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In-Transit Transfer

1. When processing an In-Transit Transfer, you need to select a Warehouse from and to, click on In-Transit and
select an Inventory Ownership

1. Transfer Details | 2. fem Details

a
Transfer Order
Transfer Details Selecta :
se wihere
Select Warehouse From  [Warehouse1 v—rEan
Warehouse Address | 1110 Finch Ave. WestNarth York, ON, M3J 3J4C fram
Select Warehouse To  [Warehouse 2 - Select a wareholise
from the drop-d
Warehouse Address |11 Finch Ave. WestNoth York, ON, M3J 3J4C where you want the
stock to be
Use this to Transfer Order# 117 transferred
trancfer stock ——— 1
instantaneausly Type (ODirect @ In-Transit
Inventery Ownership
Select an Inventory
o Ownership
Notes | Destination
ELPROCEED Clese
2. Add a product that you want to transfer, input Transfer qty, provide a reason. When all is set, click on Save
and then Process.
1. Transfer Detais | 2 lem Detais -
In-Transit Transfer Ref# |58 Order#t |117
Warehouse From  Warehouse1 Scanner Search
Warehouse To ~ Warehouse 2 Criteria
Transt Date 21512020 L 1
Ship date Expected date _ Carrier Carerdecs
[z 62020 v][2102020 ][niA v [Seeat v ]
[seuz | ] proset | ] av:[0 | Cotegory[ A [Bsd] (@
i Avail Sock |[Resson [ TemkQy| @ |
5 Insp136365.01.RB U738 InteliR) Core(TM) i7-6500U CPU @ 250GHz Microsoft

\indovs 10 Home 256 Gb 6.4 Gb - Refurbish 4544 | Need o rans e shock

= — T

[EL PROCESS] | Cancel Transfer| | Close

3. A transfer confirmation will pop-up after clicking on Process button

Warehouse
1 Fick Ticket has been created.

If you would like to Pick or Ship this Transfer now
click here.

Close
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In-Transit Transfer

4. You will then need to process the transfer to the warehouse by Picking, Shipping from where the stock came
from and Receiving it from the other warehouse where it was sent into.
5.

Once the stock have been shipped, it will appear on To Receive, then you'll need to input the quantity you
want to receive and then you can receive the stock

All Transfer Orders (Warehouse)

Total Records: 22

# Per Page EEN  Total Pages:1

CurrentPage: 1 [ 1]
Bemzer ane
[JAl | []ToPick [ Shipped ToReceive [ Received [ 2 52020 || 7 5200 v| [@=
\ I[ | [AL v o
1. Transfer Detals. 2. hem Details
In-Transit Transfer (To Receive) Ref# |58 Order# 117
Warehouse From  Warehouse Scanner, Scarch
i [SKU% N
oo Viaichoisie > Crieia  [SKUF ]
Trnst. Dote 2/5/2020 L ]
Ship date Expected date _ Carrier Carterscc
(252020 ][ 211072020 +|[wa ~|[o V]
No SKU # Prod uoM 15] Avail. Stock | Reasen Transfer Qty | PicLoc To Receive
PU@
1 - 10 4534 | Need to transfer stock
Gb 844Gh - Refurbish

Click on this Receive
All butten if you want
to receive all the stock

[
i,
K

Click this if you want
to return the stock to

the warehouse
where it came from

Reverse Transfer

Receive All | | Receive
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5 QuickBooks®

Synchronization

In this chapter you will learn about the QuickBooks module
and functionality. We will help you set up AdvancePro for
your initial QuickBooks import and exports, and then review
executing these imports and exports. You will also learn to
monitor to monitor your synchronization activity and history.

5.1 QuickBooks® Functionality
5.2 QuickBooks® Setup

5.3 Importing from QuickBooks®
5.4 Exporting to QuickBooks®
5.5 QuickBooks® Reports

5.6 QuickBooks® Error Messages
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QuickBooks® Functionality Explained

AdvancePro synchronization balances your inventory, invoices and bills in your QuickBooks file. You could then
use your QuickBooks application only for accounting purposes. All your order processing, inventory management,
customer and vendors’ management, etc. will occur in AdvancePro. By keeping your inventory separate from
accounting, you ensure that the integrity of your inventory is not compromised.

AdvancePro import allows you to import the following items from QuickBooks:

e Customers

e Vendors

e Products

e Assembly Items

e Payment Terms

e Payment Methods

e Sales Reps

e Currencies

e Shipping Methods

AdvancePro has the ability to import Iltem Assemblies. You will have two choices on how AdvancePro will import
these products.

Import as Item Kits: All ltem Assemblies from QuickBooks will be imported as Item Kits. Item Kits are logical
group of products and do not require building. The available to sell quantity is calculated automatically from the
available stock of its components. ltem Kits are used in sales and cannot be purchased or have inventory adjust-
ment.

Import as Assembly Items (Requires Manufacturing Module): Item Assemblies from QuickBooks will be im-
ported as Assembly Items. Assembly Items require you to build the finished goods before they are available to
sell. This type of item can be purchased from a vendor as well as manually adjusted for inventory. As a result of
this, you will be able to sell as many items as you have purchased or built. Assembly Items are then exported to

Do not try importing from QuickBooks more than once since this will create duplicate data in
AdvancePro.

P NOTE: For a successful synchronization, you must be signed into QuickBooks as Admin and it must be in
Single User mode.

> NOTE: You must have a version of QuickBooks installed on the machine in order for a successfully
synchronization
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AdvancePro export allows you to export the following items to QuickBooks.

e Customers

e Vendors

e Products

e Sales Reps

e Carriers

e Payment Terms

e TaxTerms

e Invoices

e Credit Memos

e Bills

e Payments Received
e Currencies

e Inventory Adjustment

e Value Adjustment (Freight Module)

AdvancePro export updates your QuickBooks file. We recommend that you export your data daily.

QuickBookse 2002 (US, Canadian, UK, and Australian versions) or more are supported by AdvancePro.
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5.2 QuickBooks® Setup

1. In AdvancePro, click QB and then click the Settings button. Alternately, you can:

e Use the QB drop-down list to select Settings

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

infurf
@ quiickbooks.
Lz rformed by: Admin Adi
e S e Datg- 1,232020?1"27 00 AM Export To QuickBooks

Customers 1

P Products Settings | Vendors (1]

Eis Products g

Service ltems 5

Sales Reps 0

Q, Quick Search Repers  [Carriers o

Payment Terms 0

_ Payment Methods 0

[B Open Windows ?:;ri';:zs ;—

Invoices (Shipped Customer Invaices) a7 1

Payments Received 0

Credit Memos (Received Customer RMA's) 0

Bills (Received Viendor Orders) 8 5

endor Credit Memos (Shipped Vendor RMA's) 2 0

Promation Codes 0

Assembly Build 0 5

Export Progress:
Log Out
QuickBooks Settings = x
Import  Expott Categories Auto Export
2. The QuickBooks Setup form will
open. On the Setup tab, click the
Select Your Company File
Browse button.

Company file | | 3. A browse window will open. Locate

and select your QuickBooks file
(extension “.qgbw”) and select it as the
preferred file for future exports and
imports.

E Open QB File

Click to locate
your QuickBooks

MNext Close
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4. Click Apply to complete the setup.

5. Open the QuickBooks file from the exact location you stated above.

CAUTION: Do not open the QuickBooks file from your desk top shortcut. You will get an error message if
you do so.

6. Click Next. You are now ready to import from QuickBooks.

P> You can change the preferred company file any time by following the first two steps above.

AdvancePro requires the following settings to be enabled in your QuickBooks company file for all exports.
e Vendor
e Sales Tax

To change these settings please do so from your QuickBooks file.
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Importing from QuickBooks®

Before any QuickBooks functions can be performed, a QuickBooks company file must be selected on the Setup
tab. See Section 4.2 above for more information.

Please make sure all other applications are closed since this import uses most of your computer's
resources.

In Order to import into AdvancePro, please be login into your QuickBooks file in single user mode and
as an Admin.

The QuickBooks Import function is a one time only function that is used to populate the AdvancePro database with
data from your QuickBooks company file.

2.
3.

Make sure QuickBooks is running with the selected company file open.

Go to the QuickBooks Setup form > Import tab. (Access QuickBooks Setup by clicking QB and then the Set-
tings button, or using the QB drop-down to select Settings).

If you use assembly items in QuickBooks, indicate whether to import them as item kits or assembly items in Ad-
vancePro.

Item kits can be broken down into their component products. For information on item kits, please review the
related chapter

Assembly items require the Manufacturing Module. For information on assembly items, please see review the
chapter pertaining to Manufacturing.

Click the Initial Import button to begin the import.

Set Up Impot Export Categores Auto Export

Import data from QuickBooks.

(] Import New QB ltems

Progress of the

Import Progress import

Import QB Inventory Assemblies as:

(@ AdvancePro ltem Kits (7

(0) AdvancePro Assembly ltems (requires Manufacturing Module (7.

—

List of items
imported from
QuickBooks during
the once-off initial

Next Close

CAUTION: The @B Import function is a one

time only function that is used to populate
Once the import has been completed a

confirmation window will appear and the form AdvancePro’s database from your
window will close. QuickBooks company file. Do not try to

import from QuickBooks twice.
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5.4 Exporting to QuickBooks®

5.4.1 Account Configuration

Before an export to QuickBooks can be performed, your QuickBooks account details need to be configured.

You should also reconfigure your accounts if you add new accounts to your QB file.

1. Go to the QuickBooks Setup form > Export tab. (Access QuickBooks Setup by clicking QB and then the Set-
tings button, or using the QB drop-down to select Settings).

2. Click the Import button to populate the list of QuickBooks accounts in the various drop-down boxes.

3. You must be logged into QuickBooks in order to Import your Chart of Accounts.

Prnks Settinns — 4

gs e

Set Up  Import Categories  Auto BExpart

Step 1.
7 “four Accounts Bst has already been Imported. You may Re-Import these Accounts at any time by using the

I—. Re-Import Re-Impon button.
Do not reset default QB Accounts during Accounts Re-Ilmport

}:]t;;:t:::]vg Step 2. Select QuickBooks Accounts (all QuickBooks versions)
accounts Asset account ||nvent0w Aaset ~ |
from Q8 Income account |Sales v |
COGS account [COGS v |
Accounts Receivable account |NH V|
Accounts Payable account |NF' v| e e
Default Deposit to account |Cash v| your accounts
Shipping account |5hi|:'|:'ing v | here
Services account |Sewices v|
Services Adjustrment account |Sewices w |
Default Discount account |Discoun’f w |
Select only if using GuickBooks 2003 or newer versions ?
Negative Inventory Adjustment account ||nverﬂ0r¥' Asset ~ |
QuickBooks 2003 Positive Inventory Adjustment account ||nverﬂ0r¥' Asset ~ |

or higher users
can also select
these accounts

Finizh Close

4. Configure the correct accounts by selecting the account in the drop-down that corresponds with the account
type displayed on the left.

5. Click Update.
6. Click Finish.
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5.4.2 Configuring Accounts for Separate Product Categories

This section will allow you to associate separate accounts for each of your product categories.

1. Go to the QuickBooks Setup form > Categories tab. (Access QuickBooks Setup by clicking QB and then
the Settings button, or using the QB drop-down to select Settings).

2. Select a category from the Categories drop-down list. Then select the corresponding:
e Asset account
e Income account

e COGS account

QuickBooks Settings

Indicate the Categories
. e Select a
corresponding Asset sccount <
Income account
account for each 00GS acccurt |3
of these account | Exfoc acnoint |
Save Close
 View Accounts for Categories
Mo ] Categories ] Asset Accourt Income Accourt ] COGS Accourt
1 Beef Asset Account General Merchandise Sal... Cost of Goods Sol

Selected accounts will be
displayed here. You can edit
or delete them as required.

3. Repeat step 2 for every product category. The selected accounts will be shown in the list at the bottom part of
the form. You can select the category row to change any of the account settings. (Be sure to click Update
when done editing the accounts).

4. Click Save.
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5.4.3 Configuring Auto-Export

You can set AdvancePro to automatically export at pre-set frequencies. This way, you can ensure that QuickBooks
is always up-to-date with the latest inventory, sales and vendor information.

1. Go to the QuickBooks Setup form > Auto Export tab. (Access QuickBooks Setup by clicking QB and then
the Settings button, or using the QB drop-down to select Settings).

QuickBooks Settings

Set Up ] Impart ] Export ] Categorigs

 Enable Auto Export to QuickBooks
[ Enable Auto Export

Export every |1 3: hour(s)

Enable and set the frequency of
automatic exports to Quickbooks.

= Close

2. Click the Enable Auto Export check box to turn this feature on.
3. Set the frequency in hours for the export. You can set the frequency from 1 hr and above

4. Click Save.
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n order to perform an export, QuickBooks must be running with the selected company file open. Follow the steps

below to export to QuickBooks.

1. Click QB in the top menu bar.

2. Click Export to >>>>QB.

@ guickbooks.

Last export performed by: Admin Admin
Date: 1/2042020 11:27:00 AM

Pendng |G
Customers
Settings  |Vendors
Products
Service ltems

Export To QuickBooks

Click to start export

Sales Reps
Reports | Carriers

Payment Terms
Payment Methods
Currencies

Indicates how many
items are being
exported

—

M= 9| o|la|lal|ln|m|a|]—

Tax ltems

Invoices (Shipped Customer Invoices) a7
Payments Received

Credit Memos (Received Customer RMA's)
Bills (Received Vendor Orders)

Wendor Credit Memos (Shipped Vendor RMA's)
Promotion Codes

Assembly Build

Ira | e

n |2 (< (| o | S |1=

=]

Export Progress:

The first time an export is performed, the following items are automatically created in your QuickBooks company file
by AdvancePro. These items will be used in all future exports.

Account: Tax Paid on Bills — this is the default tax account used for tax added to vendor bills.

Item: Shipping — this is the default shipping item used to record the shipping field on customer invoices and
vendor bills.

Iltem: Adjustment — this is the default adjustment item used to record the adjustment field on customer invoices
and vendor bills.

Vendor: Default Tax Agency — this is the default tax agency to which all exported taxes will be allocated.
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V4 Export of Products with Variants
QuickBooks does not support the creation and entry of products that have variations. But AdvancePro exports the
products and item kits with variations in the following way:

Product variants variants are exported to QuickBooks under the original product name and SKU # and all the
quantities of the product variants added up under the main product / item kit name.

For example if you have 5 product variants with the internal (main) product SKU# "546" and each product variant
has 10 in stock, the products will be exported as 50 in stock under SKU# "546".

Below, are the images of how the product variants will look in the invoices for AdvancePro and for QuickBooks.

AdvancePro Invoice - variants

Customer Invoices [ Credit Memo's

Total Records: 13 # Per Page EEB Totsl Pages: 1 Current Page: 1 El
Between and
[T Al @ AllInveices [~ Pending [~ lovoiced [~ Voided [ Credit Memo| g/30/2017 || 6302017 »| Ol
| | | | | o
Customer Invoice Date | 1/10/2017 x
Invaice # 111 QB Classes: |INTERNATIONALCL = PO# 23
All Fresh Vegetables Ref# |30
Billing Address Hi r Customer Shipping Address- !
All Fresh Vegetables A All Fresh Vegetables
5th Viegetable Street 4441111115
Vegetable City, VG, VWV115 v
i . Acc# Sales Rep Payment Term  Ship date Exp. date Carrier Carrier Acc &
|4000 D000 444: | | [110em7  [1115/2017 | |
- Products Details - 1
No SKU # Product Qty Price § Total §
1 V00002 Ginger 1 4.00 4.00
\eight: 2 lbs Shipping § 0.00 Adjustment§ 0.00 Sub Total § 4.00
lea 0ot Taxs| 000 TotaLs[ 400
BALANCES]  4.00
— Tax Groups -
= 0.00 g S| vominvoice [ Close |
I Print Queus

QuickBooks Invoice - variants
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5.5 QuickBooks® Reports

The reports in the QuickBooks section give you a summary of items that have or have not been successfully
exported from AdvancePro to QuickBooks.

» Items that have been exported successfully are marked with a green flag next to the item. 3=

¢ Items that have not been successfully been exported will be marked with a red flag next to the item. g

e For example; Some Items will report a summary with the following: ‘List Element is already in use’. This can be
corrected by clicking the reference ID and pressing the ‘Find and link this Item in QB during next export’.

e Items that have been marked with a yellow flag next to the item mean that they were not initially ex-
ported and will not be exported |bin the future.

QuickBooks Export Report Total Records: 35 Total Pages 1 Current Page: 1 El
3 [ Export Successful 32 P Export Faied [PCleared Errar
No Ref ID Exported MNotes Status il
1 39 Wendor Bills The bill already exists in QB and the export will result in a double record. R
2 330 “endor Bills The bill already exists in QB and the export will result in a double record. 34
3 an Vender Bills The bill already exists in QB and the export will result in a double record. ﬂ'
4 332 Vendor Bills The bill already exists in QB and the export will result in a double record. e
il 333 “endor Bills The bill already exists in QB and the export will result in a double record. ﬂ'
6 34 endor Bills The bill already exists in QB and the export will result in a double record. B
7 335 “endor Bills The bill already exists in QB and the export will result in a double record. ﬂ'
8 336 Vendor Bills The bill already exists in QB and the export will result in 2 double record. e
9 337 “endor Bills The bill already exists in QB and the export will result in a double record. .4
10 338 Wendor Bills The bill already exists in QB and the export will result in a double record. R’
1) 33 “endor Bills The bill already exists in QB and the export will result in a double record 34
12 30 Vender Bills The bill already exists in QB and the export will result in a double record. R’
13 EE “Vendor Bills The bill already exists in QB and the export will result in a double record. [
14 M2 Vendor Bills The bill already exists in QB and the export will result in a double record. R
15 343 endor Bills The bill already exists in QB and the export will result in a double record. i
16 34 Wendor Bills The bill already exists in QB and the export will result in a double record. ﬂ'
17 M5 Vender Bills The bill already exists in QB and the export will result in 2 double record. -3
18 e “endor Bills The bill already exists in QB and the export will result in a double record. o
19 347 Wendor Bills The bill already exists in QB and the export will result in a double record. ﬂ'
20 38 Vendor Bills The bill already exists in QB and the export will result in a double record. e
21 39 “endor Bills The bill already exists in QB and the export will result in a double record. ﬂ' =
22 350 endor Bills The bill already exists in QB and the export will result in a double record. L4
23 351 “endor Bills The bill already exists in QB and the export will result in a double record. ﬂ'
24 352 Products The name "TEST PRODUCT" of the list element is already in use. e
25 353 Products The name "TEST PRODUCT 27 of the list element is already in use. 4
26 354 Service ltems The name “service” of the list element is already in use. R’
27 355 Service ltems The name "FREIGHT" of the list element is already in use !ﬂ' j
Re-Link All Faiied Exports 2 PrintExport




e Viewing QB Export Statistics
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e Click the Ref ID # (Reference Identification Number) to view the reporting statistics of the item, such as whether
the actual item was exported and the date it was exported or rejected.

QE Export Statistics

[ Vendor Bills

Name ‘World of Beef Association Bill £:11

Export Notes The bill already exists in QB and the export will result in a
double record.

Export Date 11002017
Exported By Admin Admin

Do not export this kem in ﬂ.rture:

Close

Click to bar further
exports of this item.

To bar this item from exporting to QuickBooks, click the button at the bottom of the window.

]P NOTE: You may not be able to export other items such as invoices, bills or item kits that refer to this item if this
item has not already been exported to your QuickBooks Company file.

e Marking an item as "Not for Export” is irreversible.



5 QuickBooks ® Synchronization

5.6 QuickBooks® Error Messages

5.6.1 For U.S and Canadian users

"The current version of QuickBooks cannot work with the specified company data file"
OR
"QuickBooks found an error when parsing the provided XML text stream"

It is not possible for AdvancePro to synchronize with systems where more than one installation of QuickBooks
exists. For example, if QuickBooks 2002 U.S. and QuickBooks 2003 U.S. exist on the same computer, the above
error message will occur.

"There has been an internal error when processing the request”

Please update your installation of QuickBooks to the latest service release by using the "Update QuickBooks"
option on the QuickBooks file menu. Restart your QuickBooks file for the changes to take effect.

"Query Interface for interface QBXMLRPLib.IRequestProcessor failed."

No compatible version of QuickBooks was found or QuickBooks is not properly installed. Only QuickBookse 2002
(US, Canadian, UK, and Australian versions) or more are supported. If you are running one of these versions,
please use the "Update QuickBooks" option on the QuickBooks File Menu to update to latest Maintenance
Releases. Restart your QuickBooks file for the changes to take effect.

“No Compatible version of QuickBooks could be found”
Please install the latest patch available to remove this error.

“QuickBooks could not open”

4.6.2 QuickBooks Versions NOT Supported by AdvancePro

US Versions:

e All QuickBooks versions prior to 2002

Canadian Versions:
e All versions of QuickBooks 2002 and prior versions

e QuickBooks 2003 Basic
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6 Excel Import

In this Chapter you will learn how to prepare your Excel
spreadsheet to import information into AdvancePro. You can
import your Products, Customers and Vendors from Excel
spreadsheets anytime. If you re-import a modified spreadsheet
that was previously imported, the existing information will be over
written with the new information. The Excel Import tool is
designed to be used as your initial import of your Customers,
Vendors, and Products. Once you have done this initial import,
you will use AdvancePro to setup all other items such as taxes,
carriers, etc.

6.1 Prepare the sheet
6.2 How to import

6.3 Customer Pricing
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6.1 Prepare Excel Spreadsheet for Importing

Before continuing with the Excel import, there are a few requirements that must be met on your spreadsheet in
order for your information to import successfully:

Remove default sheets 2 & 3 from your Excel document and name the only remaining sheet “Sheet1”

e Start the column headers on your Excel spreadsheet in cell A1

words, ex. Company_Name)

6.2 How to Import

1.
import details.

i) Utilities

About i Upgradesi Database “ Excel Import,-"Ex.portI Payment Pmcessori MPL i “Order ImportT

e =]

“Mutt. Companies ’ “Lot/Seral #I “Bar Coding i “Freight I ‘Catch Weights i “EDI i *Advanced Shipping i

"UPS/Fedex/USPS | “AdvanceEDI Sales Rep. | “Order Matrix | *Addtional Enty | “Product Builder | “Fifo/Lifo |

“APInteligence | “AP Mobie | “AP Manufaciure | *AP ActiSales | AP Labels | “POS | *Resource Managemert |

MS Dynamics | AP API | 3rd Party Shipping |

Click here to
Import/Update
your Products,

Import data from an existing Excel spreadsheet

NOTE: Flease see the help menu for important information on preparing your Excel Spreadshest
EEFORE doing your import.

Import /Export Products

Import /Export Customfrs

Customers, and
Vendors

Import Products Export Products

Column headers may not contain any fill colors, special fonts, filters, or spaces (Use an underscore between

In AdvancePro, click on the Admin switchboard, and select Utilities. Click the Excel Import tab to view the

Click here to Export
your Products,

Import 3rd Level Pricing

Import Customers Export Customers Customers, and
Vendors to *xls or
Import /Export Vendor *.csv format
Import Vendors Export Vendors
Import Customer Pricing
Click here to
| [B= Browse and

-z Import 4th Level Pricing | (7

Import Assemblies

| Import Assemblies I

import 2rd Level
Customer Pricing
or 4th Level

Customer Pricing

Click here to import
your Assembly Items
(MFG module must be
activated)



oot | Upgrades | Database |[ Excel Impot/Expot Payment Processor | MPL | “Drder Import |
“Mult. Companias | "Lot/Seral :i “Bar Coding I “Freight | “Catch Weights I "EDI | “Advanced Shipping I

1P S /Fader /11595 | “Ady [ M i i
Products Import __‘?_l = @

Map Fields | Ready To Import |

Select Excel File

[ Browse I

Map Fields

[~ PRODUCT_NAME ~
[~ SKU

[~ CATEGORY

[~ SUB_CATEGORY

[~ PRODUCT_DESCRIPTION

[~ B2C_DESCRIPTION

[~ PRODUCT_NOTES _Map |
[~ COST_PRICE

[~ SALE_PRICE

[~ SUGGESTED_RETAIL_PRICE

™ CUSTOMER_MIN_ORDER_QTY

™ IN_STOCK

[~ WEIGHT

™ UPC

[~ VENDOR

™ VENDOR_ACCOUNT_NO v

™ Update stock to zero

Close

Import Assemblies

Import Assemblies

6 Excel Import

Click on the button displaying the item you
would like to import. When the item import win-
dow appears, click on the BROWSE button and
navigate to the folder where your Excel spread-
sheet is located.

3. Your spreadsheet headers will appear on the right side of the item import window and will need to be mapped
with AdvancePro’s default field headers found on the left. To map the fields together select the checkbox to
the left of one AdvancePro field, the corresponding field from your spreadsheet, and click the MAP button.
Continue this process until all of your spreadsheet header fields have been removed and click Next.

4. Confirm the field mappings and click the Import button. If any fields have been mapped incorrectly, follow the
same process as above to unmap the fields and remove them from your import list.

5. Click the Import button and wait for the AdvancePro Message box to confirm that your data has been

imported successfully.

6. Vendor and Customer imports have an additional option that allows you to import multiple shipping and billing
addresses. Select the ‘Add New Address (If Different)’ check box to ensure the new address is added to the
specified customer or vendor, and does not overwrite the existing shipping/billing address.
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Customer Pricing

AdvancePro’s Excel Import tool also allows you to import Customer Pricing if you have markup or discount prices

Prepare Excel Spreadsheet for Importing:

In order to successfully import Customer Pricing, your Excel spreadsheet must be prepared in the following

format:

The ‘SKU’ and ‘ProdName’ fields will vertically list the items you would like to adjust the pricing for while the ‘ACCT
# fields will horizontally list all the account numbers of the customers you are offering the adjusted prices to.

Important Notes:

o When your import is complete you will get a confirmation window displaying the status on how many products
were successfully imported and how many were aborted. If you have any empty rows on your spreadsheet, it
will show up as an aborted import.

e Make sure that in each column the format of the data is consistent i.e. if a number is entered into your Excel
spreadsheet as a number, then that whole column should be entered as numbers. If a number is entered as
text, then all numbers in that column must be entered as text.

e A Product with an SKU # that already exists will overwrite the existing Product in AdvancePro.

e For the Customer and Vendor Billing and Shipping addresses only American state abbreviations should be in
the "state" field. Use the "State Other" field for all others.
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7 Customers

In this chapter, we will review setting up customer accounts,
including:

7.1. Importing Customers

7.2. Manual Setup
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7.1 Importing Customers

You can import customer information via QuickBooks® or Excel®, or indirectly via EDI or XML import of customer

orders. Customers are also imported if you have B2C web services setup. Any records created online will then
import into AdvancePro.

Since the QuickBooks and Excel import process applies to more than just customers, those processes are covered
in the previous chapters. This chapter will cover manually adding customers.

7.2 Adding Customers Manually

e Mandatory Fields— Company Name (though it is recommended that you add in as much information as you
can).

#) AdvancePro 11.00.0.1102 - Admin

Customers

Wendors Products Warehouse Returns

Reports

Sales Reps QuickBooks Web MFG

Advance Pig Admin i
M

& Customers

Customers

Place New Order Add Customer

Customer Jobs

MNew Broker

Q, Quick Search

[E Open Windows

Mew Consignee
Wiew All Orders Edit Customner

View All Brokers
5 View All Censignees
View All Invoices 9

= View All Custorners
and Credit Memos

View All Order Promotions

Customer Groups

You can also use the side-
baror CTRL+ALT+U + N

Log Out
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1. The Add New Customer dialog will open to the Company Info tab. Enter the company name.

2. The account number will be suggested by AdvancePro based on the starting account number you specified in
Admin > Site Settings > General Settings. If you like, you can override this account number and enter any
(unique) alpha numeric combination.

Add Mew Customer \E\ = @

Company Info  Address Info | Additional Info | Custom Fields | Payment Info | Reserved Products | Products On Back-Order |
Order Info | Invoice Info | Sales Goal | CRM | Login Info |

Add New Customer

Company Name | ™

Account Number |

Company Info

Contact Name | |—|
Phone Cell Phons|
Fax Email |

Alt. Contact Name | |—| |
Alt. Phone Alt. Email |
Alt. Contact Name | [ ]

Alt. Phone Alt. Email |

Notes

| Close |

3. If you need to create this customer quickly, you can click Save & Close after just entering in the company
name, without entering any additional information.

4. From this point on, all the additional information is not mandatory.

5. Besides the company name and account number, you can enter the main and alternate contact persons, with
contact information on the Company Info tab.

6. You can enter notes in the bottom field of this screen, and they will be shown on customer orders. To view
these notes on customer orders, enable them at Admin > Site Settings > Additional Settings > Be sure to
select the Customer option under Default Notes

7. If you would like to enter more information, you can continue by clicking Save & Next.
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7.2.2 Billing and Shipping Addresses

1. The Address Info tab will open. Enter the billing and shipping addresses (both are optional).

p=

Customer: Customer 1 =
Company info |[[Address nfo_Addtional info | Custom Felds | Payment info | Reserved Products | Products On Back Order |
Orderinfo | Invoice info | Sales Goal | CRM | Login info |
I Select hem _v_l i Select kem _"‘j
You can change the biling and | | Copy Billing |
shipping address by clicking on this Bill To Address Shipping Addre
button. You can change the primary [ Primary Adéress F Primary Address
addresses by selecting the address Name | Name |
from the drop down and checking the Company |[Customer 1 Company |Customer 1
primary address check box. Address | Address |
| |
City | City |
A primary address is the main address - State [N/A ~| State Olherli . State|N/A - StateOtherl_
for the customer or vendor. It is required Zip Code | Country Zip Coda Country |
for biling or shipping purposes. It is =~ Phone | Fax | Phone | Fax |
imperative your customers and vendors Cell Phone | Cell Phone
have complete addresses else you Email [ Email [
would not be able to place orders etc for EDI EDI
hinig Store 1D soe0 [
DCID DCID
Store Name Store Name
_Upsate | _Delete | _Updste | _Delete |
Next Close

2. Make sure you complete all fields for the addresses or you will get an error message, prompting you to com-
plete the fields.

[P Hint: You can use the Copy Shipping or Copy Billing buttons at the top if both the shipping and billing
addresses are the same.

Click Update for both the shipping and the billing addresses.

3
4. You can add additional addresses by clicking Add ew. The Update button will change to Add—click
5. Add when done.

6

If you are creating multiple addresses, note the Primary Address checkbox at the top of the fields. By default,
the first address entered is the primary, but you can click this box to de-select or select other addresses.

|P Note: A customer can have multiple billing and shipping addresses. You can always choose the address to bill
and ship to while placing an order for that customer.

7. Click Next.
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7.2.3 Currency, Shipping, Warehouse and Special Pricing

1. The Additional Info tab will open. Use the Preferred Currency drop-down list to indicate this customer’s
currency. If you don’t see the currency in the list, you can add it by creating an exchange rate for it.

When you select a preferred currency, you will view customer orders in two currencies, your default, and their
preferred. Please be sure to also select the Accounts Receivable account for QuickBooks (if required).

2. Select whether you want any special pricing assigned to this customer. There are three levels of pricing
exceptions in AdvancePro:

e Product pricing

e The customer discount (what you set here)

Product-Customer pricing: You can apply a pricing exception to a particular product that will override the 1st
two levels of markup or discount. This is done by editing a product — Customer Pricing Tab

3. Select the default warehouse you want the orders for this customer shipped from and the default carrier that
will be used for shipping.

Customer: All Fresh Veg EI! (=] @

Company Info | Address Infi | Additional Info  Clistom Fields | Payment Info | Reserved Products | Products Cn Back-Order| ,

Order Info | Invoice Info | Sales Goal | CRM | Login rfo | Set the customer’s preferred
Preferred Currency JNM - Assigned Sales Rep:  Manage Curr_ency’ and any mark ups
Special Pricing or discounts to be applied to
" Apply Fixed Markup  Apply Fixed Discount % No Special Pricing 7' Markup / Discount |0 ==
Price List [N/A |
Additional Shipping Info

Default Shipping Warehouse  [N/A | A::'“‘OEICML Shppu:gu&ugl'rl'ge
* lUse % se § Value .
—>Preferred Shipping Method [N/A = T e If you use XML import for
¥ MNever accept partial shipment | . .
I 1| CPO’s, set a shipping surcharge
GuickBooks
QB Accounts Receivable |—Seledanﬂccourﬂ— ﬂ Re-Export to QB here.
Default Class [INTERNATIONALCLASS | () QB JobFor |N/A |
QB Name | Al Fresh Vegetables ¥ Sameas Company Name
M5 Dynamics COGS Account
Main: | Sub: |
| Close |

You can also indicate the default warehouse
and shipping method, and enable a warning
that this customer will not accept partial
payments.
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4. Indicate whether the customer accepts partial shipments. This setting can be overwritten at the order level, but

you will see a warning.

If you have the XML module enabled, you can apply a shipping surcharge to this customer when you import
orders via XML. Indicate whether the surcharge is a percentage or a set fee (requires XML Import module to be

enabled)

5. Last, select the QB Accounts Receivable Account for this customer if you have set a preferred currency and

you use a different account for that currency.

Customer: All Fresh Vegetables

=l

Company Info | Address Info | Addttional Info  Custom Fields | Payment Info | Reserved Products | Products On Back-Order |

Order Info| Invoice Info] Sales Goal| CRM | Login Info|

Preferred Currency  [N/A =] Assigned Sales Rep:  Manage

Special Pricing

" Apply Fixed Markup ¢ Apply Fixed Discount ¥ No Special Pricing  (?) Markup / Discount [0 % 7

Price List |NfA ﬂ

account associated with that currency.

s you have set a preferred currency, indicate the QB

Quick Books
QB Accounts Receivable |- Select an Account -

v| ReExporttoqB

Default Class [INTERNATIONALCLASS  ~] (%) QBJobFor |N/A
QB Name |.N| Fresh Vegetables
: MS Dynamics COGS Account
Main: | Sub- |

¥ Same as Company Name

| Close |

If you use QB classes, you can also select the default class.

For information on enabling QB classes in AdvancePro, as well as other QB settings, please see page 45. If you
haven’t yet performed a QB import, follow the steps on page 56. (Remember, you can also import customers from

QuickBooks).

6. Click Save & Next.
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7.2.4 Custom Fields

Next, the Custom Fields tab will open. Complete any custom fields.

Customer: All Fresh Vegetables El: = !@

Company Info | Address Info | Additional Info 1 Custom Fields Payment Info | Reserved Products ‘ Products On Eack-Order‘
Order Info | Invoice Info | Sales Goal | CRM | Login Info |

Custom Felds

You can have up to 6
custom fields for customers,
3 of which will only appear
on this form

| Close ]

Click Save & Next when done.
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7.2.5 Taxes, Default Payment Information, Reseller Details

1. On the Payment Info tab, complete the payment details and any additional information needed.

" Customer: Al Fresh Vegetables = '
Company Info I Address Info | Additional Info I Custom Fielgs ” Payment Info  Rpserved Products I Products On EIack-Orderl
Order Info | Invoice Info | Sales Goal | CRM | Login Inf

r Payment Details | R .
Min. Amount per order $[0 Taxable I = ; If you click this
Payment Terms [N/A ~|  TaxRate% Ir*\lmA -] il - CheCkbOX, you must

~ Preferred Payment MM? se|ect a tax rate.
Preferred Payment Method [ -
NAA
[/ ~ _

Type [Sekcten— =] Dateot Bith | 1/ 1/2000 |
Credit Card # | ——— Driver's License # I
: ! |
ExpiyDate [ /[ cung Social Security # |
MName on Card |
Address |
Zip/Area Code |
Add New | Add | Delete I

—Additional Company Information

Reseller Number I Federal Tax ID I DUNS Murmber I

":-:-el Save & Next | Close |

Notations:

e You can save customer payment information to make each transaction easier.

If you select the Tax Term on the Payment Info tab, it will apply to all the orders placed for that
Customer.

If you like, you can enter reseller information, the federal tax ID and DUNS number at the bottom of this tab.
3. Click Save & Next.



7.2.6 Reserved Inventory and Back Orders

7 Customers

1. The Reserved Products tab will display any reserved inventory for that customer. Click Next to move to the

next tab.

orders will be listed. Click the “eye” icon to view the customer order.

Custemner: All Fresh Vegetables

Company Infa | Address Info | Additional Info I Custom Fields I Payment Info | Reserved Product I Products On Back-Order

Order Info | Invice Info | Sales Goal | CRM | Login info |

Click to view the order(s).

3. Click Next when you're ready.

Next | Close |

The Products on Back Order tab is an easy way to view what your customer is waiting for. The number of



7.2.7 Order Info

Customer: Al Fresh Vegetables
Company Info | Address Info | Addtional Info | Custom Fields I Payment Infa I Reserved Products | Products On Eack-Orderl

=n |

i Crder Info  Inveice Info | Sales Goal | CRM I Login Info I

Mo Ref PO Order Date Total &

Ref PO seween [ 771272017 v] = [ 7122017 =] @
—Open & Processed Orders
No Ref Order Date Status Total &
2 2 A21/2016 Processed
2 35 27 n2zm7 Processed 350.00
Paid: 0.00 Balance: 354.00 Taotal: 354.00
—Quotes

Total: 0.00

:-E Place hlewy Order |

Mext | Close |

7.2.8 Invoice Info

Customer: A.I'I Fns-h.;\iegetabk.s
Company Info I Address Info | Additional Info | Custom Fields | Payment Info I Reserved Products I Products On Eack-OrdEfl

oo s

Order Info”ln\rolce info Sales Goal | CRM | Login info |

Invoice&

Status

Betwesn

r Invoices

[l

x| [ 7122017 ~] | 7122m7 ~| |

No Invoice ¥ Invoice Date | Status Total $
1 1_ Q 11212015 Invoiced

2 ] 23 1 102017 Invoiced 400
3 a2 25 13 ooy Invoiced 9.00
Paid: 0.00 Balance: 73.00 Tetal: 73.00

Next | Close |

7 Customers



7.2.9 Sales goals

Customer: All Fresh Vegetables

o] @ (=

Company Info | Address Info I Additional Infa I Custom Fields | Payment Info | Reserved Products i Products On Eack-Orderl

Order Info | Invoice Info ” Sales Goal CRM | Login Info |

~ Sales Goals
Year l 2017 = l

January $ February $ March $ April $
|o.00 |0.00 |0.00 j0.00

May % June $ July $ August$
Jo.00 Jo.0o0 j0.00 jo.00

September $ October & November December
J0.00 |0.00 |0.00 j0.00

Total for Year 3 0.00

Close

7.2.10 CRM Notes and Workspace Reminders

Customer: All Fresh Vegetables
Compary Info | Address Info | Addi
Order Info | Inveice Info I Sales Gg

_1The CRM tab stores notes to
Ifﬁ:% the customers account.

-CRM Notes

-View All CRM Notes

Reminders

Add Reminders to your WerkSpace page

7 Customers

1. Use the Sales Goal tab to set
month by month goals for this cus-
tomer. When you run sales reports,
you can compare these goals to
the customer’s actual orders.

2. When done, click Save & Next.

On the CRM tab, you can record notes
that will be saved to this customer’s
account. Once saved, these notes can
be sorted by user, edited or deleted.

You can also use the note pad icon at
the bottom of the dialog to record
reminders or other notes. If you click
the Enable checkbox, you can set due
dates or statuses for the reminder.

Subject: I

= : =
| 71272017 x| |[Select tem— ~|
| 71272017 x| |[—Select tem— =]

Click the Note pad to set the reminders
that will appear on your workspace. Click
Enable to set due dates and manage the
status of the reminder or task.

I Reminder: | 77122017 < |[—Sekect kem | @

|
et | Close |

Save | Close I

Click Save to save your reminder, and Next in the Customer dialog to move to the next tab.
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7.2.11 Login for Web Services

The Login Info tab applies if you are using AdvancePro Web Services. Assign your customer a login name and
password. For more information see the B2B, B2C Web Services chapters.

Customer: Al Fresh Vegetables =] = =]
Company Info | Address Info | Additional Infoi-Gmﬁddu- Payment Info | Reserved Products | Products On Back-Order |

Order Info | Invoice Info ] Sales Goal | CRM] || Login Info

NOTE: for web use only

r Login Information -

Usemame
Password

[ Enable as B2E Customer
[~ Hide Product Price (for B2B website only)

Done

Use the Login Info tab if you have enabled AdvancePro web services for B2B or B2C.
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8 Placing Customer
Orders

In this chapter you will learn the process of placing a customer
order, the three different ways to place an order, processing
orders at the warehouse for picking, packing, and shipping. You
will also learn how a customer order affects the inventory and the
various stages when these inventory changes take effect.

8.1 Entering Customer Details
8.2 Entering Order Details

8.3 Processing the Order

8.4 Creating a Quotation



8 Placing a Customer Order

8.1 Entering Customer Details

The first step in entering a customer order is entering the customer details.

1. To start, in the left sidebar, under Customer, click Place New Order. Alternately, you can:
e Open the Customer Switchboard and click Place A New Order.
e Under the Customer drop-down list, click Place New Order.
e Click CTRL+ALT+U+O

#®) AdvancePro1 104 - Admin

Vendors Products Warehouse

Returns

Reports Sales Reps QuickBooks Web MFG MCR

2 Customare

Customers

Eempasine “
Gustorner Jobs
Place New Order Add Customer
New Broker
uick Searcl i lew Consignee
Q, Quick Search _ New Consig
iew All Orders Edit Customer

view All Brokers

[E Open Wind View Al Invoices
pen indows

and Credit Memos

View All Consignees
View All Customers

View All Qrder Promotions

Customer Groups

Log Out




8 Placing a Customer Order

2. The Place Customer Purchase Order form will open. Search for the customer by searching for company name
or account number, if necessary. Then, select the customer from the drop down list.

1. Customer Detais |[p. Order Details | 3. Process Order |

Place Customer Purchase Order

Customer Details

Shipping Address | Apparel Wear
Customer PO # |Beefy Grils
Beefy-Q

Sales Rep

Billing Address | o) Fresh Vegetables

Placed by |

Select the customer form the
drop down. Only customers with
complete billing address will
feature in the drop down.

[« |
Locate Custom ] ] Ou.} = ?
= Select customer - ok C | A
~
Al Steak Buffet
Beautify
Wiew Order Hstory [T Invaice History [T Bl = Close

Search for the customers Company
Name and Account Number in the
magnifying glass.

3. The customer information fields will be filled in automatically. If the customer does not exist in the system, add
the customer click the “add new customer” option on the left menu bar.

4. AdvancePro will generate a purchase order number, based on the starting number set up in the Admin >
Site Settings. You can enter another purchase order number (PO #) if desired for the order.

P> NOTE: The customer PO # can be repeated for different customer orders.

5. If there is a sales rep assigned to the customer’s account, select the sales rep from the sales rep dropdown

Select the sales rep

list.
| 1. Customer Details ]l Order Details | 3. Process Order | L
r Purchase Order
Customer Details
Locate Customer | [ O | T B2z (7
Select customer | Select Customer -~ - : ‘
Billing Address  [—Select em— ~|
: Shipping Add —Select ftem— -
Enter a valid Customer| Seroses =i =
- C1istomer PO #
Purchase Order (PO) P B
number. Pleced by |
A View Order History [~ Invoice History [~ Bl = Close

a




1. Customer Details 2. Order Details

8 Placing a Customer Order

You can select the billing and shipping addresses using the drop-down lists. You can also edit the addresses at
the next stage of this process.

If necessary, enter your name in the Placed by text box.

You can click View Order History to view the customer’s recent orders. This might be helpful if the customer
often orders the same products.

3. Process Order

Place Customer Purchase Order
Customer Details

Locate Customer |

I | [@e Oz @

Select customer ‘ Bakeshop

> ‘

Billing Address [Anna Lee. Bakeshop. 10th Bread 5t . Bread Cty. BD 11228, Phor |

Shipping Address ‘Anna Lee. Bakeshop. 10th Bread St.. Bread City, BD 11228, Phor v|

Customer PO #

Sales Rep ‘No Sales Rep assigned

> ‘

Placed by | |

I View Order History ” Inveice Histery []| IEl PROCEED Close
[ || | | | [zrzsems ~| [ 1ves2020 | (@
H (No Ref# PO # Order Date SKU # Product | Price $ Qiy =
m] ¥ 673 308 112812020 DCS571B e B e e 5250 3
- . T CETETED SETE ATOMIC 20V MAX' BRUSHLESS & 121N CORDLESS o -

Between |2/ 1/2019 - |and [ 1282020 ~| [@w
Bakeshop
(o [pate  |Refr PO# |Invoice# |Amountf |Invoice Sta_ | Paid Stat. | VoidReason

9. To order the same products, click the checkboxes. When you move to the next stage, the selected products

10.

11.

will appear in your customer purchase order.

can see the status of invoices and whether they have been paid.

Click Proceed.

You can also click Invoice History to view the customer’s past invoices. In the Invoice History window, you



8.2 Entering Order Detalls

1.

1. Customer Details 2. Order Details 3. Process Order
Customer Purchase Order

(New)
Bakeshop

Customer Billing Address
Bakeshop ~
10th Bread St

Bread City, BD, 11228

us

i Vendor Commission %
= M v [ER 0

Acc# Sales Rep Payment Terms  Ship date Expected date (Cancel Date Carrier

[ | No S v [N/A V] w22 | v 2200 | v [N ]
E ] o B] Camon[ A ]S @

oy

Tolal Weight: 0 Ibs

ig. Price § Price § | Discoun..| Coupon | Discoun.. | CLU.. | CLU Price Total § Stock

8 Placing a Customer Order

Once you select the customer’s details and click Proceed, a customer order will be generated, with a status of
NEW.

The Customer Order Form, Order Details Tab, Empty

Date| 1/28/2020 ~
Customer Shipping Address
Bakeshop "
10th Bread St
Bread City, BD, 11228
Edit | US_ ... o

% W Shipping S| 000]  Adjustment S| 0.00] Sub Total [ 0.00]
i Tox%[WA__ ] Texs| 000 TOTALS| 0.00]
BALANCE §| 0.00
B = =) et 8|0 || 000 [ Save | /Bl PLACEORDER | [ Cancel Order| | Close
[ Print Queue [ Inveice Only [] Print ltem Notes [ ] Print PAN [] \with CLU
. .
The Customer Order Form, Order Details Tab, Outlined
1. Customer Details 2. Order Details 3, Process Order
Customer Purchase Order (New) Nate| 12200 &
Baksshop i
:
Customer Billing Address Customer Shipping Address
Bakeshop ~ Bakeshop 2
10th Bread St 10th Bread .
Brsead City, BD, 11228 Vendor ‘Commission % Er;ad City, BD. 11228
USHEIEN. v |[Edit N Eat | US_ .. v
I:‘sstésinter:’e AocE Sales Rep Payment Terns  Ship date Expected date Cancel Date Camer i
account {2324 | Nos v [N/A o] 130020 | 2 32020 | vasAn ~ )
number Select the carrier to be
ETER P oy [T ] comeo i JP

Associate Sales
Rep to your
customer using
the "Edit Sales
Rep"” form

No  |SKU# Product Qiy| Crig Prices|  Price 5

Select a payment term
from the drop-down. If
no payment ternis are
shown here, add them
using the Admin >
Payment terms form

Change the Ship and
Expected dates here

Total Weight: 0lbs
Total Qty: 0

isceunt. | Coupon | Discount [CLU Q| CLU Price Total § Stock | M
I

used for the shipment
of this order. To add
more carriers to this
list, do so using Admin
> Carriers form

% W] Shippings[ 000  AdjustmemsS|  000] SubTowiS[  000]

Tax % ] Taxd] 0.00] TOTALS| 0.00]

Lk BALANCE S| 0.00)

ey A& [ 1[0 8] 000 Save | B EORDER| | Cancel Order | | Close
] Print Gueue [] Invoice Only (] Print tem Notes [ Frint PN [] With CLU




Double-click here to
activate row-actions. This
functionality can be
enabled in Admin >
Additional Settings

Add notes ta
your orders using
this button

Complete your order,
check the box and
you can print the PO
later from the
Customers/ View All
Orders page.

Denotes a
discount.

Use this print button to

print the PO. You can also
export it as a PDF file.

8 Placing a Customer Order

Admin Customers Vendors Products

Warehouse Returns Reports Sales Reps QuickBooks Web MFG
1. Customer Details 2. Order Detals 3. Pracess Order a
Customer Purchase Order (New) s i B
Bakeshop et
o
Customer Billing Address Customer Shipping Address
Bakeshop P Bakeshop ~
10th Bread St. 10th Bread St.
Bread City, BD, 11228 i Vendor Commission %, Bread City, BD, 11228
U85 e o v [Edit | 0.00 =17 | R 2
Acc# Sales Rep Payment Terms  Ship date Expected date Cancel Date Camer Camier Acc # Remove
| Mo § ~ [HA v] van2020 | 2 32020 | 2N v line items
" from the
28| com[A___]0u|@ =) o
Qty| Orig. Price § Price § | Discount.| Coupon | Discount.[CLUQ..[ CLU Price Total § Stock | BM = [ Commiss.-|
1 M 1 102.00 102.00 [ 000 102000 @ 938 ol W
2 V10 5 60.75 60.75 0 0.00 303.75| 960 [
3 fod} Chicken Brezst 2z 65.00 65.00 0 0.00 130.00] 995 0
4 Vo4 Garlic B 3400 3400 0 000 63.00 945 0
Stock on hand
(it is minus the
Row Action X reserve)
Select Your Action
[] Persistent Action
Lets you add an item ——
below the selected ling | & AddBelow U
item [ __ Line item that is selected
@ Replece 5 | T can be replaced with
Same products can | another item
be merged. It wil ——— & Merge f
follow the price Allows
2 you to move
the product was @ Move line items to a different
merged into. o
€ Cancel Action ?
Total Weight 101bs % M|  Shipping s Adusman § 0.00] Sub Torsl [ 603.75]
Total Qty: 10
= Tacu[A ] Tax | 000] TOTALS| 603.75|
» BALANCE S 60375
& Z e [y ][9] Ty |8 000 [E| PLACEORDER | | Cancel Order | | Close

[] Frint Queue [[] Invoice Only [ Frint liem Netes [] Print PAR [] Viith CLU

The tax term selected in
the customer form
shows here.

Use this if you want to
include Cut list on
your print-out

Coupon| Discount §

volume

The original price denotes
the discounted price. To
make selling price similar to
the discounted price double
click on the original price.
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2. Select SKU or a variety of different product attributes from the SKU# drop-down list. Then, you can enter the
SKU (or the field you've chosen) into the next field. Alternately, if you know the exact product name, you can

enter it into the product field as well.

Search for
specific

1. Customer Details 2. Order Details 3, Frocess Order

Customer Purchase Order
Bakeshop

products by
entering
product name

Add line items by
entering SKU#

corresponding

Customer Billing Address

a
Date| 1/29/2020 ~
:

Customer Shipping Address

Bakeshop ~ Bakeshop "
10th Bread St 10th Bread St.
Bread City, BD. 11228 Vendar Bread City, BD. 11228
B ¥ - v
Payment Terms _ Ship date o Garrier ier Acc #
[z324 CENE v vavaa | v yaa | e
and the —fskua v | Product ey [1 | Add | Cotegory[AI-___ ~|[@=] @ T
=
1 Bacon 1 102 00 102.00 0 102 00 538 - ol W
2 vio Carrots. 5 §0.75 60.75 0 303.75 960 > ol
3 c1 Chicken Breast 2 65.00 65.00 0 130.00 995 ® 0 W
4 V4 Garlic z 3400 300 0 63.00 945 - ol or
Enter the quantity to add to your
line items and then click on Add
button. This quantity will be added
for the line items added by "SKU#"
or "Product Selector”
Total Weight: 10 Ibs % T Shipings[ 000 Adjustmants| 0.00] Sub Toral 5] 603.75]
Total Gty: 10
’ Taxt[Test | Taxs 6038 TOTALS| 664 13|
LRk BALANCES, 664 13

&l = £ [a) =] @] = [ [@][5] oo
[ Print GQueue [] Invoice Only[] Print ltem Notes [7] Print PAN [] With CLU

JER | | Cancel Order | | Close
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It may be easier to use the Product Selector to add multiple products and quantities to your order. To view the
product selector click the magnifying glass.

You can view the product details, unit breakdown, price and the stock on hand in the Product Selector.
When the Product Selector opens, click the + sign if you only need to select one item.
To select multiple items in the Product Selector, click the checkboxes and click Add.

The “stock” column shows the quantity in stock, minus the reserve. If the number is in red font, the stock is
located in multiple warehouses (for multi-warehouse versions only). Click the number to view the breakdown.

To view product details, click the product name.
If you are selecting an item with advanced units of measure (indicated by the icon), click the + sign.

The Product Selector will display the units and you can select the quantity and units to add to the order. See
below for more tips and information on selecting products quickly.

1. Customer Detais 2. Order Detais | 3. Process Order |

No |SKU# Product Name Unit sPrice [+ | Stock| Order Gty B
1 F00001 Apple 70/Q@ 947 0
]2 |P00002 ___ |Bacon 2.50, 001 0
—_— F00004 nan: 700|Q @ 99 0>
04 rBenrings- ——9-661 0
05 [Boooos Beef Back Ribs 10,00/ @ |@ 0
C[6  [eoooos Beef Cubes 200|Q 0
0|7 | voooos Bell Pepper 7.00| @ 0
O[8 [sneoo2 Bindings 154.00(Q 0
Ojs  |sneo03 Boots 154.00| @ 0
{10 |Boooos Brisket 9.00(Q 0
3] [& Q 0
o [ 05| 0
013 [coooo2 Chicken Breast 800|Q @ 1000 0
J]14 | coooos Chicken Feet 7.00|Q @ 1000 0
0|15 [coooos Chicken Gizzacd 7.00|Q (@ 1000 0
[J]16 | coooo7 Chicken Heart 700|Q @ 1000 0
0[17 | coooos Chicken Liver 7.00/Q @ 1000 0
[J]18  [Co0004 Chicken Neck 7.00(Q @ 1000 0
019 |coooto Chicken Tail 7.00( @8 1000 0
[J]20 |coooo3 Chicken Wings 7.00/O @ 1000 0
OJ21 |voooio Cucumber 700(@ @ 1000 0
O[22 |coooo1 Drum Stick 800|Q® 1000 0
Olza |voooos Garlic 700/ @@ 1000 oL
WP Ve ala i i1 bipls e i e States the stock on hand (it
W Adimced 1OM._3€Serves / is minus the reserve)
& Has Mriants ¥4 item Kit
Ansisoon e ... st | come |}
[[@]3_ [Foooos Banzna 700(Q @ o1 of |]

Select the check boxes for multiple ‘ .

items and click on the “Add” button. You can add line items one
at a time by clicking on this
button.
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4. Once you have added a product to your order you can update its quantity and price.

e If a product has volume discounts assigned, a red dot will appear next to the price. Click the red dot to open a
window with all the volume discounts for this product.

e Select the discount you wish to apply. To ignore the discounts, click Close.

P> Please note that volume discounts do not apply to products with variations. You can manually adjust
the price using the fields at the bottom of the order (see below for more information).

e Once you have added a product to your order, click the SKU # to view this customer’s order history of this
SKU #. You will see previous prices that the customer was charged for this product.

e Don’t have enough inventories in stock? Double click the eye icon to view open vendor orders on this product.

o To add notes to this product, click the notepad icon. You can select whether to add these notes to the ven-

dor order. To print the notes on the customer order, click the Print Item Notes checkbox at the bottom right of
the customer order form.

1. Customer Details 2. Order Details 3. Process Order [« ]
Customer Purchase Order (New) pate U, &
Bakeshop REbE
Poi
Customer Billing Address Customer Shipping Address
Bakeshop -~ Bakeshop ~
10th Bread 5t. 10th Bread 5t.
Bread City, BD, 11228 Vandor Commission % Bread City, BD, 11228
WSS Wt Lt v [Edit 0.00 Eal| YS._ ... v
Acc# Sales Rep PaymentTerms _ Ship date Expected date Cancel Date Carrier Carrier Acc §
2 MoS «[N/A v] a0 | a0 V| e
E <] o Jor [ ] 8] camn[A_ B -
£ |Commiss.. |
1 1 0 o]
= e o = B0.75 0 0.00 0375 960 o ol
3 £5.00 ] 0.00 130.00 595 = o) W
*  Product Name : Carots 2ol i UL N it B ol
SKU#: V10
CPO BackOrdered Oty : 0
No |Ref# FO# EXPECTED DATE Qty < Click the EYE Icon to —
1 A7 a2 612019 5 View Product on Vendor
2 |4 [33 [T [ 5]
Click the notepad
to view any item
ote notes
SKU V10
Product Carrots
VPO Total Gty 10 rosuet A
Close <
Total Weight: 101bs 0.00f Sub Totl§ 603.75
Total Gty: 10 6038 TOTAL$ 664.13
I:I % | [[] Transfer to Vendor Order = BALANCE § 664.13
o5
=S E L E T save | = DE Cancel Order | Close

[[] Print Queue [] Inveice Only [] Print ltem Notes [7] Print PAN [[] With CLU
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5. If you erroneously entered a product, double click the trash can to delete the row.

You can click the return bar () to add a new line and repeat steps above to add more products.

Customer Freight

Freight Charges —————
Freight 1: ’r
Freight 2: ’1}1]4]7
Carrier: [000 Before you determine the order totals, you may want to add detailed
Loading: 000 freight charges. Click the button at the bottom left of the form. You can
Unloading: [000 enter the information and click Save in the Freight Charges form, and
Pallets: [000 the charges will be added to your total.
Overtime: ’1}1]4]7
Insurance: ’1}1]4]7
Others ’1}1]4]7
Fickup: ’1}1]4]7
Stops: ’1}1]4]7
Broker Fes: ’1}1]4]7
Miscellaneous : ’1}1]4]7
Total Charges: ’|]|]|]7
r Djsrhj;;.ru CEI?I‘T&?@ " Weight
[ onginsl$  Set All to Zero | |close |

6. Once you have added all the products necessary, you can tend to the order totals:

e To calculate order adjustments, enter a percentage and click the calculator button. The calculation will appear in
the Adjustment field. To make it a deduction, simply add a — sign in the Adjustment field.

Alternately, you can enter + or — adjustments as dollar amounts directly into the Adjustment field.
e Select the taxes from the drop-down list, if appropriate.

7. Before saving the order, you can delete the extra decimals or round off the totals using the button at the bottom
left of the form.

8. Fillin any custom fields required by your organization by clicking the button at the bottom left of the form.

9. Add a note for the administrator, the customer, and/or the warehouse by clicking the note button at the bottom
left of the form. You can print the customer notes on the invoice. The warehouse notes can be printed on the
PPS slips. The admin notes will appear in the customer information in AdvancePro. You can add a note after
the order is saved and re-save the order, if desired (enable default notes in Admin > Site Settings to view
pre-defined notes)
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10. Once you complete the order details, including the product details, click Save to save the order so that it can be
processed at another time. The order status is OPEN.

11. After you save the order, the following options are available in the series of buttons at the bottom of the form:

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR
1. Customer Details 2. Order Details | 3. Process Order I H
Customer Purchase Order (New) Date[ 772072077 =]
All Fresh Vegetables Ref# |39
PO# [28
 Customer Billing Address rCustomer Shipping Address ——
All Fresh Vegetables ~ Al Fresh Vegetables
5th Vegetable Street 4441111115
Vegetable City, VG, VWV115
Cenada v | Edit Edit ||
Acc# Szles Rep PaymentTerms  Ship date Expected date CarcelDate Carrier Cariar Acc #
4000 0000 4 |N/A | || 72172017 = || 7/25/2017 = || 7/20/2018 > |[N/A || =l
[skuar | | Product [ Q1 Add | Category [ AI- -] @< P
No SKU # Product Qty Orig. Price $ rice $ Total 5 Stock | BHM v =l il
1 BODODT Ground Beef 1 7.00 7.00 7.00 1000 ®
z |Booooz | Sirloin Steak | 1] 6.00] 6.00 | 6.00] 1000] [ =
Total Weight: 10 1bs | 000 @| Shippings[ 000 Adjustment § | 0.00 Sub Total §| 13.00
Total Qy: 2 e Taxu[NA - ~] Taxcs| 000 TOTALS| 13.00
| — BALAMNCE § 13.00
=R L e R 5~ | E)PLACEORDER | Cancel Order| Clese |
[~ Print Queue [~ Invoice Only[™ Print ltem Motes [~ Print PAN

Print the order. You can print in two formats, which are preselected in the Admin > Site Settings > Print Settings.

Send Email

FT"’ :L 7 Email the order. Clicking the email icon will
cc | open the email form into which you can enter
Bcc | addresses and a note. The order will be an
s T T attachment. This option was also preset in
Mok} ] Admin > Site Settings > Email Settings. You
seachments [ NO. | Fie e | s can also assign default message and subject
for all your email under Admin > Site Settings

> Email Settings.

Message

Close |
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11. If you are processing a quotation or an order that has been previously saved but not processed, you can view
the paper trail.

12. To receive payment now, click the Receive payment button. You can select the method and the accounts,
and also view payment history on this order. If integrated with a Payment Processor you will be able charge

credit cards too.

Receive Payments

All Fresh Vegetables
Order Total ${13.00
Total Paid $[0.00 PO #[28
Order Balance $/13.00 Ref#|33
Credit ${0.00
Payment Method |CC =
Payment Amount $|0.00
Deposit To Account [Bank Account x| ¥ Export to QuickBooks
Accounts Receivable Account [Accounts Receivable =]
Received Payments
No. | Amount$ | Date Method Charged | Exportedto QB
24 Print Payment | PROCESSPAYMENT | Close |

13. If you want to skip the process of picking, packing and shipping this order (for example, for a walk-in POS

> You cannot choose Invoice Only if you do not have full stock available.

14. If you want to place your order now, click the PLACE ORDER button. You will then be able to further process
the order and send it to the warehouse.
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8.2.1 Search and Sort Tips for Adding Products (Line Items) to any Order

1. If you know the exact SKU #, type it or select it in the SKU field, enter a quantity in the Qty field and click Add.
Use the SKU# drop-down list and use the same method if you know the:

e UPC
e SN (serial number)
e VSKU

e Or any of your organization’s custom fields for products.

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

1. Customer Details 2. Order Details |3. Process Orderl a
Customer Purchase Order (New) Date 77202017 =
All Fresh Vegetables Ref# [33
PO [28
r Customer Billing Address Customer Shipping Address ——
All Fresh Vegstables P All Fresh Vegetables
5th Vegetable Street 4441111115
Vegatable City, VG, VWV115
Canada v | Edit Edit |
AccE Sales Rep Payment Terms  Shipdate Expected date CancelDate Carmier Carrier Acc #
[4000 0000 4 [N/A B | =1l 72172017 > 1| 725207 > | /2002018 = [[N/A | =]
EOE - x| Product | aQty 1 2dd | Category[-AI- - @@ P

| Produet Qty Orig. Price § Price § Total Stock | BIM = = i
* 7 ®

1 §
Ground Beef 7.00

Sirloin Steak 5.00] 6.00 6.00] 1000 = ]

1]

If you know any of these reference fields for
the product, select it from this drop-down
list and enter or select it in the next field.

Total Weight 10 Ibs % [ 000 W| ShippingS[ 000  Adjustmemts[ 000 SubTows| 1300
Total Qy: 2
s : TaxB[NA | Tax§| 000 TOTALS 13.00
RS

BALANCE $| 13.00

NEEELEE R EES _5-- | EIPLACEORDER | Cancel Order| Close |

™ Print Queve [~ Inveice Only[~ Print ltem Motes [~ Print PAN




8 Placing a Customer Order

2. To view the Product Selector (lists all products) click the magnifying glass. Select the products and click Add
on the Product Selector. You can view the product details, minimum order quantity, price and the stock on hand
(SOH) on this form.

3. To view all products beginning with a certain letter, type that letter in the Product field in CAPITAL letters,
and then click the magnifying glass to open the Product Selector.

To view all products containing a certain
letter, type it in lower case and open the
Product Selector.

1. Customer Details 2. Order Details 13. P T . " d t b K K th
I I Tt O view all products beginning wi a oate[ 77202077 =]
All Fresh Vegetables i it 1 Ref# [40
9 certain letter, type it in CAPITALS and oo
 Customer Biling Address- open the Product Selector. Cusstomer Shipping Address——
All Fresh Vegetables FS All Fresh Vegetables

5th Vegetable Street 4441111115
Vegetable City, VG, VW/115
| et O v | Edt | |
Accd Payment fflenrms  ShitNgte Expected date Cancel Date Carrier Carrier Acc #
| [nA |l szhqg;_dﬂ 7/25/2017 || 7/20/2018 > |[N/A ] ]
]SKUI# .l“ ;J Produdl Add ] Category f Al - 'i G| (7 ‘—'—“_lj
Qty Orig. Price $ Price § Total § Stock | BOIM = = 1
1 7.00 7.00 7.00 1000 -

All Preducts
[+]

FE Product Name Unit SPiice |+ |  Swock| Order Gty B

O |wvise Acai Berry 7.00|@ 100 0

Oz |vin Acom 400 @ 100 0

I Adzuki Beans 7.00|@ 100 0

0|4 |Pasta0Di Alfabeto 3000 @ 100 0

0|5 Bread001 Alpine Seven Grain 500 @ 100 [

ajs  |ven 600 @ 100 0

Total Weight: 5 Ibs 07 |vest Amaranth Leaves/Chinese Spinach 600 @ 100 D lopings] 000 adusmens[ 000 SuTems| 700
Total Qty: 1 Ol |vies Anheim 400|Q 100 0
- Ols  |vias Anasazi Besns 100/ @ 100 0 Taxu[WA <] Tax$ 000 TOTALS 7.00
[Fre ﬂmﬂ 1]10  |Pastan02 Anchellini 3100/ @ 100 0 BALANCE §| 7.00
11 2l elwl=l o [O]11 |Pastadd3 Anelli Sicilizni 4800/ Q@ 100 0 TR [ 1

EEEELIEE e = e : Save | EIPLACEORDER | Cancel Order | Close |
I Print Queue [ Invoice Only 173 |Breadol2 ‘Apple Cinnzmen 600 @ 100 0

|14 |Bread003 Apple Cinnamen Walnut 7.00( @ 100 0

|15 |Pasta004 Armonie 400 Q 100 0

)16 |voo Artichoke 400/ 100 0

{17 |voo2 Aruguls 500| @ 100 0

/18 [voo3 Asparagus 600 @ 100 0

Ol1e  |voos Avocado 400/Q 100 ]

]20 [voz Baby Comn/Candle Corn 500 @ 100 0

0|21 |Pooooz Eacon 6.00/Q @ 1001 0

CI[22 [Pasts005 Ballerine 5000[ Q| 100 0

Oz Ivoos Samboo Shoots s00@ 1m0 Yl

W viewstock in multiple warehouses

E’Adv‘anced Uom 'ﬁ(Service

& Has variants  #a ltem Kit

B Assembly ltem o Drop Ship ltem ﬂﬁ

4. To view all products containing a certain letter enter that letter in the Product field in lower case letters, and
then click the magnifying glass to open the Product Selector.

5. To view all products of a certain category, select the category and then open the Product Selector.

6. Add multiple products with the same quantity (e.g. 5) by first typing in the quantity in the Qty field and then
opening the Product Selector and adding the products.



1. Customer Details 2. Order Details | 3, Process O

Customer Purchase Order
All Fresh Vegetables

If you enter a quantity here and then use
the Product Selector, the products will
automatically have this quantity when
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[« |
Date[m
Refzfan
po# o3

r Customer Billing Address - - Customer Shipping Address ———
Al Fresh Vegetables ~ added . Al Fresh Vegetables
5th Vegetable Street 4441111115
Vegetable City. VG, VW115
Canads v | Edt | Edit |
Acc# fales Rep PaymentTehs  Ship date Expected date Cancel Date Caurier Carier Acc &
4000, 0000, | |l 72| 71257 || 7r2002018 > [[NrA =l |
[skum ]| | Product [ C ayi Add) Category|[ 4 - ~| O |
: Q g. Price 3 g = 1
B0O0OT Ground Beef 7.00 7.00 35.00 1000 ® [f]
2 [Jo0001-1-SR [ Jocket:S.Red C1 1 10.00] 10.00 | 10.00 4 [ = ] il
Product Selector
All Products
[No [skuz Bl Unit &P Stock | Order Qty
[1{212 |Bread0z1 Irish Soda (sezsonal only’ 500\ 100 0
0]213 | Pasta038 _Liglizns 3000| Q@ 100 0
O|214 [s00001 2 3= 10.00] @ 247 0
Of215 |vimr oo 200 @ 100 0
Total Weight: 26 lbs {216 [voed krusalemArLictheJSuncthes Z00) 100 0 nentSi 000 sub Tota\si 45.00
Lo Ll]217 . . 100 ¢ Taxs[ 000 TOTALS[ 4500
RIKY Olze Indicates the product has variants. i i BaLANCES| 4500
ool 4| e o 2= @) ] oo [z e e O o 5] |EIPLACEORDER | Cancel Orcer| Ciose |
I Print Queue [ Invaice Only[™ Print ltem Not{ [7|221 [v2ss Kamut(Brand and Trademarked Mam. 600| Q@ 100 ]
0222 |vz20 Kasha/Roasted Buckui 700/ 100 0
(223 [vi47 Kidney Beans 600/ @ 100 0
(224 |vo7o Kohlrabi 500 100 0
|225 |vose Kohlrabi Greens. 7.00| @ 100 0
[1]|226 |wvosa Lacinato 7.00|Q@ 100 0
0|227 |Pasta039 Lasagne 4200|Q@ 100 ]
[1|228 [vore Leaf- Green Lesf, Red Leaf 700/ @ 100 0
{229 |vor1 Leeks 6.00|Q@ 100 0
|230 |Foooo7 Lemon AN|QO® 919 0
O|231 |vorz Lemongrass 700| 100 0
0|23z |vi48 Lentils 7.00| @ 100 0
[1{233 |vora Letiuce 400|Q 100 0
11234 [voooo3 Lettuce 400/ €& 1000 0

W view stock in multiple warehouses
ﬁ“Advanced Lo XService

&b Has variants 4 ltem Kit

WK Azsembly ltem o Drop Ship ltem

Close y

Products marked in red on the Product Selector have inventory in more than one warehouse (Applies to
Multiple Warehouse Module only).

To view the variations of a product, click the icon and then select the variations to add to the order.
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If you have selected a product that has Material Calculator enabled and have selected Auto Show Cut List in
CPO, then this form will pop-up.

Aaterial Calculator B *
Product Info
Product Mame Panel Selling Price 0875123456 Selling price per pisce
SKLU# P4 Price 1.16683127466652 : s
Finally, click
Quantity Ft In on Add
| 1| 2| 3| | Add | | Delete
Enter
Cuantity
here

Inext, is enter 4
Larger Unit

Enter smealler
unit here

Total: 11Ft3In e———— Totallength

Cloze

Pricing Rule:
1. Exact Length - per unit price will be used as specified in the product settings
2. Every Cut Rounded to Full Unit - Every cut is rounded to full unit before pricing is applied.

To get updated single unit price the total length of all cuts (rounded each) is converted from a full unit to
smaller unit equivalent which is then multiplied by the unit price and divided by the exact (not rounded) to
tal length (smaller unit)

|SKUr;l v| v\ Product | |ay[t | Add Cat.,g.,w Q| ?

Product Info

Product Name Panel Selling Price 0.875123456

SKL# P4N Price 1.16683127466667

Quantity Ft In
[ I I || Add | | Delete
2] 5 2 3
Total: 11FtdIn
Close
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3. Total Length Rounded to Full Unit - All cuts are summed up and total length is rounded to full unit before pric-
ing is applied
To get updated single unit price the total length is converted from a full unit to smaller unit equivalent which
is then multiplied by the unit price and divided by the exact (not rounded) total length (smaller unit)

ETE v | Product Jaw i | 58] Categony[ M- v]@=]| @ |
{ CLUQty | CLU Price Total § Stock | BIM e B |Commissio. | {
> ol

1050148147 -

1
ate o — >
Product Info
Product Name Panel Selling Price 0.875123456
SKU# P4N Price 0.933465019733333
Quantity Ft In
[ I I || Add | | Deleie
(] 5 2 3
Total: 11Ft3In
Close
. T\ T = ==1 T e
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8.3 Processing the Order

The third part of entering an order is processing it. This is can be done at any time. Once you save and place the
customer order, you can click the Process Order tab to fill out this form.
1. For each item, you will see the total quantity required, and beside that, the Fill From Stock column which con-

tains a field and a drop-down list showing your various warehouses and the quantity available at each ware-
house.

AdvancePro will automatically try to fill as much as possible from the default warehouse, but you can change the fill
quantity and the warehouse.

1. Customer Details 2. Order Details 3. Process Order

mi
Customer Purchase Order (Open) Date| 1/29/2020 ~
Bakeshop PO #|312
Ref (578
Customer Billing Address Customer Shipping Address
Bakeshop ~ Bakeshop ~
10th Bread St 10th Bread St
Bread City, BD, 11228 Bread Cty, BD, 11228
us us
12026660145 ¥ 12026660145 9
Acc# Sales Rep Payment Terms  Ship date e Camer Acc #
[2324 [ No Sales][N/A [1/302020 J2r3/2020 | | Select here to
bt Dot @ i
SetPickTo0 ||l SetOrder To 0 = R —
Product | Filframstock an Tnstant Buld
1M Bacon 1 Warehouse™ llehad v - for assembly items
3 vio e 5 B e i) e This is to process a
Cartots 960 Warehouse' v [ 0| McDaniel Cop ~ |CJ -\_D il )
1« Chicken Breast 2 995 Warshouse' | 0] Shad ~|O
FRRY Garlic 2 545 Warshouse” ~ | 0| Hamington Com ~ |[J
5 o012 Product 1 [ UoWerechouse1 ~[ 1 ~o OO
v
@ smppmgs Adusment§ | 000]  SubTowl 5 653.75)
Taxs [ 000]  TOTAL$[ 653 75|

[E| PROCESSORDER | | Cancel Order Close

Gtv Fill fram stock Create
This is the
t z
Suaniiy 1 11938 Warehouse™ ~ 0| Shad v
Select the vendor to
ﬁ;‘?‘fjk 0"4 | | s I— order product. Only
Warehouse name Change quantity vendors associated
here to G:jdef from with that product will
vendor

show.

2. The remaining quantity, if any, appears in the Create column. Next to it is a drop-down list with the vendors for

this product. You can create a vendor order for that quantity for the selected vendor.

These products will then either be appended to an existing open vendor order, or a new vendor order will be
created.

If you do not want to create a corresponding vendor order, change the quantity in order from vendor to zero. That
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You will be able to place a corresponding vendor order only when you process the customer order for
the first time. If you save and then come back to this customer order, you will not be able to place a
vendor order, to prevent you from over-stocking.

3. To drop ship this order, click the checkbox next to the vendor drop-down list.

4. If you have the Manufacturing module, click the last checkbox to create a work order for the missing product.

A CAUTION: Products that are not in stock and make up an item kit are not automatically added to a
vendor order. You will need to manually create vendor order for out-of-stock products that belong to an
item kit.

5. Click Process Order. You may see a warning if this customer does not accept partial shipments.

Order Confirmation X

Your order has been successfully placed!

Warehouse -
1 Pick Ticket has been created Pick
If you would like to Pick. Pack or Ship this Order now

clickhere. To Assign Pickersclickhere ——

— 1 _&lick here Click on the link to access the
Vendor order in the warehouse module.

0 Vendor Order has been created

Work Orders

0 Work Order has been created

Close |

You will see a confirmation message outlining the order processing.



8 Placing a Customer Order

Creating a Quotation

Creating a quotation for a customer is essentially the same as creating a customer order.
1. Follow steps listed above to add items to a new customer order.

2. Then, click the Save as Quotation button. This order will be saved as a quote. You can print or email it as

necessary.
,7. B ; Tax %[NA w] Tax §| 000 TOTALS| 0.00
ﬂ ﬂ BALANCE SIW
EJJEEE .00 Save | B ‘ Cancel Order | Close |
I Print Queue ™ Invoice Only!g® i liem Notes [~ Print PAN

Click to save this order as quotation.

If you have created a quotation for a customer, you can use that quotation as the basis for an order.
1. Start by clicking All Customer Orders in the left sidebar. Alternately, you can:

e Open the Customer Switchboard and click View All Orders

e Click CTRL + SHIFT + C on your keyboard.

e From the Cust. drop-down list, click View All Orders.

2. From the All Customer Orders list, click Quotations and then the magnifying glass to view all quotations. You
can select a date range if desired.

You can also use the search fields on the left to view customer orders by:
e Reference number

e PO number

e Customer name

e Total

3. Click the magnifying glass to perform your search.
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4. Quotations will be indicated by the quote icon. When you see the quotation, click the reference number or the
PO number to open the order.

5. The order will open to the Order Details tab. You can view the paper trail for this order if desired by clicking the
button at the bottom of the page.

6. Complete and process the order as normal, follow the steps listed above the complete a customer order.

Then click Quotations. Click the
magnifying glass to search Orders.

All Customer Orders. Total Records: 2 # Per Page EEJM Tor.' Pance: 1 e ] E

Betwesn

and
6/20/2017 > l 7212017 "
Ipped B =Nipped

[¥ Quotstions |

- Al

Open [~ Processed [T AtWarehouse

7| All Fresh Vegetables 4000 0000 4424 4445 | 7262017
2 | [0 [7[A1 Fresh [4000 00004444 4445 712502017 \ |AiIth | 7.m| \ |(|m]

Indicates that this is
a quotation
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9 Customer Invoices

In this chapter you will learn how to search for and find invoices
and how to create or void an invoice.

You will also learn how to receive payments on a customer
order, invoice, or a customer account.

8.1 Creating and Tracking Customer Invoices

8.2 Receiving Payment
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9.1 Creating and Tracking Customer Invoices

9.1.1 Tracking and Searching for Customer Invoices

You can track invoices by their status. Invoices have three statuses in AdvancePro,
e Pending. AdvancePro prepares a pending invoice when all or part of a customer order is shipped.

e Invoiced. Once the invoices have been invoiced, they cannot be changed and are set for export into Quick-
Books®.

e Voided. You can void an erroneous invoice.

To find invoices, go to the Customer Switchboard > View All Invoices and Credit Memo’s. Alternately, you can:

e Click CTRL + SHIFT + | on your keyboard.

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG

Customers

—Select tem— = Customer Reserved Inventory
Place New Order Add Customer
Y Customsr Jos

B Open Window:
Plac & View All Orders Edit Customer

New Broker

New Consignee

B View All Brokers
View All Invoices View Al Customers
and Credit Memos View All Consigness

View All Order Promotions
Customer Groups




9 Customer Invoices

The Customer Invoices / Credit Memo’s list will open.

Admin Customers Vendors Produets Warehouse Returns Reports Sales Reps QuickBooks Web MFG

Customer Invoices | Credit Memo's # Per Page Bl Total Pages: 1 CurrentPage: 1 [1]

Betwesn 2nd
[ Pending Credit Memo [ ] Credit Memo| 1/29/2020 ~ | 1/29/2020

[ A4l [] All Invoices[iA Pending [] Inveiced [] Vo

P

[ | S E—

=]
No Ref# PO # Invoice & RMA# Date [ Total L]
1 674 303 183 112872020 2:12:00 PM Bakeshop 28875 | O
2 673 308 182 112812020 2:09:00 PM Bakeshop 175 [0
E] 631 284 176 10372018 Bakeshop 18151 [0
4 622 278 177 10372019 Bakeshop 05 (O
5 648 291 178 10372018 Bakeshop 3300 [O
B 532 287 173 10172013 Bakeshop 288751 | O
7 640 288 174 10172013 Bakeshop s |0
8 636 286 172 9/3012019 Bakeshop 288751 |0
9 619 215 169 912412013 Bakeshop 0l [O
10 630 283 171 912412013 Bakeshop 66825 |
1 605 267 167 912372013 Bakeshop [0
12 607 268 168 9232019 Lemon Company . [O
12 502 264 164 9/19/2018 Bakeshop 55000 | ]
14 604 265 165 9192019 Bakeshop 55000 |
15 605 266 166 9192019 Bakeshop %75 [0
16 596, 258 163 9/132013 Bakeshop 6051 |
17 593 256 162 9/12/2013 Icecream Shop 250000 |0
18 542 224 157 82112019 Bakeshop 18151 [0
19 544 236 158 8121/2013 Bakeshop 18151 [0
20 541 23 156 82002013 Bakeshop 165000 | ]
21 519 204 152 8/13/2013 Bakeshop 2125 | O
F7] 520 205 153 8132019 Icecream Shop 5654 [
2 521 206 154 21302013 Bakeshop 64450 |
2 512 193 150 81212019 Deatonaa. &40 [0
25 514 200 151 81212013 Arnoldza 561000 | O
¢ Invoiced X Vaoided Invcice
(S Consolidate | = Email 2 Print/Export Close

As with most other objects in AdvancePro, you can also search for invoices by:

o reference number

e customer order number

e customer name

e date range

The date range helps you organize your invoices by the month/year.

You can filter invoices by clicking the links at the top right, to view only invoices of that status.

You can view combined statuses (e.g. all voided and all invoiced invoices) by clicking the corresponding

checkmarks and then clicking the right most search button (magnifying glass).



9.1.2 Creating a Customer Invoice
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You will be able to invoice an order only if you have completely or partially shipped the products from the
warehouse. Once you have created an invoice, you will not be able to make changes to it. You can, however, void it

as shown on page.

As above, open the Customer Invoices / Credit Memo’s list by going to Customer Switchboard > View all

Invoices and Credit Memo’s. Alternately, you can:

e Under the Cust. drop-down list, select View All Customer Invoice/Credit Memo’s.

e Click CTRL + SHIFT + | on your keyboard.

1. Click the Pending link on the top of the form.

Click on the PO to
open the invaice

Admin  Customers  Vendors  Prodjcts  Warehouse  Retums  Reports  SalesReps  QuickBooks

Customer Invoices [ Credit Memo's

Total Records: 25

#Per Page. Total Pages: 1

CurentPage: 1 [x]

1 674 0 83 11282020 2:1200 PM Bakeshop O
2 &7 82 /282020 20900 PM Bakeshop O
3 &= 22 75 1022019 Bakeshop O
% 2 278 77 032019 Bakeshop u
5 B3 221 7 10772019 Bekeshop [O]
B 3 227 73 012019 Bakeshop =
7 50 22 74 1012019 Bakeshop 5]
B 5% 286 72 9302019 Bakeshop )|
B 619 275 B 542013 Bakeshop 5]
0 255 i 92472013 Bakeshop ]|
11 605 261 167 31232019 Bakeshop 5]
2 607 258 168 9232019 Lemon Company ]
13 603 260 164 371912019 Bakeshop 5]
4 25 65 (3192019 Bakeshop ]
15 05 286 166 9192019 Bakeshop 5]
16 256 163 9132019 Bakeshop ]
T 55 256 62 8122019 lesream Shop 250000 |0
18 52 '@ 57 22172019 Bakeshop S
i 544 226 5 &2172019 Bakeshop 18151 |0
2 541 2 156 8202019 Bakeshop 165000 | ] |
2 519 204 52 &122019 Bekeshop 32125 |0
2 520 208 153 8132019 lcecream Shop 50656 | 1]
23 521 206 154 &132019 Bakeshop 64450 | O
2% 512 [EES) 50 822013 Destonas 0400 [0
% 514 [200 51 822018 Armoldza 561000 | O
V/ Invoiced X Voided Invoice
g fonsolidate | (=1 Email 21 Print/Export Close
Admin  Customers  Vendors  Products  Warehouse  Rewns  Repos  SalesReps  QuickBooks  Web  MFG

Customer Invoices / Credit Memo's

# Per Page ZNMM Totol Pages: 1

Sort and search
by type, date
or by invoice
details

Check the boxes
and dlick on this
image to print

multiple invoices

®

CurrentPage: 1 [#]

Lt I I 16

Ref & PO Invoice i RMA #
1 543 275 5 10272019 Bakeshop 010 [0
2 545 283 5 10272019 Lemon Company 5500000 | ]
3 639 287 52 10172019 Bakeshop 22500 | O
4 El 288 10172019 Bakeshop 180 |0
5 637 285 91302019 Bakeshop e [0
G 594 256 9122019 loecream Shop 000 [0
7 558 226 812712019 Bokeshop 9% |

‘the credit memo

click on the RMA® to open

Click the PO number of the order you have shipped from the warehouse.
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The pending invoice will be displayed. Make any necessary changes to the invoice details such as:
e Shipping charges

e Individual price of each item

e Adjustments on the total (for a discount enter a “-” negative value).

Customer Invoices / Credit Memo's.

Total Records: 25 # Per Page Z3M Total Pages: 1 Current Page: 1
Btmeen ane
[ &l [] &l Invoices A Pending [ ] Invoiced [ ] Voided [ Pending Credit Memo [ |Credit Memo| 1/29/2020 || 1/25/2020 ~| |G
[ I I I I 2
Customer Invoice Date [ 172872020 Click on the PO #
S 5 to open the
recice PO# 309 related purchase
Bakeshop Ref# order
Billing Address Customer Shipping Address
Bakeshop ~ Bakeshop "
10th Bread St 10th Bread St
Bread City, BD. 11228 v Bread Cty, BD. 11228 v
Boc# SalesRep  PaymentTerm Shipdate  Exp.date  Carier Carrier Acc
[2324 I |[1/29/2020 |[272/2020 [ [ |

m ATOMIC 20V MAX BRUSHLESS 4-172 [N
1 DCssTiB T T ] 5 5 0 000 5250 5250 26250)
Click on the |
product
name to view
details of the
product
Veight: 5 lbs Shippmng s | 000] Adjusimems [ 0.00] sub Tewais[ 26250]
W RS Taxs[ 26.95|Test ToTALS| 28875
BALANCE 288.75
[ErrerDiconm | [ [
Tax
Geoups Select TES TE2
el= & @ 5 [0 (@ 5==| | CREATEINVOICE || Close
[] Print Guee [ With SN # [ With Catch-Ueiaht [ Use Second Invoice Layout [ With CLU

(
\

@
Click on this button
to print invoice

®

> To view the original purchase order, you can click the PO# link (top right).

Using the buttons at the bottom of the invoice, you can print the invoice in 2 formats ( and for SmartPrint Pro).
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4. Using the buttons at the bottom of the invoice, you can:

e Print the invoice in 2 formats ( and for SmartPrint Pro).

e Email the invoice. You will be asked whether to send the invoice as an HTML or PDF attachment. Click Yes or
No as appropriate.

Then, the Email form will open, and you can enter the notes and addresses as desired. Use the Bcc field to send
yourself a copy of the email, if desired.

Send Email

— Send Email
From |

Te [ _ _ | Use the BCC field if you wish to save

cc | a copy of the email for yourself.

BCC [ ]
Subject IYour invoice is attached

Attach File ["’ - T T o

Attachments | NO_ | Fie | Path I e File

Message

Customer Invoices / Credit Memo's

1 CumentPage: 1 [x]

and

Between
All 7] All Inveices [~] Pending [ Inveiced [] Voided [ ] Pending Credit Memo [ Credit Memo| 1/29/2020 ~ || 1/29/2020 ~ G

\ I I I I | o=
Customer Invoice Date | 1/29/2020
Imvoice # PO# 209
Bakoshop oL
Billing Address Customer Shipping Address
Bakeshop " Bakeshop &
10th Bread St 10th Bread St
Bread City, BD, 11228 v Bread City, BD, 11228 v
Accl Sales Rep Payment Term  Shipdate  Exp.date  Carrier Carrier Acc #
[z32¢ i i |[1729/2020 |[27272020 ]| I ]
Vieight Qy| Discount% Coupon| Discount § Orig. Price § Price Total §
1 DCSS71B "C—B%’\S‘LCEZSTSVC""'&%L EER“ éthss SLE M 5 5 0 0.00 5250 5250 262.50
Advance Pro X
@& Do you want to apply freight value (50.00)
) =gainst lins item prices or add to cument shipping amount (0.00)7
St A || Corel
Weight: 51lbs Shipping § 0.00| Adjustment § 0.00| Sub Totl$ 262.50|
Total Qty: 5 Taxs|_ 000[N/A TOTALS[ 26250
BALANCE 26250
[Erter Dicour: | ] [0
Tax Groups
al=£a @ [(euldis I & | - | [ CREATEINVOICE | | Close

[ Print Queve [ With SN# [7] With Catch-Wieight [7] Use Secand Invaice Layout [] With CLU
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View a paper trail of the invoice.

Set up or change detailed freight charges for the customer. The following form will open:

When done with the freight charges, click Close.

Customer Invoices / Credit Memo's

Total Records: 209 # Per Page XM Total Pages: 1

Current Page: 1 [1]
Betmesn
All A All InveicesfA Pending [ Inveiced [ ] Yoided [] Pending Credit Memo [ ] Credit Memol 1/29/2020 | 1/29/2020 ~| [Bw]

\ I I I I @<

Customer Invoice Date | 1/29/2020 ~
Invoice # PO# 309

Biling Address: Customer Shipping Address:

Bakeshop ~ Bakeshop ~
10t Bread St 10 Bread St

Bread Cty, BD, 11228 v Bread Cty, BD, 11228 v

Acc # SalesRep  PaymentTerm Shipdste  Exp date  Carier Carrier Acc #
[2324 | Il |[1/29/2020 |[2r2/2020 ][ |
Products Details.
Weight Qiy[ Discount ™|  Coupon | Discount$| Orig. Price s Price| Price WF § | Profit Margin % Totol §
- ATOMIC 20V MAX® BRUSHLESS 4-1/2 TP a i

1 DCS5718 L. CORDLESS CREULAR S 5 5 0 000 5250 5250 6250 -19.05 26250,

2 | |suBTOTAL | of of [ [ (| [ | 26250 31260 i |

\eight: 5Ibs Shipping § Adjustment S Sub ToriS[ 262,50
Total Qty: 5 Tass|_ 000[WA ToTALS[ 26250

BALANCE 262.50
[Eretean | [&][w
Tax Groups

al=slel R [Couyl b
[ Print Queve [ With SN# [ With Catch-Weight [ Use Second Invoice Layout [] With CLU

& CREATEINVOICE || Close

A confirmation page will be displayed.

/\ IMPORTANT FOR QuickBooks ® USERS: Only customer invoices that have been created and exist
under “Invoiced” status can be exported to QuickBooks ®.

/\ In AdvancePro you have the ability to create a unique SKU number for each product variation.

QuickBooks ® however, does not recognize these unique SKU numbers and will list the products on the
invoice with the main SKU number of the original product.
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9.1.3 Invoices and Partial or Over-Shipments

Partial Shipments and Pending Invoices: If an invoice has not been created and you ship products one at a time,
the products will append to the invoice.

Partial Shipments and Created Invoices: But if you have already created the invoice and have some products at
the warehouse waiting to be shipped, a new invoice will be created once those products have been shipped.

Over-Shipments: If you have shipped more than the quantity ordered, the additional products will be appended to
the customer's invoice as separate line items and at $0.00 price.

Using above methods, you can either create single invoice for multiple partial shipments or multiple invoices per
each partial shipment on your choice.

9.1.4 Printing Multiple Invoices at Once

To print multiple invoices at a time, click the Queue to Print checkbox on the invoice.

Customer Invoices / Credit Memo's

Total Records: 209

# Per Page Tl Total Pages: 1 CumentPsge: 1 [ %]
Estwesn and
Al BA Al lny d [ ] Pending Credit Memo edit Memol 1/29/2020 || 1/29/2020 | [@w)
\ I Il I I | [@=
Customer Invoice Date | 1/29/2020 ~
Imvoice # PO# 309
Bakeshop
Billing Address Customer Shipping Address
Bakeshop " Bakeshop 7
10th Bread St 10th Bread St
Bread Ciy, BD, 11228 v Bread Ciy. BD. 11228 v
At SslesRep  PaymentTerm Shipdate  Exp.date  Carrier Carrier Acc #
[2324 i I [[1728/2020 |[272/2020 ][ i |
Products Details
\wieight Qty| Discount®| Coupon | Discount$| Orig. Price$ Price | PriceWF § | Profit Margin % Total
® ATOMIC 20V MAX” BRUSHLESS 4-112 e e
1 DCS5718 I\ CORDLESS CIRCULAR Shr 5 5 0 0.00 5250 5250 6250 1905 26250
2 SUB TOTAL 0 0 0 0.00 0.00 26250 31250 [
Weight: 5 Ibs Shipping § | 000 Adjusments | 0.00] Sub Toras| 26250
peatios Tax$ 000 /A TotALs[ 26250
BALANCE
B ==
Tax Groups
al=2 & s 0 & || - - | CREATEINVOICE | | Ciese
\ith SN #  [2] With Catch-Weight [7] Use Second Invoice Layout [ ] With CLU
Click this if you would like to print this

invoice and several others at the same time.

The invoice will be checked with a bold green arrow on the Customers > View all Invoices and Credit Memos

form. Click the print icon and copies of all the queued invoices will be printed for you. You can also click the check-
boxes for any other invoices you'd like to print from the list.
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9.1.5 Consolidating Multiple Invoices

To consolidate multiple invoices related to the same customer, select required invoices from View All Invoices
and Credit Memos form by placing checkmarks.

Then, click &Eansnlidate button to print selected invoices on page.

9.1.6 Sending an Order Back to the Picking Stage

If necessary, you can send the invoice back to the picking stage. Access the invoice as you would if you were

creating the invoice (from the Customer Switchboard > View all Invoices and Credit Memo’s list, click the PO
number to open it.)

Customer Invoices / Credit Memo's

otal Records: 209 # Per Page TTHMl Total Pages: 1 Current Page: 1
Between and
) &l (7 All Invoices 7] Pending [7) Invoiced [] Pending Credit Memo [ 7] Credit Memo| 1/29/2020 ~ || 1/23/2020 | |G
| I I I I | @

Customer Invoice Date
Inmvoice # PO# 308
Bakeshop
Billing Address Customer Shipping Address

Bakeshop " Bokoshon 7
10th Bread St read St

Bread City, BD, 11228 v Bread City, BD, 11228 v

Aec# SalesRep  PaymentTerm Shipdate  Exp.date  Carrier Carrier Acc #
[324 i Il [[1/29/2020 |[2/2/2020 || Il ]
A " ;
1 DCS571B A PAUSHLESS L 121N, 5 5 0 0.00 5250 5250 26250
Weight: 5 lbs Shipping § | 0.00] Agjustmants | 0.00] subTowis|  26250|
Total Qty: 5 Tax§ 0.00] N/A TOTALS| 262.50
* | »
Tax Groups
Click to send this order back t
al=sE @ = b the pidang stage oo (3| [ Sove | [ CREATEINVOICE | [ Clese

[ Print Queve 7] With SN # [ With Catch-Weight [] Use Second Invoice Layout [] With CLU

Click the button at the bottom right. A confirmation message will open, and click Yes to send this invoice back to
Picking Stage at the Warehouse.

Then, the Warehouse > Orders To Pick list will open with the “To Pick” orders listed, and this order will now be

A You can always send an order back to Picking Stage if the invoice exists under “Pending” status




9.1.7 Voiding Invoices
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You can void an invoice once it has been created. Access the Customers > View all Invoices and Credit

Memo’s form and click the PO# to open the (created) invoice.

At the bottom, click the Void Invoice button.

Customer Invoices / Credit Memo's

Total Records: 128

#Per Page THIMl Total Pages: 1

Current Page: 1
Betwean and
] Al [T All Invoices[ ] Pending [ Invoiced [] Woided [[] Pending Credit Memo [CJCredit Memo| 1/29/2020 ~ || 1/29/2020 | |@w|
| I I I I | [o<

Customer Invoice Date | 1/29/2020 ~

Invoice # Po# 309

Bakeshop

Billing Address Customer Shipping Address

Bakeshop ’ Bakeshop ~

10th Bread St 10th Bread St

Bread Cty. BD. 11228 il Bread City, BD, 11228 £
Aec® Sales Rep Payment Term  Ship date Exp.daste  Carrier Carrier Acc #
[2324 I[ |[1/28/2020 |[2/2r2020 ][ |

Products Details

5 ATOMIC 20V MAX® BRUSHLESS 4-112 N
1 e CORDLESS CIRCULAR SAW

0.00 52.50

Total Qty: 5
(® Return Stock Back To Inventory
() Do Not Return Stock Back To Inventory
Cancel
al=[4E= s b

[ Print Queue  [7] With SN #  [7] Wiith Catch-Weight [ Use Second Invoice Layout [] With CLU

Enter the reason of voiding
the invoice and indicate
whether to Return stock
back to Inventory or not.
\weight: 5 lbs

Submit

Shipping § Adiustments | 0.00] Sub Towls| 26250
Taxs|___ 000 ToTALS[ 26250

BALANCE

Click void invoice

£ [ === | voiDInvoicE

The Void Reason form will open. Enter a reason and indicate whether to send the stock back to inventory. You can

also cancel the process if you made a mistake.

Click Submit to void the invoice.
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Receiving Payment

Integrating AdvancePro with PayPal® Payflow Pro (formerly known as VeriSign® Pay Flow Pro) or Authorize.net®
allows our customers to charge credit cards and make bill payments from one system. This feature has been added
to bring further efficiency to your business “from Buying to Supplying".

You will now be able to charge and process your client's credit cards or checks on receiving payment --better busi-
ness and prompt service for all.

To set up payment processing, go to the Admin Switchboard > Utilities > Payment Processor tab.

_u] Utilities =] B 3]
About | Upgrades | Databasze | Excel Import/Export HWM “Order Import

“Mult. Companies | “Lot/Serial # | “Bar Coding | “Freight | “Catch Weights | “EDI | “Advanced Shipping |
“Addtional Entty “Fifo/Lifo |
FOS

“UP5/Fedex/USPS “Product Builder

“AdvanceED| Sales Rep. | “Order Matrix
“AP ActiSales

“AP Manufacture “AP Labels “Resource Management |

“APlInteligence | “AP Mobile

MS Dynamics | “AP AP|

If you are going to be using online credit card or check transactions with PayPal/Authorize.net please
- iy

Processor |[MEREEE0E -

PayPal PayHD_“' Authorize. Net
Check and Credit C\irgual Merchant
—

e

User Name |

Password |
Partner |

Authorize net
Credit Card processing only.

Login ID |

TxnKey |

Virtual Merchant
Credit Card processing only.

Merchant D |
UserID|
User Pin |

Disable Module Save Close

/\ Please note that only PayPal PayFlow Pro allows checks to be processed.

You can receive payments even if you do not use PayPal PayFlow Pro or Authorize.net, but the payments will not
be processed automatically though AdvancePro. You will need to process them separately.

You can receive payments at three different points:
e On creating or modifying the customer purchase order
e On created customer invoice

e On the customer account
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e Enter the customer order and save it as normal. Please see chapter 6.2 for more information on entering
customer orders. If the order has already been created, click All Customer Orders on the sidebar and then

click the order to open it.

e After you save the order, the Receive Payments button will be enabled. Click it to see the receive payments
form.

NOTE: If you receive payments on the customer purchase order, AdvancePro will export it as an
outstanding amount paid against selected customer to QuickBooks®. You would need to assign the
amount received against the amount due on the invoice when AdvancePro exports the invoices in

QuickBooks® later.

e Create an invoice as described above. After you click Create Invoice, the Receive Payment button will be
enabled. Click it to receive payment.

/\ NOTE: If you receive payments on invoices, the amount should be exactly the amount listed on
the invoice or QuickBooks will not accept the payment.

A When you are receiving a payment on an invoice, you can view received payments on the whole
order or just on this invoice using the radio buttons under Receive Payments.

I@ For the order this invoice belongs to () For this invoice only I

Mo.  Amourt & Date Method Charged Exported to GB

() Print () Email () Print & Email (® None
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9.2.3 Receiving Payments on Editing a Customer Account

e From the Customer Switchboard, click View All Customers. Alternately, you can:
e Click View Customers from the sidebar.

e Use the Customer drop-down list to select View All Customers.

e Click CTRL + ALT + U + A on your keyboard.

o When the customer list opens, click the edit icon (the E) to open the customer profile.

View All Customers Total Records: 29 # Per Page EEN  Total Pages: 1

Current Page: 1 El

Close | Save & Next | Close I

I I | | | I I | Oa | e 2
No i Account # Firer e = Email eI -
i) All Fresh Vegetables 4000 0000 4444 4445 Edrick Green 444-1111115 Edrick@vegetable.com g @
2 All Stezk Buffet 2000 0000 2222 2224 Gerry Beefed 222-1111114 Gerry@beef.com / @
3 Apparel \wear 7000 0000 7777 7771 George Giggles 111111 George@app: ar.cOM @
4 Beautify 2000 0000 8228 8381 Jean Grace 888-1111111 J fy.com @
5 Beefy Grill beef
BT ¢ Al Fresh === el ]
6 Beefy-Q — B com [E]
7 Boardz Company Info | Address Info | Additional Info | Custom Figids ” Payment Info  Resprved Products | Products On Eack-OrderL Brod@boardz com [E]
g Chicken Deli Order Info | Invoice Info | Sales Goal | CRM | Login info SemrriiT E
] Chicken House . Mister@chicken.com @
10 Chicken-Out Fastfood [ mest Detals - | im@chicken.com &)
11 Crispy Chicken Pika-piks Min. Amount per Drder$!ﬂ Taxable Maxwell@chicken.com @
12 Fork the Pork Payment Terms IN/’)\ vi Tax Rate % |N/A - ﬂ Ervin@pork.com 5]
- Prefemred Payment Method —
Preferred Payment MetholeM -
INJA - Check
Type [—Selecthemn— <] Dateof Bith [ 1/ /2000 ~
Credit Card # | : Driver's License #
. /
ExpiyDate [ '[ CUN# Sociol Secuity# [
Name on Card |
Address |
ZipfArea Code I
addNew | dd | Delete |
r Additional Company Ir ion
Reseller Number I Federal Tax ID I DUNS Number I ‘

e Then click the Payment Info tab.

e Click the Receive Payment button. Continue as below.

/\ Note that receiving a payment on the customer account means that the payment remains unallocated. The
funds will not be put toward a particular invoice or order.
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e Tl_ck'l_ng this option and
clicking on the
magnifying glass will

Customer

ol it el S From | 1723/2020 ~| 7o [ 1728/2020 ~] [] Show Ml Payments | @ show all of the
Bell Company ts that have
ayment . ., payments
e b ST e = [ [pat Method amount | Allocated A_| Credit Amount | Charged | QB Exported [Note been applied to invoices
and it will be N AY .00l Tr2972020 [J| 0172002020 |RMA CREDL. 5500.00 0.00 5500.00
added to all —V/ ~ | | 2572020~ [] 01202020 RMA CREDL. 276.94 000 27694
cpavg'lfnts and Process via Payment Processor Books
redi
Memo(Credits)  Notes Export to GB
table Deposit To Account
AR Account
[] Allocate(d) in GB 5776.94 0.00 5776.94
payments or ’_ Date Invoice No Amount Paid Amount Balance Amount
Credit Memos {1 1/17/2020 242 5050 43952 538
above can be —[ O 11712020 244 123 1] 1231
applied on_ ]| 172412020 249 1700 0 1700
these invoices
6762.31 4396.2 2366.11
Total for selected invoice(s)
Total Appled
Belonce
Process Close

1. The Payment Allocation form will open.
2. All of the Credit Memos and Payment can be found in the right side

3. You can select Payment Method in the drop-down and enter the amount. You may choose to Export the added
amount to selected QuickBooks.

3. Payments or Credits on the top of the screen can be applied to all of the Invoices.

4. The checkbox for Process Payment Using Provider should be checked by default if you have setup a pay-
ment processor via the Admin Switchboard. To turn off the payment processing, click the checkbox so it is not
checked.

5. The Export to QuickBooks® checkbox should also be selected by default if you use QuickBooks.

6. You can de-select it if desired.

7. If you are exporting to QuickBooks, you can set the appropriate accounts using the Deposit to Account and
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8. You will notice that a new form will appear when you select Check or Credit Card as Payment Method.

Fill out Necessary

details for the
check

Payment Allocation

Customer From | 173172020 ~| 1 [ 1/31/2020 v | [] Show All Payments |G
Aroma Towne
= i = = [ [Date Method Amount| Allocated A.. | Credit Amount | Charged | QB Exported | Note
C:Wk”e”t 2l | mount ol 1ﬁft391f2D29 | [1|01/20/2020 | RMA CREDL. 11000.00 000  11000.00
i | : “| |0 0202020 Cash 5000000 1100000  33000.00
: [101/24/2020 | Cash 1000.00 0.00 1000.00
Notes [ Export to QB [ 01/24/2020 Cash 5000.00 0.00 5000.00
Deposit To Account
- Select an Account -
AR Account
Accounts Receivable (
[ Allocate(d) in QB £7000.00 11000.00 56000.00
Cheque : v - St e
Account Holder Name ’_ Date Invoice No Amount Paid Amount Balance Amount
i [ 1/20/2020 16 11000 0 11000
2 [ 1/242020 33 50 0 50
el Bith O|v242020 |38 5 0 5
10/ 2/1992 B
Drivers License # Social Security # Check #
| | | ‘ | 11055 0 11055
Magnetic Ink Check Reader alforsclected Ivoicets)
| | ToalAppied [ 000
Bolance
Process Close

e You can select saved credit card numbers from the Credit Cards drop-down list, if this customer has any

credit card information in their profile. You can modify this saved information if necessary and then click
Update. (The Add button will become Update.)

You can delete credit card information from the customer profile by clicking Delete, if desired. You can still
use the deleted credit card information for this transaction.

For credit card numbers, do not enter any spaces, dashes, special characters or letters. Only enter num-
bers.

For credit cards, the CVN number is the three digit number on the back of the card.

For checks, the Magnetic Ink Check Reader is the entire line of numbers on the bottom of the check, in-
cluding transit number, account number and check number.
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e AdvancePro will save new credit card information if you click Add in the Credit Card section. You can also add
information on an additional credit card to this customer’s profile by clicking Add New.

1ent Allocation

Customer i From | 1312020 ~| 7o [ 1/31/2020 ~| [] Show All Paymenis [
Aroma Towne
= T T = |— Date Method Amount | Allocated A.. | Credit Amount | Charged | QB Exported | Note
cﬁﬁﬂeﬂj £ | AL o] | U;fmﬂ | ] 01/202020 | RMA CREDL. 11000.00 000 1100000
diinidhn v i ~l |0J 011202020 Cash 5000000 1100000 3800000
: [ 01/242020 |Cash 1000.00 0.00 1000.00
Notes [ Exportto QB [ 01/2412020 Cash 5000.00 0.00 5000.00
L Deposit To Account
Select any existing _ Select an Accourt —
cards here
\ AR Account
,‘ Accounts Receivable |
] Allocate(d) in QB £7000.00 11000.00 56000.00
You may select the | CreditCards [NVA o] O ' ' ' : . mis - =y =
typeofcardby g Am Ex = ate nvoice No unt 3 unt ance Amount
clicking on this Type [Amercen Epross - | O 1202020 |18 11000 11000
dropdown CC Number | | O 124020 33 50 e 50
Expiry Date || /[ O 1242020 |34 5 0 5
CVN Mumber
] 11055 0 11055
Name onard “ | Total for selected invoice(s)
Address | |
Total Appld
Add New Add Delete Pt Tl
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9. When ready, click Process Payment.

Payment Allecation

Customer e From | 1/31/2020 ~| 1o [ 1/31/2020 ~| [] Show All Payments  |@w
Aroma Towne :
5 s e = [ [Date Mei Amount| Allocated A_| Credit Amount | Charged | QB Exported | Note
cajnmcer:d € I moun | 1;:?1;2&20 | [1|01/20/2020 | RMA CREDL. 11000.00 0.00 11000.00
i = _EEDD_' ~| |CJ 0202020 Cash 5000000 1100000 33000.00
Sl [ 01/24/2020 | Cash 1000.00 0.00 1000.00
Motes Export to QB O] 01/24/2020 Cash 5000.00 0.00 5000.00
Deposit To Account
Cash on hand w
AR Account
Accounts Receivable {
[ Mlocate(d) in QB £7000.00 11000.00 56000.00
Credit Cards |N/A i
o
CC Number |
Expiry Date |:| [ |:| O | 172412020 4 5 0 5
CVN Mumber
|:| 11055 0 11055
N Card e
Attt | | Total for selected |nvo|ce(3}
Address | | Total Applied 5000.00
ZipAreaCode [ | e
Balance -5000.00
Add New Add Delete —

When you have filled out all
the necessary details, click
Process

10. A confirmation window will open confirming that the payment should be processed. Click Yes to continue.

AdvancePro: Confirmation

Do you want to Process the Payment of $100.007

Yes Mo

If you have not enabled payment processing, skip to step 10
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11. If you have enabled payment processing via PayPal® PayFlow Pro (formerly known as VeriSign® Pay Flow
Pro) or Authorize.net®, AdvancePro will send the payment information to your processor.

12. A window will open to notify you whether the payment has been authenticated or not. If the payment fails, you
will see the reason why.

13. The payment will be saved and displayed on the Received Payments chart at the bottom of the form. It will dis-
play relevant information about this payment: whether it was processed using one of the payment providers in
the Charged column, and whether it was exported to QuickBooks®.

14. You can print a record of the payment if desired by clicking the button on the bottom left of the form.

If you receive payments on the Customer Purchase Order, AdvancePro will export it as an outstanding amount
paid against the selected customer to QuickBooks®. You would need to assign the amount received against the
amount due on the invoice when AdvancePro exports the invoices in QuickBooks® later.

If you receive payments on invoices, the amount should be exactly the amount listed on the invoice or QuickBooks
will not accept the payment.

Also, if you accept payments in QuickBooks, in the Admin > Site Settings > QuickBooks, be sure to enable Do
you want AdvancePro to query your invoices in QuickBooks?. During export, AdvancePro will look for the
payments and apply them to the AdvancePro invoices.

After a payment has been saved, you can:

e process it using the payment provider, if you have not processed it before

e change the payment method or amount if you have not processed the payment before
e export it to QuickBooks, if it has not been previously exported

e print a record of the payment

o delete it entirely.
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To edit a payment, start by selecting it using the checkboxes at the bottom of the Receive Payments form in Cus-
tomer Invoices.

Receive Payments

Aroma Towne

Ivoice #[16 | Order Total ${11000.00 | Date[t20:2020 |
Invoice Total §[11000.00 | Total Paid $[11000.00 | Po#[i7 |
Amount Received §[1100000 | Order Balance $[0.00 | Ref#[32 |
mosemnces[000 | cessp® ]
e Payment Method
may change
almost any Payment Amount $|11000.00
i : You can also
payment details Deposit To Account |Cash on hand v| Export to QuickBooks <li—

| process or export
Accounts Receivable Account _the saved payment
if you haven't yet

Don't forget to
select "For this
Invoice only "

Received Payments
() For the order this invoice belongs to (@) For this invoice only

Date Method Charged Exported to QB

Tick the box of — 1/31/2020 Cash N N

the payment

you want to edit
You may print or (O Print (O Email (O Print & Email (@) None | Eg;kn:,ja?]‘iattfsave
delete the selected the changes
payment as well —{=, Print | |[=2 Delete | UPDATE PAYMENT | Close 9

L

Change any payment details as you did when entering the payment.

A Please note that if you have processed the saved, original payment using the payment

Click Update Payment to edit or process the payment, or Delete to delete it.

e In AdvancePro, delete the erroneous payment entirely using the method above.
e Separately, delete that payment from your payment provider (by phone or using their interface).

o Enter a new payment into AdvancePro with the correct details and process this payment normally.
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10 Vendors

In this chapter, we will review setting up vendor accounts,
including:

10.1 Importing Vendors

10.2 Creating New Vendors Manually
10.3 Placing Vendor Orders

10.4 Creating Vendor Bills
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10.1 Setting Up Vendors

10.1.1 Importing Vendors
You can import vendor information via QuickBooks® or Excel®, or indirectly via EDI or XML import of vendor
orders.

Since the QuickBooks and Excel import process applies to more than just vendors, those processes are covered in
the previous chapters.

Importing customer or vendor orders via XML is covered as well. Learn more about importing vendor orders by EDI
too.

10.2 Creating New Vendors Manually

Mandatory Fields

e Company Name

1. Click Vendor to open the Vendor Switchboard and then Add A ew Vendor. Alternately, you can use the
vendor drop-down menu, or CTRL + ALT + D + N on your keyboard.

@) AdvancePro 11.00.0.1104% - Admin

AdvancelPi Admin Gustomers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR
W
& Customers
der
A Vondors Vendors
| new

endor Gr
Place New Qrder Add Vendor T TS,
Jobs
Q, Quick Search

View All Orders Edit Vendor

B Open Windows an;l'g:;;! 5!:105 Wiew All Vendors

Vendor Quote

Log Out
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2. The Add A New Vendor dialog will open. Company Name is the only mandatory field. After entering the
name, you can click Save & Close if desired.

However, please note that to place an order to this vendor, you must associate products to the
vendor. You can skip ahead to review how to associate products with the vendor, if you like.

We will review the rest of the form, but you do not need to enter any more information.

3. The account number will be suggested by AdvancePro based on the starting account number you specified
in Admin > Site Settings > General Settings. If you like, you can override this account number and enter
any (unique) alpha numeric combination.

4. Besides the company name and account number, you can enter the main and alternate contact persons,
with contact information on the Company Info tab.

5. You can enter notes in the bottom field of this screen, and they will be shown on vendor orders. To view
these notes on vendor orders, enable them at Admin > Site Settings > Additional Settings

6. If you would like to enter more information, you can continue by clicking Save & Next.

If you want to edit a vendor to enter the address, from View All Vendors, click the Edit icon to open
the Vendor dialog and then click the Address Info tab.

7. Atthe Address Info tab, enter the billing and shipping addresses (both are optional).

Vender: Company ABCDE E=5 EE
g Company Info m Addtional Infc] Assign Products | Products On BackOfderl Order Info J Bill Info ]
[ Select lte J I Select tem J
[ Copy Shipping | | Copy Billing
You can change the billing and shipping address by il To Aadress ¥ Primary Address | [ o og Address ¥ Primary Address
clicking on this button. You can change the primary Name [ Name |
addresses by selecting the address from the drop Company [Campany ABCDE Company [Company ABCDE
down and checking the primary address check box. ”“’d‘e’ssl Ad‘“ess}
City [ City |
State [VA +| StateOther[ | State[N/A ~| StateOther| |
Zip Code | Country [ Zip Code Country I
Phone | Fax [ Phone | Fax |
CellPhone] CellPhene|
Email[ Emall [
EDI L EDI =
Store ID Store 1D
oco [ | oco [ |
Store Name li Store Name ﬁi
_Updste | | Delete | _Updste | _ Delete |
A primary address is the main address for the vendor. Net s
It is required for biling or shipping purposes. It is

imperative your customers and vendors have complete
addresses else you would not be able to place orders.
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8. Make sure you complete all fields for the addresses or you will get an error message, prompting you to
complete the fields.

Hint: You can use the Copy Shipping or Copy Billing buttons at the top if both the shipping and
billing addresses are the same.

9. Click Update for both the shipping and the billing addresses.

10. You can add additional addresses by clicking Add New. The Update button will change to Add—click Add
when done.

11. If you are creating multiple addresses, note the Primary Address checkbox at the top of the fields. By default,
the first address entered is the primary, but you can click this box to de-select or select other addresses.

Note: A vendor can have multiple billing and shipping addresses. You can always choose the
address to bill and ship to while placing an order to that vendor.

12. Click Next.

If you want to edit a vendor, from View All Vendors, click the Edit icon to open the Vendor dialog
and then click the Additional Info tab. If you are continuing the process of creating a vendor,
simply continue with step 13.

13. At the Additional Info tab, use the Preferred Currency drop-down list to indicate this vendor’s currency. If
you don’t see the currency in the list, you can add it by creating an exchange rate for it. For information on
setting exchange rates or adding currencies.

When you select a preferred currency, you will view vendor orders in two currencies, your default, and their
preferred.

14. Select a default carrier for that vendor. This carrier will be pre-selected for any vendor orders you place, but
can be changed if desired.

15. You can specify the payment details, including:
e  Credit limit
e Payment Terms
e Federal Tax ID

e Tax Rate

A Remember, all of these options are preferred choices, but you can override them on any individual
order.

16. Next, complete any custom fields.
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10.2.4 Entering Vendor QuickBooks® Classes, Accounts Payable Account, and
Re-exporting to QuickBooks

If you want to edit a vendor, from View All Vendors, click the Edit icon to open the Vendor dialog
and then click the Additional Info tab

17. If you use QuickBooks classes, you can select the default class.

Select the QB Accounts Payable Account for this vendor if you have set a preferred currency and you use a
different account for that currency. Use this option only if your version of QuickBooks supports multiple
currencies.

If you have encountered any errors on the original export of this vendor to QuickBooks, you can use the
button to re-export this vendor alone.

Vendor: Bakeman EIE@

Company Info | Address Info || Addtional Info _Assign Products | Products On Back-Order | Order Info | Bil info |

Login Info

Preferred Currency JNM j Preferred Carrier‘NfA j
-Payment Details
Credit Limit [0 Federal Tax ID|
Payment Terms ]NM | Tax Rate % INM |
[~ Taxable
Custom Felds QuickBooks -
Default Class M
J - Select a Class — R |

Accounts Payable Account
| - Select an Account — LJ 7

QB MName ¥ Same as Company Name

lBakeman

: | | Close |

For information on enabling QuickBooks classes in AdvancePro, as well as other QuickBooks settings, please see
chapter 6. If you haven’t yet performed a QuickBooks import, follow the steps listed in chapter 6. (Remember, you
can also import vendors from QuickBooks).

18. Click Save & Next.
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10.2.5 Assigning Products to Vendors

To place a vendor order, you must assign products to the vendor. If you have saved the vendor
without this information, from View All Vendors, click the Edit icon to open the Vendor dialog and
then click the Assign Products tab.

19. At the Assign Products tab, you will see your product list. Click the checkbox to associate a product with this
vendor.

Note the Not Primary/Primary radio buttons at the top of the screen. Use these to indicate if this vendor is the
primary source for that product. On ordering the product, the primary vendor will be selected by default but
you can override this.

Also note the search fields at the top. This can make finding a particular product or SKU quicker. After enter-
ing a keyword or SKU, click the magnifying glass to start your search.

To select all products (or deselect all), you can use the buttons along the bottom of the screen.

20. Click Save & Next when done.

Indicate whether this is the primary
vendor for the selected product(s).

Vendor: Bakeman EI =] i@
Company Info | Address Info | Mdmonalmfoj Assign Products Hroducts On Back-Order | Order Info | Bl Info |
| |
Login Info
Select Products from the list below to assign to this Vendor. * N NotPrimary ~ P Primary
| | [
O |w|1 Bread001 ("dpine Seven Gran P
O |[#|2  |Breadon2 Edwl Cinnamon prd P
O |«(3 Bread003 AppleNamon valnut / P
O |«*|4 Bread(04 Bavarian Fye n or wiraisins) P
O |«*|5 Eir
O |« |e| Use the search fields to find SKUs (first box)
O |v|7 B
=Tz Ted O product names (second box) from a long
Ovie B st
O [«]10 e
O |«|11  |Bread01] Country White 12
O w12 Bread(12 Country Wheat P
O |w|13 Bread(13 Country Garlic Olive P
O |#|14 |Breadd14 Danish Rye P
O w15 Bread(15 Dutch P
M1 ls#116  |RreadiA Fan Plv

+ Associated
Select All | DeSelect All |  Disassocizte Save & Close Save & Nex ‘ Close ‘
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10.2.6 Viewing Vendors Back Orders

You can view vendor back orders at any time after vendor creation. From View All Vendors, click
the Edit icon to open the Vendor dialog and then click the Products on Back Order tab.

The Products on Back Order tab is an easy way to view back orders with this vendor. The number of orders will
be listed. Click the “eye” icon to view the order.

Vendor: Whole Foods =
Company Info | Address Info | Addtional Info | Assign Products || Products On Back-Order _Order nfo | il Info |
Login Info |

Mo SKU Product Back Orderd Qty | %=

1 Vi1 Acorn 5 ®

2 V132 Adzuki Beans 5 »

3 V183 Acai Berry 5] »

Customer Back Orders

SKU# V121
Product Name: Acom

10.2.7 Setting Vendor Username and Password for Web Services

e WholETooE = .
Company Info | Address Info | Addtional Info | Assign Products | Products On Back-Order | Order Info | il Ino |
Login Info
NOTE: for web use only A If you wish to set this up after vendor
Login Information creation from View All Vendors, click
. —— the Edit icon to open the Vendor dialog
sername
Passward[ and then click the Login Info tab. If you
Re enter Password | are continuing the process of creating a
vendor, continue with steps listed 9.1.3
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Placing Vendor Orders

There are four ways to create a vendor order:

1. Manually create a vendor order.
2. Automatically create a vendor order when placing a customer order, if some or no stock is on hand.

3. Automatically create a vendor drop ship order from a customer order when the products are to be drop
shipped.

4. Automatically create a vendor order from a vendor quotation.

10.3.1 Entering Vendor Details
10.3.2 Entering Order Details

10.3.3 Entering Vendor Quotes
10.3.4 Editing Open Vendor Orders
10.3.5 Receiving Vendor Orders
10.3.6 Creating Vendor Back Orders
10.3.7 Processing a Back Order



10.3.1 Entering Vendor Details

1. Go to the Vendor Switchboard > Place New Order. Alternately, you can:
In the sidebar , under Vendor, select Place Order.
Under the Vendors drop-down list, select Place Order.

ClickCTRL+ALT+D+0O

10 Vendors

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

Vendors

Purchase Orders Vendor Info

Vendor Groups

Place Mew Qrder Add vendor

Jobs

) Vendor Quote
View All Orders Edit Vendor

View zll Bills

antCreR erhos View All vendors
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2. The Vendor Order form will open to the Vendor Details tab. Select the vendor from the vendor dropdown list.
You can also search for vendors using the fields above the Vendor drop-down list.

If you don’t see the vendor, you can add it using the process in the chapter Setting up Vendors. From the drop-
down, select the warehouse you want the products shipped to (applicable for multiple warehouses only).

1. Vandor Detas | 2. Order Detais |

Place Vendor Order

Vendor Details

Search for Viendor

I | o

Select vendor Select vendor [T IR -

Shiplowarehouse [Warehousel B
Select the vendor from the drop
down. Only vendors with complete FoR a1
billing and shipping addresses will Order placed by,
feature in the drop down.

Ship to warehouse po# ) The PO #is automatically generated. You
can manually enter a PO # too.

Select the warehouse form the
drop down. Only warehouses with
complete addresses will feature in
the drop down.

3. The vendor PO # is automatically generated. You can change this if you wish.

A NOTE: Vendor PO # can be reused in another vendor order.

4. Click Proceed.



10.3.2 Entering Order Details
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Once you select the vendor’s details and click Proceed, a vendor order will be generated, with a status of NEW.

The Vendor Order Form, Order Details Tab, Empty

1. Vendor Detais 2. Order Details

B
Vendor Purchase Order (New) Date | B/27/2017 :l'
World of Fruit Association Ref#
@ Job No: FO# |30
Bl To—— Shiptewarshause ShipTo—————————
AdvancePro Technologies | EEE [Warshouse? =] EST]| Warchouse ~
1661 Flint Road 1661 Flint Road
Tororto, ON, M3J 2W8 Toronto, ON, M3J 2W8
Canada v Canada v
BAecE Payment Terms  Ship date Explpcted date Carrier Carrier Acc #
999 9999 5555 BE [N/A ~| | w27 x 27/2017 = | [N/A - I*Se\edl tem—
 Products Detail Entar SKU #/ Product Name, qty and press AGTNR sarch criteria button to view results.
[skuz | | Product] Qty Add | G ﬂ

Mo |V.SKU# SKU # Product

Change the bill-and-ship to address, or
receiving warehouse

Total weight: 0 lbs

shipping 5| 000 Adusmemss| 000 swbTows| 0
= Taxs| 0 WA =]  TOTALS 0.00

ale g

Viendor Fr&i;\'il

Seve | B PLACEORDER | Cancel Order | Close

[~ Print Quese [~ Print ftem Note [~ Direct Bill [~ Print PAN

The Vendor Order Form, Order Details Tab, Outlined

Ilwm 2 Order Detads |

- ]
Vendor Purchase Order ome [1z1azume =]
World of Fruit Association Fef =
Y
Bl To o Ship To
el | = [ — = 8
Tororto, DM, M1 2W8 Tororea, DM, M1 ZWE
e SR £ o R L
AccE Payment Terms Shap dake Expected date Carrier Carrver Acc @
[s555 5999 555 5t =] [2nazme =] izhazne =] oA =] [FSeiect tem— =]
Products Detaslls
e | =] Procucd ay i add | G| @ =
2 [Foocos Focioe Eaccn o o sw|[E]| > | B
3 |Fodno FOC01D Gienostrsz ] 300 100 -
@ [Foocos FOCOOS. ’3,_!. ITI 300 3.00] ] [ =
5 |Foooo? F00007 heont, of L] EE 1IR3 1
Totsl iisight: 15 s swopng | 000  Adueeesers| 000 SubTewis| 18
EJ Tull Q0C [MA -I TOTAL § 1500
o= al Save | BPLACE ORDER | Cancel Order | Close |
| I PritGueve [~ Print hom Mot [~ Direct Bill [~ Print PAN
Acc ® Payment Terms Ship date Expected date Carrier Carrier Acc &
[5999 9399 5555 5¢ [N/A | [2ne206 x| 121472016 > ] [NA | [—Select tem— ~|

This is the vendor account

1 |
I

Change the ship and expected dates here

number
Select a payment term frem the
drop down. If no payment terms are
shown here add them using the
Admin / Payment Terms form.

[
Select the carrier preferred by the vendor.

To add more carriers to this list, do so
using Admin / Carriers form
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1. Vendor Detals 2 O Ducas | a
Vendor Purchase Order (Now) Dwe [1271872016 =
World of Fruit Association Ref2 —l—
POz [21
B To ] Ship To
z Edit Edit

AdvancePro Technologes | =] [rasromet =] Warshouse

1651 Firt Foad [Warehouse1 1851 Fint Rzad

Terorto, O, M3 2W8 Tororto, ON, M3 28

) Aees Paymeet Terms  Shap date B Carrier Carrier Aee 2
o395 5395 5555 22 N = [2nea0e =] [1zneeme =] pua =] [Foeearn—=]
Prochacts Detasts

e : ETE |
Add line items by entering SKU# L2

and the corresponding quantity e . AR
| Eatera 1 0| |
: Gitngairut 1 [] -
«|Foooos | Foooes | Gnosn 7] [ EL] I CIRI
5 [Foooo7 FO000 |Lemen 7 o EL] O IR
=)
Produc Toasl Weight: 15 s Sipweg 5| 000 Adumments 000 SubTeals 15
Hotms | Tt 0% [WA =]  TOTALS| 15.00
o= & | Sime | BPUACE070E | _canct vt | e
Search for specific products by the LSS i e
product name or any letter or click on the

button to open the “Product Selector” and

view all the products in the inventory. Quy 1

Enter the quantity to add your line items and then click on the
Add button. This quantity will be added for line items added by
“SKU #" or “Product Selector”

1. If you need to edit your shipping or billing addresses, click the Edit button next to each address.
(Top left for billing, top right for shipping).
2. Atthe very top center, you can change the ship-to warehouse, if desired.
3. Just below that, across the top center of the order, you can make changes to the order details such as:
e Account number
e Payment terms
e Ship date. This is the date you would like the order shipped.
o Expected date. This is the date you would like to receive the order.
e Carrier

e Carrier Account Number

A NOTE: You can assign past dates in the ship date and the expected date fields.
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4. Select SKU, vendor SKU, UPC, or your organization’s custom fields from the SKU# drop-down list. Then, you
can enter the SKU or the product attribute type you’'ve chosen into the next field. Alternately, if you know the
exact product name, you can enter it into the product field as well.

It may be easier to use the Product Selector to add multiple products and quantities to your order. To view the
product selector click the magnifying glass.

Product Selector

(+]
OCRES : $Cost| +:[  Stock| OrderQuy
o1 [rooo] Click to add single product and | sgt@d, o 0
O/z  [Fooool . %0 982 ]
Oz |rooor| ClOSE Window 300 %0 7
F000o! e 30| 0 962 0
O FO00O7 Lemon 200|@ 579 0
O FOD003 Melon 3000 975 0
O |Fooooz Orange 50| @ 975 0
[ FOO003 Pinezpple 549|Q 973 0
fo  [Foooos Tomato 2.00|@ 980 ]
10 : L e 0
Or click multiple checkboxes and click Add.
W view stack in muttiple warehouses
ﬁ"Advanced Lo 'XService v
& Haz variants  ®altem Kit
W 2zzembly Item o Drop Ship ltem E Eia W

Note the icon key.

e Only products associated with the vendor and which have not been added to the current open order will be
shown in the Product Selector.

e Select whether to view all products or only products below the re-order level using the checkboxes at the top.
e You can view the product details, unit breakdown, cost and the stock on hand in the Product Selector.
e Click the + sign if you only need to select one item.

e To select multiple items in the Product Selector, click the checkboxes and click Add.
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e To view product details, click the product name.
e If you are selecting an item with advanced units of measure (indicated by the icon), click the + sign.
e The Product Selector will display the units and you can select the quantity and units to add to the order.

5. Once you have added a product to your order you can update its quantity and price directly into the
appropriate cell in the product row.

e If a product has volume discounts assigned, a red dot will appear next to the price. Click the red dot to open
a window displaying volume discounts for this product.

1. Vendor Details 2. Order Details [« ]
Vendor Purchase Order (New) Date | 143172020 ~
PokeMart TM Ref#
PO# |32
Billing Address \/endor Address Shipto warshouse: Edit Shipping Address
Demo Company 2 (QBD) ~ | | Edit | Warehouse A
26 Dufflaw Road SEOUEG ; 10400 NE 4h 5t
Toronto, CA, MEW2W1 Bellevue, WA, 58004
Canada w EI,S,A ....... x
Aoc Payment Terms Ship date Expected date Carrier Carrier Acc #
[PokEMART — [[Nsa V|11 ][ 13r2 ~|[va | [—select tem— «
Products Details
[skue ] « |Produc aw [1 [[aad] [ !

No |V.SKU® SKU# Product [ Q| Received Price chEREE
1 El=lu

DIREHITO1 DIREHITO1 Dire Hit 50|[® ] 33000 16500.00
le—— No. From To  Price

[J110 49 32000
[J250 In. 30000

Close

You may edit the quantity to order

Lol etoht-ot Tt Shipping §___ 000]  Aduswmem$|__ 0.00]  SubTowls| 1650000
e Taxd 000 TOTALS| 16500.00
2= 2 ] - Freig Save ||[E| PLACEOI Cancel Order || Close

[] Frint Queve [ Print ltem Note [] Direct Bill 7] Print PAN

Select the discount you wish to apply. To ignore the discounts, click Close.

Please note that volume discounts do not apply to products with variations. You can manually adjust
the price using the fields at the bottom of the order
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e If this vendor order was automatically created by a customer order, you can click the eye icon to view the
related customer purchase order.

e To add notes to this product, click the notepad icon. To print the notes with the vendor order, click the
Print Item Notes checkbox at the bottom right of the vendor order form.

All Vendor Orders Total Records: 5 #Per Page (5l Totsl Pages: 1 Current Page: 1 E

Betwesn and
I Fr2EAN7 v” 2T 'I O

[T Al [T Quotations [ Open [~ Processed [~ Received [~ Drop Shipped [~ Back Order [~ Closed [~ Cancelled

I I I AL x| O
1. Vendor Detals 2. Order Details |
Vendor Purchase Order (Open) Date | 72672017 =]
Whole Foods Ref# |40
QibMo Fo:
Bill To—————— Ship to warehouse:
AdvancePro Technologies ~ B lﬁ‘m . 7
1661 it Road This check mark mean
Toronta, ON, M3J 2W8 | 4]
Canada W w
Acc® Payment Terms Ship date Expected date Carrier nOtes have been entered
I INM vl 7262017 > I T/ 2T 'I NAA fOF thIS |tem
[sruE | =] Produc] ar i ad | O o

Product Qty|  Received Price $ Teals| B | &= | 1
84.00 = | i

0

[term Motes

Total Weight: 15 Ibs fustments| 000 | Sub Total$ 216

MNates SKU V132 oo m TOTAL § 216.00
Elélilﬁl Product Adzuli Beans b | ElPLACEORDEY | Cancel Order | Close |
I~ Print Quese [~ Print ltem Note [~ Direcf@ill [~ Print PAN |—

Click the notepad to add
product notes. You can
print them with this vendor
order, if desired.

\ 4

a

If you erroneously entered a product, double click the trash can to delete the row.



10 Vendors

6. You can click the return bar to add a new line and repeat steps above to add more products.
7. Once you have added all the products necessary, you can tend to the order totals:

o If desired, enter + or — adjustments as dollar amounts directly into the Adjustment field.

e Add any shipping costs.

e Select the taxes from the drop-down list, if appropriate.

Adjust totals, select tax, and/or enter

Shipping 5 0.00 Adjustment 5 0.00 Sub Totals 216
Tax § 000 WA ~] TOTALS]  216.00

endar Freig Save ||§| ACEORLD I Cancel Order I 'C|OSEJ

8. Add a note for the administrator, the vendor, and/or the warehouse by clicking the note button at the bottom
left of the form.

Adrmin

Vendor

]‘ Print OnOrder [ Print On Invaice

Warehouse

]_" Print on Rec

| Close |

You can print the vendor notes on the vendor bill and/or vendor order. The warehouse notes will be shown and
can be printed when the warehouse receives the order in AdvancePro. The admin notes will appear in the vendor
information in AdvancePro. You can add notes after the order is saved and resave the order, if desired.
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All Vendor Orders Total Records: 5 # Per Page KEJ  Total Pages: 1 Current Page: 1
Between and

FrEramy 'I 2T > o-c.l

[T All [T Quotations [ Open [~ Processed [~ Received [~ Drop Shipped [~ Back Order [T Closed [~ Cancelled

r — Cr—

1. Vendor Details 2. Order Details |
Vendor Purchase Order (Open) Date | 772672017 |
Whole Foods Ref# |40
) Job No: PO#® |29
Bl To————— Ship to warehouse: Ship To——————————
AdvancePro Technologies - ﬂi I‘m B Warehouse1 ~
1661 Fint Road 1661 Fint Road
Toronto, ON, M3J 2W3 Toronto, ON, M3J 2W3
Canada v Canada v
Acc# Payment Terms  Ship date Expected date Carrier Carrier Acc #
I [a -] [7/28r2m7 =] [ 772672017 =] [N7m =l |
r Products Detail = 3 3 = 5 = ¥ e
[skuz | | Producy ay 1 Add | @ ﬁl
Mo V. SKU # SKU # Product Qty Received Price Towls| B L i
1 V188 V188 Acai Berry 5 0 16.80 ga00| E k. ]
2 Vi1 V121 Acorn 5 0 9.60 wo EF o ]
3 V132 V132 Adzuki Beans 5 0 16.80 sa00| & - i}
Total Weight: 15 Ibs Shipping § 0.00 AdjustmentSI 0.00 Sub Total§ 216
T=x§ 0.00 IN/’A 'I TOTAL $ 216.00

SERE

[~ Print Queue [~ FPrint ltlem Mote [~ Direct Bill [~ Print PAN

Save | [E|PLACEORDER | Cancel Order | Close |

9. Once you complete the order details, click Save to save the order. The order status is OPEN. You can
continue and place this order now, or you can place it later, once the order has been saved.

10. After you save the order, you can add detailed freight charges. Click the button at bottom left of the form . You
can enter the information and click Save in the Freight Charges form, and the charges will be added to your
total. Please review Freight Module chapter for detailed information.

11. Before or after you save the order, you have the following options:

e Print the order. You can print in two formats, which are preselected in the Admin > Site Settings >
Print Settings.
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e Email the order. Clicking the email icon will open the email form into which you can enter addresses and a
note. (The vendor contact's email address will be pre-populated, if one is saved). The order will be an
attachment. This option was also preset in Admin > Site Settings > Email Settings. You can also set up a
default email message and subject under these settings.

A Clicking the PLACE ORDER button will also have the system prompt you if whether you would like to
email the order

Send Email

Send Email
From |

To |

GE |

BCC |

Subject |‘u"endor order attached

Attach File |C:\F‘rogram Files (x36)\AdvancePro‘CustomerOrderP DF\WendorOrder_29 pdf Browse | = |

Attschments INO. |FI|E: Path J =1 |

_Remove |

Message

il |

e If you are processing an order that has been previously saved but not placed, you can view the paper trail.

e At any point, you can make this order a back order by clicking the back order button. A confirmation win-
dow will open. Click OK to convert the order to a back order.

12. When you have entered all details for the order, click Place Order.

You will see a confirmation message saying the order has been placed and sent to the warehouse for receiving.
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If you know the exact SKU #, type it or select it in the SKU field, enter a quantity in the Qty field and click Add.
Use the SKU# drop-down list and the same method if you know the:

e UPC
e VSKU (vendor SKU)
e Or any of your organization’s custom fields for products.

To view the Product Selector (lists all products) click the magnifying glass (). Select the products and click
Add on the Product Selector. You can view the product details, minimum order quantity, price and the stock on
hand (SOH) on this form.

To view all products beginning with a certain letter, type that letter in the Product field in CAPITAL letters,
and then click the magnifying glass to open the Product Selector.

To view all products containing a certain letter, type that letter in the Product field in lower case letters, and
then click the magnifying glass to open the Product Selector.

To view all products containing all or part of a word, type that series of letters in the Product field and then
open the Product Selector.

To view all products of a certain category, select the category and then open the Product Selector.

Add multiple products with the same quantity (e.g. 15) by first typing in the quantity in the Qty field and then
opening the Product Selector and adding the products.

Products marked with a box on the Product Selector have inventory in more than one warehouse
(Applies to Multiple Warehouse Module only).

To view the variations of a product, click the icon () and then select the variations to add to the order.
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10.3.3 Entering Vendor Quotes
You can enter vendor quotes into AdvancePro as references, and later you can create vendor orders from them.
1. Open the Vendor Switchboard and click Vendor Quotes. Alternately, you can:

e Under the Vendors drop-down list, click New Vendor Quote.

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

Vendors

“

Vendor Groups

Place New Order Add Vendor
Jobs
i Vendor Quote
Wiew All Orders Edit Vendor
View all Bills

and Credit Memos MiewalkVendars

2. The Vendor Quote form will open. Search for or select the vendor from the list.

Vendor Quote [«]
rVendor Details
Vendor | Account # (=% ! Date | 7/28/2017 ~ |
elect ve e T N —
Select vend§ — . > Select the vendor or

Shiptowarehouge |5 oo

PO# Eeata\:ﬂr?;ﬁ:g;fc:)oraﬁcn SearCh for It-

National Chicken Co
=2 National Fruit Corporation |

INahonaI Pork Corporation
National Vegetable Corporation o
| SKU & v”—SeIed tem v[ |Pmduc1| Qty|1 ;::| 9@' |

r Order Detail

Mo WV SKU # SKU # Product Unit Qty Price Total i

= [0] soc| CreateVPo| Close |
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3. The PO number will be automatically generated but you can enter a new one.
4. Select products as you would with a vendor purchase order
5. You can manually edit prices and quantities.
6. Click Save.
7. After you save the quote, you can email it or print it using the buttons at the bottom left, as you would with a
vendor purchase order.
~Vendor Detail.
T [ Account # | B Date | 7/28/2017 =]
Select vendor IWoddofFru'rt Association ;I
Ship to warehouse [Warehouse 1 |
PO# |32
¥ Regutsr Quote € Multiple Quote
| SKUE  ~ o Bl Prodict] Gyl [Add] @s| |
— Order Detail 1 1
No V.SKU# SKU# Product Urt Qy Price |
i FO0001 FOO0001 Apple 1 5.00 5.00 ]jﬂ
2 FO0D02 FOD002 Orange. 1 650 650 Tl
3 FOO004 FO0004 Banana 1 3.00 3000 W
4 FO0006 FOO006 Tomato 1 300 300 O
Enter the quantities and prices.
ol [§) o _Crestevro] i |
After saving, you can email or
print the quote.

8. To create a vendor purchase order, click Create VPO. An open vendor purchase order will be created.
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e Accessing Saved Vendor Quotes

If you have saved a vendor quotation, but not created a vendor purchase order, you can do so after the fact.

To view saved vendor quotations, open the Vendor Switchboard and click View All Orders. Alternately, you can:
e Under the Vendors drop-down list, click View All Vendor Orders.

e Click CTRL + SHIFT + V on your keyboard.

e Click All Vendor Orders in the sidebar.

Then, from the View All Orders list, click the Quotations link to view all quotations. Open the quotation by clicking
the PO or reference number.

All Vendor Orders Total Records: 1 #Per Page EEN  Total Pages: 1 Current Page: 1
[ =1 7w =] 0|
) [T 4l ¥ Quotations [~ Open [~ Processed [~ Received [~ Drop Shipped [~ Back Order [~ Closed [~ Cancelled
| I I AL =] o ﬁl
TI282017 ‘wlorld of Fruit Association 7. h Quotati | @ | |:|
~7

Click to view only quotations.

This is a quotation.

10.3.4 Editing Open Vendor Orders and Processing Vendor Orders Created From Cus-
tomer Orders

When you create a customer order and no stock is at hand, a related open vendor order is immediately created in
AdvancePro.

If the vendor order is placed from a customer's order and an open order already exists, the products from the
customer order will append to it. Otherwise a new vendor order will be created.

Placing and processing these orders is the same as editing open vendor orders that have been saved previously
but not placed. Please note that any items on the customer order to be drop-shipped will be handled differently
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To process and place these orders, open the Vendor Switchboard and click View All Orders. Alternately, you

can:

e Under the Vendors drop-down list, click View All Vendor Orders.

e Click CTRL + SHIFT + V on your keyboard.

e Click All Vendor Orders in the sidebar.

Then, from the View All Orders list, click the Open link to view all open orders. Open the order by clicking the PO

or reference number.

All Vendor Orders

View all open vendor orders.

Totzl Records: 5 #Per Page (EJll  Total Pages: 1 Current Page: 1 El

| ! ! AL

Batwesn

I 282017 '” 7/23/201? 'I

d [~ Drop Shipped [~ Back Order [ Closed [~ Cancelled

Al [T Quotati @ Processed [~ Receive

=] O 1]
o Ref# Ordered Vendor Total warehouse Status [ ]
1 40 29 TI26/2017 Wheole Foods 216.00 ‘Warchousel Open O
2 15 14 31172016 \nfe Ride Boards 150.00 |Wwarehousel Open O
3 18 iz 3112016 World of Fruit Association 1450  |Warehousel Open (]
4 19 12 31172016 \world of Chicken i 300 |Warehousel Open O
5 22 20 312016 Wworld of Pork Association 3800 [Warehousel Open O

»
>
a
>

Click to open the order.

The Vendor Purchase Order form will open to the Order Details
details listed above, and the order will be placed.

tab. Follow the instructions for entering order
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If you have already placed a vendor order, you will be able to receive the products at the warehouse. You can

either receive all or some products into the inventory. The inventory will be adjusted accordingly.
1. Go to Warehouse Switchboard > Receive Orders. Alternately, you can:
e From the Warehouse drop-down list, click Receive Orders.

e Click CTRL + ALT + R on your keyboard.

Admin Customers Vendors Products Warehouse Retumns Reports Sales Reps QuickBooks Web MFG MCR

Warehouse

7. Orders To Pick

S “
Manage Warehouse
Orders to Receive

BOL Settings
View All Pallets
o Orders To Pack N Vendor Orders
View Multiple Transfer History
o Orders To Ship o Customer Returns

Vendor Returns

=
=

Transfers to Receive

1=

Transfers to Pick

2. The View All Vendor Orders (Warehouse) list will open. Note that this list is slightly different than if you
simply clicked All Vendor Orders under Vendors from the sidebar. This list allows you perform warehouse

functions since you accessed it from the Warehouse Switchboard / Menu.
On opening, the list should show all orders to be received at the default warehouse.

e Search for the order using the fields at the top left if necessary.

e Use the links and checkboxes on the top right to filter by status or dates. To view vendor orders of only one

status, simply click the link. To view vendor orders of different statuses, click the checkboxes and click the
magnifying glass.
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Total Records: 1

Current Page: 1

View All Vendor Orders (Warehouse) # Per Page REJl Total Pages: 1

[Na— =]JAL | T K- |

Ordered Expected Date Carr =

262017 72612017

You can search for the vendor order if

desired. You can filter vendor orders by

status or date range.

3. Click the PO # or Ref # to open the order.

4. Enter the vendor bill or reference number.

NOTE: The vendor bill/ reference number is the invoice number your vendor sends to you. You can
partially receive products and enter different vendor bill/ref # each time.

5. If you have already assigned a picking location to a product, it will appear in the Picking field. You can change it
or enter a new one if necessary.

6. You can enter lot and serial numbers by clicking the lot and serial number button for each product row. If you
are not entering lot and serial numbers, skip to step 473.

The Apply Serial Numbers form will open. You can have AdvancePro automatically create the lot and serial
numbers, or you can enter them manually. For information on entering lot and serial numbers, please see
Chapter on Lot/Serial Numbers

Once the lot and serial numbers have been entered.

7. View or add a note for the administrator, the vendor, and/or the warehouse by clicking the note button at the
bottom left of the form. If there are notes for you to read, the icon will appear red until you view the notes.

You can print the vendor notes on the vendor bill and/or vendor order. The warehouse notes can be printed on
receiving the order in AdvancePro. The admin notes will appear in the vendor information in AdvancePro. You
can add notes after the order is saved and resave the order, if desired.

8. You can print the order by clicking the print buttons at the bottom of the page. You can print in two formats,
which are preselected in the Admin > Site Settings > Print Settings.

9. Click the eye icon to view related customer orders, if any.

10. If you are using a scanner, use the scanner search drop-down list to select the type of attribute you are
scanning (SKU, VSKU, UPC or any custom field), and then scan the items.

11. Click the Receive All button if you are receiving all the products, or enter the number of products you have
received at the warehouse in the Receive field.

12. Click the Receive button at the bottom of the form. This updates your inventory.
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NOTE: You can still access this order by either clicking the Processed link in View all Vendor Orders
(Warehouse) list.

A partially received vendor order can be recognized by this icon [

Fully received orders are indicated by this icon:  [Ea];

NOTE: To close a partially received vendor order, you must first create the bills for the received goods
and then cancel the remaining order.

You can only convert these orders into back orders:
e Orders with no products received
e Orders with some products received
e Open orders
This can be done while creating a new vendor order or for vendor orders that have been partially received.
1. To start, open the Vendor Switchboard and click View All Orders. Alternately, you can:
e Under the Vendors drop-down list, click View All Vendor Orders.
e Click CTRL + SHIFT + V on your keyboard.
e Click All Vendor Orders in the sidebar.

2. From the All Vendor Orders list, you can filter the orders to view all open orders or processed orders. Then,
open the order by clicking the PO or reference number.

3. The Vendor Purchase Order form will open to the Order Details tab.
Click the Make Back Order button. Note that in the screen shot below, the order has been partially received.

4. You will be prompted with a popup to confirm that you wish to make the order a back order. Click OK.

Your vendor order has now been converted into a back order.
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To start, open the Vendor Switchboard and click View All Orders. Alternately, you can:

e Under the Vendors drop-down list, click View All Vendor Orders.

e Click CTRL + SHIFT + V on your keyboard.

e Click All Vendor Orders in the sidebar.

1. Click the Back Order link in the top right of the page.

2. Click the PO # or the ref # to open the back order.

3. The vendor purchase order will open to the Order Details tab. Make changes to the order as needed.
4. Click the Update Order button.

The order will be sent to the warehouse for receiving. Now it can be received normally.

A drop shipment is an order shipped directly to your customer by the vendor.
To learn how to designate a product on a customer order as a drop shipment, refer to Chapter 6
1. To start, open the Vendor Switchboard and click View All Orders. Alternately, you can:
e Under the Vendors drop-down list, click View All Vendor Orders.
e Click CTRL + SHIFT + V on your keyboard.
e Click All Vendor Orders in the sidebar.
2. Orders to drop-ship will be indicated by this icon . Click the PO or reference number to open the order.

3. The Vendor Purchase Order will open to the Order Details tab. Click the Place Order button.

A NOTE: You cannot add new products to a drop shipment.

4. You will get a confirmation message reminding you to you email or fax the order to the vendor.
Remember, you can email the vendor using the email button.
When you get the confirmation that the order has been drop shipped:

5. Follow the instructions in step 1 to open the All Vendor Orders list. Click the Drop-Shipped link at the top right
to view drop-shipped orders.

6. Click the PO or reference number to open the order.

7. The vendor purchase order will open to the Order Details tab. Click the Confirm DS button and a vendor bill is
generated.

Please refer to Chapter 7.3 on how to create vendor bills for drop shipments.



10.4 Create Vendor Bills
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Vendor bills are generated for orders that have been completely or partially received at the warehouse and
confirmed drop shipments. In this chapter, we will review editing bills before they are created, and creating them.

We will also review creating them directly from the vendor purchase order.

9.4.1 Creating a Vendor Bill
9.4.2 Creating Vendor Bill from within a VPO
9.4.3 Direct Vendor Bills

10.4.1 Creating a Vendor Bill

1. Go to Vendors > View All Bills & Credit Memos. Alternately, you can:
Under the Vendors drop-down list, select View All Vendor Bills.

Click CTRL + SHIFT + B on your keyboard.

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG

Vendors

“

Vendor Groups

Place Mew Order Add Vendor
Jobs
Vendor Quote
Wiew All Orders Edit Vendor
View zll Bills

i G s View All vendors

MCR
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2. The All Vendor Bills / Credit Memos list will open. You will see bills for all received, partially received, and
confirmed drop-shipped vendor orders. Open the pending vendor bill by clicking the PO number.

Vendar Bills | Credit Memos

Sort and search by type, date or by
credit memo and vendor bill details.

Click on the RMA # to open the
credit memo

Click on the PO# to open the purchase
order to create the vendor bill.
 Biled @ FreightDetads

Gt Bl | mnFrogne| efvstrson| @] Con |

3. You can edit:
e Prices
e Adjustments (+ or -)
e Shipping

Taxes (for Canadian QuickBooks® users: You will be warned that this may result in different tax values in
QuickBooks and AdvancePro. Click Yes if you still wish to change the tax value).

Vendor Bills | Credit Memos

Total Records: 31 # Per Page EEIl Total Pages: 1 Current Page: 1 [ x|
Betwrzen =rnd
[# Al W Bills  Pending [w Billed [ Credit Memos I /2872017 -I 7/28/2017 -I G
I I I I I e
Vendor Bill Date [11/ 3/2015 =
World of Fruit Association " I—
World of Fruit Association ~ ]
1st Fruit World Street pol 4
Fruit City, FT, FFF991
r..amr‘: v (B Classes I ~ Select a Class - e |5—

r Billing Address ———————————————— Shipping Address ———————————
AdvancePro Technologies ~ Warehouse 1 ~
1661 Aint Road 1661 RAint Road
Toronto, ON, M3J 2W8 - Toronta, ON, M3J 2W8 o
anara Canada

Accl Payment Terms  Ship date Expected date Carrier Carrier Acc #
|5999 9995 55555 | [11/3/2015 [11/3/2015 | |

r Products to invoice

Edit price, adjustments,

shipping, taxes or freight. K‘

Shipping§ | 000 ag; s 000 Sub Totel ] 6300
Total Qty: 21 )

Click to apply freight values.

Tax 8| 000 TOTALS| 63.00

&l 4 al

ReBpottoQB | Seve |  CREATEBIL | Close
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4. If you have the Freight Module, you can enter freight charges and duty as well. The Duty field appears next to
the Product field in the item list. If a duty is saved for this product (1st Custom Field), it will appear, but you can
overwrite it. AdvancePro will save the duty you enter into this field in the product profile.

Click the Freight button to enter associated freight values.

Vendor Bills [ Credit Men{ Freight

- Freight Expenses - Update/Calculate Cost Vendors - Services - PO #- gl &J
’_l Customs Duty ™ Product W Landed {Select endor __] |----Select ftem— J |
Vendor Bill Examination [~ Product ¥ Landed {Seled Vendor __] |----Seled ftem— J | 7 =
ﬁ?ﬂ?ﬂsﬁds Ocean Freight [~ Product W Landed {Seled Vendor __] |----Seled ltem— J | |
Inland Freight ™ Product ¥ Landed {Select Vendor __] |----Selec1 ftem-— J |
Riling Address Bank Charges i [~ Product W Landed {Seled Vendor __] |----Seled ltem— J |
?SEWE'}ICEPE Tzchnolcgies Broker Fees i I~ Product ¥ Landed {59|9'31 Vendor __] |""SE|3d fem— J | o
int Roa |
Iﬁn"’:ﬁi'ON' M3 2wsa Document Fees { ™ Product W Landed {Select Vendor __] |----Seled tem— J | W
Demurrage [~ Product W Landed {Seled Vendor __] |----Seled ltem— J |
Storage [~ Product W Landed {Seled Vendor __] |----Seled ltem— J |
Products to invoice —
W Others ™ Product W Landed {Select Vendor __] |----Select ltem— J | [
1 V188 Product Duty ] ™ Product v Landed 158|ECT Vendor _._i |—--Seled ltem— _J | “.00
2 Vi1 | 12.00
V32 | ™ Check Al ¥ Uncheck All @0
Total S&H | | |
1~ Select Method of Calculation
+ Quantity " Cost " \wleight " Volume
Total Weight: 15 Ibs L o
Totel QY. 15 Delete | === | Close | 555
=R FeEspurt in 6 | |  CREATEBIL | Closc |

Note the checkboxes at the bottom left of the Vendor Bill form. You can choose to include freight in the bill totals or
not.

If you choose to apply freight and open the calculator, the freight charges will be applied to the shipping costs of
this bill.

If you choose to apply freight to some items then deselect the items on the bills and deselect the box "Freight"
corresponding to each item on the bill. This will allow you to calculate the cost per product by including the freight
charges or excluding them. The Freight can be calculated either by quantity, cost, weight or vol. of the selected
item. t price in the PriceWF column (which will appear after you click Apply, as below).

To apply your freight charges, click the save button. If you chose to bill with freight, the PriceWF (price with freight)
column will appear with the new calculated price. AdvancePro will automatically update the product profile with this
landed cost.

If you made a mistake or wish to undo the freight charges, the open the Freight Calculator and delete the
selections
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5. As with vendor and customer orders, you have the following options:

Print the order. Before saving the bill, you can print in SmartPrint Pro, and after saving the bill, you can print
in two formats, which are preselected in the Admin > Site Settings > Print Settings.

If you are processing a bill that has been previously saved but not placed, you can view the paper trail.
6. You can save the bill if you wish to create the bill later. After saving, you can:

Email the bill. Clicking the email icon will open the email form into which you can enter addresses and a
note. (The vendor contact's email address will be pre-populated, if one is saved on the vendor profile). You
can add yourself to the BCC list to save a copy of the email, if desired. The bill will be an attachment. This

Send Email

Send Email
From

|
To]
|

CC
BCC |
Subject |Vendor Bill attached
Aftach File ]C:\ngram Files {x86)"AdvancePro\CustomerOrderP DF\Bill_Ref-40_PO-29 pdf Browse ] ! |

Attachments | MNO. ] File J Path | ¢ I

Message

Send | Close |

You can now print the bill in two formats.

7. Click the Create Bill button to create this bill.

The vendor bill has now been created.

A NOTE: A vendor bill is exported to QuickBooks® during the export. Only vendor bills that have been
created can be exported to QuickBooks.




10.4.2 Creating the Vendor Bill from within a Vendor Purchase Order

For partially or fully received orders, you can create a vendor bill directly from the VPO.

10 Vendors

You cannot, however, perform this process for drop-shipped and confirmed orders. Use the process listed above

for a bill for drop-shipped and confirmed orders

1. Go to the Vendor Switchboard and clickView All Orders. Alternately, you can:
Under the Vendors drop-down list, click View All Vendor Orders.
Click CTRL + SHIFT + V on your keyboard.
Click All Vendor Orders in the sidebar.

2.

The All Vendor Orders list will open. You can search for the vendor purchase order or filter to view the

received and processed orders. You can only create bills from VPO'’s for partially received and fully received

orders.

@ :

Partially received orders are indicated by this icon

Full received orders are indicated by this icon: |E|'£

Total Records: 21

All Vendor Ovders

Search for the orders by
date, order statuses, PO #,

vendor name, Warehouse
name etc.

Select the boxes an click the image
to print multiple vendor POs

12142006 ] [1z7ezne v] @] —
Pa PO W 0o d |7 Eisssrved 7 Deop Shicoed 7 Back Order 7 Closed [ Cancalied
1 |F] [E] 5 0% | Werld of Frat Associsten
2 |a 2 e dear Out
3 |22 |21 |nhortd of Finat Assoistion
LR |3 = 7
5 { |wheeld of Perke Asseciatien
e | Werld of Pork Associaticn
7 | L Jerld of Vegetable Asseciavion
] | i) World of Vegetable Associasion
5 |1z 1 e Fude Boarcs
) 1= e Flade Boards
n & | WWerld of Viegetable Sasocistion
i F | | erld of Pork Associaton
13 |18 | | world of Fruat Associsten
W |n |
i =
L 1&
L I
w1 =1
13 2 {1 |\werld of Pork Association
E a 2 | ndertd of Chachien Lssocisnon
E]_ _.;.é__ k- L - 122015 _ | Werld of Chacien Assocsston
En Products Recsived spn;?d%-soun %:‘eg:.:o
Some Pr R "
Euwaeum:o::" [l cuctason ——MMEM m__icw
I(IE ) ([lZ ) I Click the Ref # or PO # to
s open the vendor order

You can only create bills from vendor orders
that are received or partially received.
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3. Open the vendor order by clicking the PO or reference number.

4. The Vendor Order form will open to the Order Details tab. In the top will see the Related Bills hyperlink.
Click the link to open Vendor Bills/Credit Memos displaying only related Vendor Bills.

All Vendor Orders. Total Records: 1

#Per Poge (EJl  Total Pages: 1 Current Page: 1

Betwesn and
|&«2/2m7 v[| 8/ 2/2017 v[ 0-».|

[T Al " Quotations [T Open [# Processed [T Received [T Drop Shipped [ Back Order [ Closed [ Cancelled

[ E— Co— NS

1. Vendor Detais 2. Order Detais |
Vendor Purchase Order (Partially Received) S Date [ & 22017 =]
World of Fruit Association Becening History Ref#r |44
| @ Job No: B 35
i Z0 Select the bill / reference number ([ e T
AdvancePro Technologies ~ Warehouse 1 ~
1661 Flint Road 1661 Aint Road
Toronta, ON, M3J 2W3 Tororto, ON, M3J 2W3
Canada W Canada ]

Accd Payment Terms  Ship date Expected date Carrier Carrier Acc #
|59559959555555 N7A v” 8 27207 x| | 8/ 22017 x| |N/A v” -

r Products Detail Erter ¥ Prodoct Hae oo add T = : z
[skua ]| =] Product Qy [1 Add | G| ﬂl
No V. SKU # SKU # Product Qty Received Price § Towmls| B s il -~
1 FO0002 Fooo02 Orsnge 2 2 650 el B | s | W
2 FO0006 FO000E Tomato 5 5 3.00 500 H | = i}
3 FO000S FO000S Melon 5 5 3.00 15.00 @ - E
4 F00008 FOO00S \atermelon g 2 300 20 B | = w |-
Total Weight: 120 Ibs Shipping s| 000 Adjustmem$ 0.00 Sub TszSI 155
Hotes Tax SI 0.00 |N/A vl TOTAL $| 155.00

Elélélﬁl Vendanreightl <=/ | EJPDATEORDER| Cancel Order | Close |

[~ Print Queue [~ Print ltem Note [~ Direct Bill [~ Print PAN

5. The vendor bill will open in a new window. Edit and create the bill as you would from the All Vendor Bills/
Credit Memos.

Vendor Bills | Credit Memos Total Records: 2 # Per Page EEJl Total Pages: 1 Current Fage: 1 E

Batwean and
..... [~ All T Bills [ Pending [~ Billed [~ CreditMemos I 8/ 2/2017 -I 8/ 272017 = Q.nl

| I..T. IIE: | | o

Vendor Bill Date [ &/ 272m7 =
World of Fruit Association i I—
World of Fruit Association - gere it
1st Fruit World Street PQI 3
Fruit City, FT, FFF991 QB Classes: [_ " 'I
i w Select a Class Ref# IM—

r Billing Address ———————————————— Shipping Address ————————————

AdvancePro Technologies ~ Warehouse 1 FS
1667 Flint Road 1661 Rlint Road
Taronto, ON. M3J 2W8 o Toronto, ON. M3J 2W8 o
Canada Canada

Aocc# Payment Terms  Ship date Expected date Carrier Carrier Acc #

|5399 3999 55555 | |8/2/2017 |er272017 | |

r Products to invoice

No V. SKU # SKU # Product Ordered Received Price § Total $
FO0002 FOD002

1 Orange 2 2 6.50 13.00
2 FO000E FO0D0S Tomato 5 5 300 15.00
3 FO0003 F00D09 Melon 5 5 300 15.00
4 Foo002 FO0008 Watermelon B B 300 24.00

Total \weight: &0 Ibs Shippings | 000 ngj s 000  Sub Total §| 67.00

Total Gty: 20

Freights || Tax 3| 000 ToTALS| 67.00
==L FeEwalioDB | Save |  CREATEBIL | Close

The bill will only be for the quantity received.

If the order was partially received, you can perform this process again after the remaining products are received to
create a new bill for those products.
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10.4.3 Creating Vendor Bills

For all Vendor Orders you can create a Direct Bill. This feature will skip the “Receive” from the warehouse.

You cannot, however, perform this process for drop-shipped and confirmed orders. Use the process for bills listed
under 7.3.1 for drop-shipped and confirmed orders

1. Go to the Vendor Switchboard and click View All Orders. Alternately, you can:
¢ Under the Vendors drop-down list, click View All Vendor Orders.
e Click CTRL + SHIFT + V on your keyboard.
e Click All Vendor Orders in the sidebar.

2. The order must be in Open Status or you can place a new Order. Follow steps under chapter 7.2 to place a
new Vendor Order

3. Open an existing “open” vendor order or add items to a new order
4. Check the box “Direct Bill” listed on the order
5. Click Save

All Vendor Orders Total Records: 40 #PerPage EENl Totsl Pages: 2 CurrentPage: 1 [ %]
and

Between
IE/'Z/'ZDW '”3/2/201? 'I OB

¥ Al ¥ Quotstions [# Open [ Processed [ Received [ Drop Shipped [ Back Order [ Closed [ Cancelled

I= I-: | T =] e

1. Vendor Detalls 2 Order Details |
Vendor Purchase Order (Received) Related Bills Date | 31172016 =]
X . ving r
National Beef Corporation Hecelving Histor, Ref# |28
@ Job Mot PO# |123
-Bill To———— _ . Ship To———
AdvancePro Technologies ~ i ﬂl Warehouse 1 ~
1661 Flint Road 1661 Flint Road
Toronto, ON, M3J 2W8 Toronto, ON, M3J 2Wa
Canada v Canada v
Acc® Payment Terms  Ship date Expected date Carrier Carrier Acc #
IZMMZZZZZ N/A =) I 31142016 'I IM1/2016 = IN/A vl vl
r~ Products Detail. Errer o % Produ: No S, o e e S
[skuz ~]| | Product] Quy |1 sdd | @l

Total Weight: 11bs Shipping sl 000  Adjustments 0.00 Sub TmaISI 100
e Tax § 0.00 [NA = TOTAL $| 100.00
Elélﬂﬁ Wendor Freight Save | ELFLACEORDER' Cancel Order | Close |
I~ PrintQueue [~ Print ltem Note Ip Direct B.||I|— Print PAN
a

Make sure the Direct Bill
checkbox is checked
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Placing a VPO and creating a Direct Bill

6. Next click Place Order

7. The Direct Bill copy will automatically appear
8. Click Create Bill

NOTE: Direct Bills will automatically update stock of all inventory items on the order/bill.

Vendor Bill Date | 1/31/2020 ~
Vendor 03 . =
Vendor_03 Vendor Bill/Ref # __
G5 o[ 2
City3. 55, 3000

Billing Address Shipping Address

Demo Company 2 ([QBD) ~ Warehouse ~
" [ . - = .

': -— - - i | . - - o
Aoc # Payment Terms  Ship date Expected date Carnier Carnier Acc #
| V000! I ||1431/2020 ||1/31/2020 I I |

Products to invoice

| V.SKU# [SKU#  |Product Ordered | Received |  Price $ Total $

GRBALLD.. |GRBALLD.. | Grest Ball 0.00

Total Weight: 100 Ibs Shipping § Adj. s SubToal§|  0.00]

Total Qty: 100

Tacs| 000 Toaus|  0.00)

o | Re-Export to QB

£

[}
i

| CREATEBILL || Close |
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11 Products

In this chapter, we will review setting up products, including:

11.1 Importing Products
11.2 Creating New Products Manually
11.3 Creating Product Categories



11.1 Importing Products

11 Products

You can import products information via QuickBooks® or Excel®, or indirectly via EDI or XML import of vendor and
customer orders.

Since the QuickBooks and Excel import process applies to more than just products, those processes are covered in
the previous chapter 4 — 5.

Importing customer or vendor orders via XML is covered in the later chapters 32. Learn more about importing vendor
orders by EDI on chapter 21

This chapter will cover adding products manually.

11.2 Creating New Products Manually

Mandatory Fields

. Product Name

. Internal SKU#

1. Click Product and then Add Product.

®) AdvancePro 11.00.07

Advan

& Customers

Q, Quick Search

—Select kem— -

[E Open Windows

Log Out

Repons

Sales Reps

Admin Customers Vendors Warehouse Returns

Products

Productinfo Inventory Info

Add Product Manage Inventory

Edit Product

New Cycle Count

View All Products View All Cycle Counts

Product Re-order

Add ltem Kit Alert Report

QuickBooks Web MFG MCR

Manage Categories
Global Pricing
‘ariant Manager
New Raw Material
View All Raw Materials
Build Finished Product

View/Add Promotions
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Alternately, you can:

e Click Add New Product in the left sidebar menu

e Use the Products drop-down at the top of the screen, or

e Click CTRL + ALT + 1 + N on your keyboard.

The Add New Product window will open. Enter the product name.

Assign the product an internal SKU.

0N

Product Name and Internal SKU are the only mandatory fields. After entering these, you can click Save &
Close if desired.

We will review the rest of the form, but you do not need to enter any more information.

W Add New Product =] 2 |

PDF Documents ] Customer Promotions ] Back-Orders ] Commissions ] Promotion Codes ] Images ] Cross Sellers ]
Product Information l‘u"endor& Pricing Info ] Additional Info ] Custom Fields ] Variants ] Customer Pricing ] Serial Hs ]

Add New Preduct

Mame |
Type Inventory | ™

Associated Categories Manage

Product Info
nternal SKU # | Unit Measurement |NIA j
UPC# | Weight perUnit [I Ibs
In Stock lﬂi Custormer Min Order Qty. 1

Product Description

B2E Description [V Sell on B2B website B2C Description [ Sell on B2C website

Copy >

| Close |
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5. You can associate the product to a category by clicking the Manage button. You must have the category
created first. You can associate the product to more than one category. To learn more about categories,
please see part 8.1.3

W Add New Product ===l <=

PDF Documents 1 Customer Promations ] Back-Orders ] Commissions ] Promation (
Product Information l‘u’endor& Pricing Info ] Additional Info ] Custom Fields ] Varia

Associate Category

Associate categories to this product
Add New Product =, =

Mame ]
Tyoe [inventory = Select category(s) to associate Associated category(s)
_ ; - ; -] Chicken [] Chicken <Gre——
Associated Categories

Beef
| Pork
. egetable
Click Manage to work with i ot
product categories - .
e wegeoeb] This  box shows all| |1MS Dox shows the
In Stock [D— Custormner Min Order C) available Categories. TO Categorles to WhICh the
NG D associate the product with perdl:th - 'Sd_ aSS|gr1etd
B28 Descripion [V Sell on E2B website cof @ New category, select the aready. | 0 disggsociale
. the product from the
Copy > category and click .

category, select it, and

! |
Associate ]

Save &C Done

6. When done with the categories, click Done in the Associate Category dialog.
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7. Enter any other information as necessary, including:
o UPCH#
e Set the appropriate unit of measure in which you will sell or buy the product.
e Weight per unit
e The customer minimum order quantity

e The initial stock quantity: Note that this option is only available on creating the product. Once it is saved,
you can set quantities by clicking Manage Inventory. See chapter 8.2 for more information on managing
inventory.

W Add New Product If you wish to create a

B ol ] Ewejomer F‘romotions] Eack-Orders] Commissions] Promation Codes] Images ] Cro prOdUCt but activate it Iater!
Product Information | Yendor & Pricing Info ] Additional Info ] Custom Fields ] Variants ] Customer Pricing you can use the Product is

£dd New Prodct - Name: | Inactive checkbox.
Internal SKU and Type: [Inventory =l 1‘1
Product Name are Associated Categories Manage
r~ Product Info
» Internal SKIU # 1 Unit Measurement _vJ
UPC# | Weight per Unit 7 -
In Stock |0 Customer Min Order Gty |Carton
A Packet
|Shest
Case

Product Description

B2C Description  [¥ Sell on B2C website

The In Stock fields allows you to set IM .
initial inventory on product creation. Set the —unit  of

This option will not appear on editing measurement using the
drop down list.

e | SoveiNen | Close |

8. If you wish to create a product but activate it later, or if you wish to temporarily make a product unavailable, click
the Product is Inactive checkbox.
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9. Use the checkboxes at the bottom of this tab to indicate whether you are selling this product on your B2B or
B2C website. Web Services must be enabled.

10. If you are, you may want to create a description for the product in the bottom boxes. You can copy the
description from one to the other if necessary.

W Product: Acai Berry E\!. =l @
stomer Promations 1 Back-Orders ] Commissions ] Promotion Codes ] Images ] Cross Sellers ]
Product Information | Viendor & Pricing Info | Additional Info | Custom Fields | Variarts | Customer Pricing | Serial #5 |
Edit Product Name Iﬂcai Bemy
Type {hwerrtor,- _] I~

Associated Categories Manage

Product Info

|1f Web Services are enabled, indicate whether you are
selling this product on your B-to-B or B-to-C websites.

g !

B2E Description [¥ Sell on B2B website ’C Description v Sell on B2C website

Copy >

| SEVE | Close |

Enter a product description for the sites here. You can copy
the B2B description to the B2C site, if desired.

11. Click Save & Close or Save & Next.
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Assigning Vendors to Products and Determining Product Prices

If you are creating a product, this process comes after you click Save & Next on the first Add New
Product tab.

If you wish to edit an existing product, go to Product Switchboard > Edit Product. When the list of all

products appears, click the edit icon for the product. (You can also click View All Products and then
the edit icon.)

Select Product/ltem Kit To Edit/Delete Total Records: 456 #Per Page: (EJl Total Pages: 12 CurrentPage:1 [ ]

V188 Acai Berr[ ‘whole Foods NI 16.80

1 0™

2 w21 Acom \whole Foods A 1 9.60 400 10/%|[E)
3 | vi32 Adzuki Beans ‘whole Foods /A 1 16.80 7.00 10|%|[H
4 | Pasta0D1 Llfsbeto That Litle ltalizn Shop N 1 50,00 30.00 100 | % | ()
5 | Bread001 Alpine Seven Girain Bakeman [ 1 12.00 5.00 100 || () |

12. The Product form will open. Click the Vendor & Pricing Info tab.
"W Product: Acai Beny =

PDF Documents I O j 3ck-Orders | Commissions | Promation Codes I Images | Cross Sellers I
Product Information | Vendor & Pricing Info Mﬁnﬂ.l.ldﬂ.l-ﬂuﬁam.ﬁddﬁl Varants I Customer Pricing I Serial #s I
—Vendor Product Info

Select Vendor |Whole Foods ;|| Assign Vendors I V¥ Primary Vendor

Product Name |4czai Bemy ¥ Same Az Internal
Vendor SKLU # (V188 ¥ Same &s Internal

Min Reorder level from Vendor ID Unit breakdown |1

— Pricing Info

CostPrice$ [l6a0  per

Unit Breakdown Cost Price [16.80 | anded Cost$ 0.00 =
Mark Up % |-53.33

Selllng F"na:e$ I?.{H]

FtnundlngT}.rpe |NM »|  Round |

Suggested F{etﬂﬂ P‘nce $ |7'ﬂ'ﬂ— Recalculate Price on Open Orders & Products
[Tero [T weo I oemka [ Assembly tem

Specify UOM |

Customer I Vendor I

—J_Hdua'\qad Units of Measure (UOM) |' Volume Discounts

Save & Cloze | Save & Mext | Close |




13. Click Assign Vendor.
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14. The Assign Vendor dialog will open. The list of all possible vendors will appear on the left, and on the right
are the vendors associated with the product. Select the appropriate vendor(s) and click Associate. You can
associate as many vendors as necessary.

Aczign Vendor(s)

Select vendors to associate to this product

Associated vendors

[~ Mational Chicken Corporation
[~ Mational Fruit Corporation

[~ Mational Pork Corporation

[ Mational Vegetable Corporation
[ That Little Italian Shop

[~ We Ride Boards

[ e Wear Out

[~ whaole Foods

[~ World of Beef Association

[ World of Chicken Association
[ World of Fruit Association

[~ ‘world of Pork Association

[~ Wworld of Vegetable Association

Associate

[~ whole Foods
—

Disa=sociate

Done

15. When the vendors are associated, they will appear in the Select Vendor drop-down list. Now you can
customize the product so that ordering it from each vendor will be easy. Start by selecting the vendor to
customize first. (You can perform the next few edits for each vendor.)

16. Enter the vendor’s product name and SKU, if they are different than yours. If they are the same as yours, sim-
ply click Same as Internal.

17. Enter the minimum re-order level. A warning will appear if you order fewer than these units when making a

vendor order.
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Change the product name and

SKU to what the vendor uses, Start by selecting the
or click Same as Internal. vendor.
W Product: Acai Berry EE'@
PDF Documents ] - Orders ] Obmmissions ] Promotion Codes ] Images ] Cross Sellers ]
Product Informatio§  Vendor & Pricing Info lei‘tionaI Infd ] Custom Fields ] Variants ] Customer Pricing ] Serial #'s ]
Vendor Prod 0
Select Vendor |"-'v'h0|e Foods X Assign Vendors [V Primary Vendor
» Product Name [Acai Bery €= [V SameAs Internal
Vendor SKU # [V188 €= ¥ Same s Interral
Min Reorder level from Vendor [0 Unit breakdown [i Indicate the units

% %

and minimum

Pricing Info
re-order level
Cost Price $ [16.80 perf
Unit Breakdown Cost Price [16.30 Landed Cost$ 0.00 EJ
Mark Up% [s833°
Selling Price $ [7.00
Rounding Type [N/A ~|
Suggested Retail Price § l?uﬂi Recalculate Price on Open Orders & Products
Fcero T weo [T otemie [T Assembly [tem
- Advanced Units of Measure (UOM) 1 1 Violume Discounts
Specify UOM Customer | ‘endor |
| I Close I

18. Enter the Unit breakdown. For example, if the vendor sells the product in boxes of 24, but you sell them
singly, enter 1.

19. You can now specify the Cost Price for this vendor. AdvancePro will then calculate the Unit Breakdown
Cost Price, based on the unit breakdown you entered above.

20. Enter your markup, and AdvancePro will calculate your selling price, or vice versa.

Note that the selling price stays the same for all vendors. This means that you will have a
different markup for another vendor that has this product at a different cost.
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21. You can click Round Price to round your price up or down. You can round it to the nearest 9. i.e.:
1.01 t0 .99; 1.15 to 1.19 (to 2 decimal points)

W Product: Acai Berry EIE IE

PDF Documents ] Customer Promotions ] Back-Orders ] Commissions ] Promation Codes ] Images ] Cross Sellers ]
Product Information  Vendor & Pricing Info lMdﬂionaI Info ] Custom Fields ] Variants ] Customer Pricing ] Serial #s ]

Vendor Product Info

Select Vendor |'-"."ho|e Foods j Assign Vendors | ¥ Primary Vendor
i Bemy [¥ Same As Internal

Enter the cost andf; e
AdvancePro calculates paMesdac o \jnitbreakdown [T

Pricing Info
Cost Price$ [16.80 perf
Unit Breakdown Cost Price  [16.30 Landed Cost$ 0.00 E
r— Mark Up % |[5833
Rttt Click to round the
Rounding Type [n/A 1l < rice up or down
. . - [~ Recalculate Plee.gn Ooen Orderstd Products p P '
Enter the selling price, and AdvancePro N W B B s

will calculate the markup (or vice
versa). Note that the selling price stays

Volume Discounts

ify UOM Customer | endor |

| | Clase |

If you are creating a product, simply continue this process in the Vendor & Pricing Info tab. If you
wish to edit an existing product, go to Product Switchboard > Edit Product. When the list of all
products appears, click the edit icon for the product. (You can also click View All Products and then
the edit icon.) Then click the Vendor & Pricing Info tab.

22. Set the commission on this product in the Commission % field (Advanced EDI Sales Rep. Module required).

23. Advanced units of measure can apply to your selling or buying quantities, or both. If you can sell and/or buy in
multiple units, for example in boxes, crates, and packets, then use the Advanced Units of Measure form.

24. To set advanced units of measure, set the Unit Breakdown to 1. Then click the Specify UOM button under
Advanced Units of Measure at the bottom of the Vendor & Pricing Info tab.
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25. Next, select the unit to define. If you do not see the appropriate unit name, you can create advanced units of
measure in the Admin Switchboard > Units.

26. Then enter the corresponding unit breakdown. For example, if there are 100 dresses in a “packet”, enter 100.

27. AdvancePro will use your selling price to calculate this unit of measure’s selling price. You can now enter a
discount on the sell price. The UOM Selling $ and unit selling price will be updated automatically.

AdvancePro will also calculate the cost of this unit. You can enter a markup in the cost price for this unit.
(To enter a discount on the cost, you can enter a negative percentage in the Mark Up % field.)

Advanced UOM Breakdowns

Product Name  Acai Berry Selling § 700 U.Qty In Stock
SKU# V188 Cost s 16.80 Counter 10

e Specify UOM Breakdown to BUY/SELL - ) ) ) -
POFL | - st . @ selLeny o eovin | ENter a sell price discount for this unit.

Produ
| ]Seled Unit - Discount % UOM Stock Mark Up %
L. Breskdown UOM Selling & U. Selling UOM Cost &

Select the unit to O Suaaestod Retail pA—t—X.

. —Select fem— J R :I
mOdIfy and enter the ! \I/ Cusiamacbricing Surcha AdvancePro
breakdown. AdvancePro will calculate the calculates the unit
[T T Tpe unit's selling price using YOUr fiag: [regn | COSt. YOu can apply
product sell price. a cost mark up to

this unit if desired.
£ >
Close
a
leanc:edU'i‘lsoiMeaﬂ.rel‘ ) - Volume Discounts
LF Customer | Vendor |
Close J Ve £ | Close |

AdvancePro will calculate the cost of this unit of measure taking into account the unit breakdown and any markup.



28. For this advanced unit of measure, you can:
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o Specify the dimensions. Click View Dimensions to see the fields, and you can specify the height, width,
and length of this unit. AdvancePro will calculate the weight and the final dimensions.

e Mark this unit as the default unit. When adding this product to a customer order, this will be selected by

default.
¢ Round the unit price to the nearest 9

o Make this unit a catch weight unit.

Advanced UOM Breakdowns

Product Name  Acai Berry
SKU# V188

Selling & 7.00 U.Qty In Stock 10

CostS 16.30 Counter 10
r Specify UOM Breakdown to BUY/SELL
(" SELlas = SELUBUY (" BUYin 100 | | | |
Sell and Buy in UOM:
Box - Digefunt 7 UOM Stock Mark Up %
L. Breakdown M Selling & . Selling 5 UOM Cost &
based on UCM selling
= S _{ Suggested Retail Price $
—Select tem—
| > Customer Pricing Surcharge %
Click to specify the Delete
dimensions of this unit. elings | Costs | UOMSt... | Weight | Height | Width | Length |

Close

29. You can enter a surcharge percentage for customers if desired.

30. Click Add. Your unit will appear in the list below. AdvancePro will calculate the suggested retail price.

To edit or delete any advanced units, as with most other forms in AdvancePro, select the unit
using the checkbox and make your edits. Click Update or Delete when done.




11 Products

Advanced UOM Breakdowns

Product Name Acai Berry Sellings| 7.00 U.CltyInStock| 10
SKU# V188 Cnstsl 16.80 Counter | 10

— Specify UOM Breakdown to BUY/SELL
" SELLas @ SELLBUY (" BUYin I I — | 2 | : |
Sell and Buy in UOM:

|Select Unit -] Discount % [ UOM Stock | Mark Up % |
L. Breakdown I LOM Selling & I L. Selling SI UOM Cost 8 I

tased on UOM selling
¥ View Dimensions [T Default UOM
S Suggested Retail Price $|
Customer Pricing Surcharge %
|
| Type | UOM | U.Brea.. | Selings | Costs | UOM&t... | Weight | Height | Width | Length |

01 ’ Both Carton./1 1 f 7.00 16.80 0 1 0 0 0

Your newly created unit will appear here.
Click the checkbox to edit or delete it. o

Close |

31. Click Close when you are finished with the advanced units.
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If you are creating a product, simply continue this process in the Vendor & Pricing Info tab.
If you wish to edit an existing product, go to Product Switchboard > Edit Product. When the
list of all products appears, click the edit icon for the product. (You can also click View All

Products and then the edit icon.) Then click the Vendor & Pricing Info tab.

32. Back in the Product > Vendor & Pricing Info tab, you can specify volume discounts for this product,

whether it’s for customer or vendor orders. Click the appropriate button under Volume Discounts.

33. Enter the threshold, and one of these options:
e The discount and then click Add. AdvancePro will calculate the price. OR

e The price and then click Calculate and then Add. AdvancePro will calculate the discount.

Assign Volume Discounts

W Product: Acai Berry Assign Volume Discounts to this Product

PDF Documents -Orders ] Com
Product Informatign  Vendar & Pricing Info ] ditional Info ] Product Info ) -
SKU# V188 If you enter a price, click

Vendor Product Info

Select Vendor |'-"a'ho|e Foods PFE.JdUCt Nﬁme e a0 Ca|CU|ate and then Add
Selling Price 7

Product Name |Acai Beny e
Vendor SKU # [V188 2 l

y
Min Reorder level from Vendor |0 Threshold Qty | Discount % $

Pricing Info “ et
.| Enter the quantity, and then = f you enter a discount, click
Unit Breakdown cost | €ither the discount Add and AdvancePro will
Mark U§ percentage or your desired
Selling Prig
Rounding Type [N/A |
Suggested Retail Price $ [700 | Done
Advanced Units of Measure {(UOM) Vol Discounts
Specify UOM I Customer I Vendor |

| | Close |

34. You can repeat step 33 for as many volume discounts as you like. Click Done.

/\ To edit or delete any volume discounts, as with most other forms in AdvancePro, select the

35. Click Save & Next to move on to the next tab, or Save & Close if you are done editing or creating this product.

reason for your price changes (Advanced EDI Sales Rep. Module required).

Please note that if you are editing an existing product, you may be required to enter a




Setting Product Alert and Target Stock Levels
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A

and Pricing Info tab.

and then the edit icon.)

If you are creating a product, this process comes after you click Save & Next on the first Vendor

If you wish to edit an existing product, go to Product Switchboard > Edit Product. When the list
of all products appears, click the edit icon for the product. (You can also click View All Products

36. From the Product > Additional Info tab, click Update Product Alert Levels.

37. The Update Product Alert Level dialog will open. Enter the alert level. When your inventory hits this level,
the warehouse manager and administrators will receive a warning in their Workspaces.

38. AdvancePro will automatically calculate the target stock level if you have set a target stock level multiple
on the Admin Switchboard > Site Settings > General Settings tab.

AdvancePro will multiply your alert level by the multiple to set the target stock level, and use this value as a
suggestion on the vendor product orders.

W Product: Acai Berry

 Oth

Reorder Alert Level

S TgTTe ST g T Product Name Acai Berry
i s S iin
QB Product [V188 v Same
QB Sub Item Of [NA Ed
MaxOrderGty [0 AdvancePro will alert the
ayperpalet 0 [ o[ |warehouse manager when the | .
i e hewueee 4 INVeNtory reaches the threshold
[ VP Setings | gl Assion L | ]___ indicated.
 Nates

(o] ® (]

PDF Documents ] Customer Promotiong=r=SersieSms = sions ] Promotion Codes i Images ] Cross Sellers ]
Product Information ] Vendor & Pricing fpfo  Additional Info ]C stom Fields ] Variarts ] Customer Pricing ] Serial #s ]

Update Product Alert Levels

| close ]

AdvancePro

calculate

stock level using the
multiple you entered in
general

the
settings.

also override that level

by simply

will

the target

site

You can

typing a

If you have not set a target stock level multiple, you can manually enter one here. You can also override

AdvancePro’s calculation.

Click Update, and then Close when done.
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39. You can update other product characteristics, such as:
e Whether the product is taxable. Click the checkmark to indicate the product is taxable.
e Whether this is a catch weight item. (if you buy and sell in cases but price in the weight)
e Whether the product can be returned
e Whether the product is a non-inventory product

e If this product’s name in QuickBooks® is the internal SKU, you can indicate it using the checkbox, or
enter the QuickBooks name for the product. We do not recommend you change the name of the product.

e If you had an error for this product on export to QuickBooks, you can re-export the product to QB alone
using the button.

e You can clear reserved inventory using the button on this tab. We do not recommend this option as you
may oversell your inventory.

e If you need to clear only reserved inventory associated with one order, we recommend you send the order
back to the “Open Order” stage, thus clearing those items from the reserved list.

W Product: Acai Berry EI = -
PDF Documents ] Customer Promotior Baokeibed ], i ions ] Prometion Codes ] Images I Cross Sellers ]
Product Information ] Vendor & Pricing Iffo  Additional Info IC stom Fields ] Variants ] Customer Pricing ] Serial #= ]
Other Info
Reorder Alert Level I Product Is Taxable

Ignore Group Margin [

[+ Freight Enabled
Can Not Be Retumed

[ Default to drop ship

Clear ALL Reserved Oty Clear Reserved Qty | (7 [~ Sell When Out of Stock (Web)
QB Product |\|"IBE ¥ Sameas Internal SKU# 7 Re-Export to QB
QB Sub Item Of [N/A =l

The max order quantity

Max Order Oty [0 e app“es to your B2B or B2C

|—>Qty PerPallet |0 0 ]

Resources TaNaUemeIT Somge toeeomae .

This applies to EDI. Lo |

I 0| 0| 0| 0

Motes

a

These notes will only be visible on
editing the product.

e You can set the maximum order quantity for Web Services, and the quantity per pallet for EDI.

e Lastly, you can enter internal notes on this product on the Additional Info tab. These can only be viewed while
editing the product.

40. Click Save & Next or Save & Close.



Material Calculator
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41. At the Product > Additional Info tab, click on Enable checkbox and Material Calculator to view the Material
Calculator Settings. Here you can set up Cut list Unit Breakdown, Pricing settings & an option that will show

the Cut list in the CPO
¥ Product: Panel

PDF Documents  Customer Promotions

[= | = |[=]

Back-Orders Commissions Promotion Codes  Images  Cross Sellers
Product Information  Vendor & Pricing Info ditional Info | Custom Fields  Varants Customer Pricing  Serial #s
Other Info
Reorder Alert Level Update [ Product Is Taxable

Ignore Group Margin
Can Not Be Retuned []
Reserve Gty

Clear

Recalculate 7

[] Catch Weight ltem

Freight Enabled

[[] Default to drop ship

[1 Sell When Cut of Stock (Web)

QB Product [P4N | 4 Same as Intemal SKU # ? | Re-Exportto QB
0 Sub e OF [W/A 7] | 4 Enatle
Max Order Qty D
Gty PerPallet |0 o] | 0| 0| o]

MPL Settings Resources management Settings (Seconds)
s @
ol o/ 9| bl
Notes
Close
This is where yvou | Product Info

can see the Unit
CONYEIsion you'vs
zet in Product Unit
Management

Product Mame Fanel
SkU# P4

Selling Price 0.875123456
Cost 0.5

Pricing is based en
the Exzct length

Pricing Rul

Materal Calculator Settings
|—bunit Breakdown |1 Inx12=1F

Price [tem By |Pt

Here vou can set
what 15 the baszis
of the Price Ifitis
2 Full unit it will be
multiplied by the
conversion

10.501481472
Luto Show Cut Listin CPO

Price

V| (") Exact Length
Every Cut Rounded to Full Unit Phcing
computation is

(O Total Length Rounded to Full Unit «f§— based on the
totzl length
when zecond
unit i= rounded
up to a full unit

Save Close

Pricing computation is
based on the totzl length
when second unit will be
counted 25 2 full unit

Click on this to enzble cut list
te be shown after selecting the
product (if the product only
has hlzteriz] caleulator
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If you are creating a product, this process comes after you click Save & Next on the Additional
Info tab.

If you wish to edit an existing product, go to Product Switchboard > Edit Product. When the
list of all products appears, click the edit icon for the product. (You can also click View All
Products and then the edit icon.)

43. At the Product > Custom Fields tab, you can fill in any custom fields that apply to products. You can have up
to 6 custom fields for a product.

W Product: Acai Berry EI =
PDF Documents ] Customer Promations ] Back-Orders ] o n Codes ] Images ] Cross Sellers ]
Product Information ] Wendor & Pricing Info ] Additional Igfo Custorn FE'IdS ]\u’ riants ] Customer Pricing ] Serial #'s ]
Custom Felds
Custom Field 1 |

Custom Field2 |

| Close |

44, Click Save & Close or Save & Next.
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If you are creating a product, this process comes after you click Save & Next on the Custom
Fields tab. If you wish to edit an existing product, go to Product Switchboard > Edit Product.
When the list of all products appears, click the edit icon for the product. (You can also click View
All Products and then the edit icon.)

A Variants must be created before you can create product variations.

A You cannot create product variations after a product has been placed in an order. It is

You can specify different options for the product, for example, colors or sizes. You have 2 options:
e To manually create the variants. If you only have a few variations, you can use this method.

e To have AdvancePro automatically create variations. This is a very quick way to create all the possibilities for
a product. You can individually enable or disable variations after AdvancePro creates the total list, making this
method very quick.

45, At the Product > Variants tab, select the appropriate variant names from the list.

W Product: Jacket EI E@

PDF Documents ] Customer Promotions ] Back-Orders ] Commissions ] Promation Codes I Images ] Cross Sellers ]
Product Information ] Wendor & Pricing Info ] Additional Info ] Custom Fields  Variants ]Customer Pricing ] Serial Hs ]

Create Product Variation | (7
Auto Create \Wa 7

B Start by selecting the variants you

P="wish to apply and click Create —

No LT e Selling Price ~

01 | Product Variation. 10.00

Oz 10.00

O3 Blue 5 JO0001-3-58 1 5.00 10.00

O4 Green s JO0001-4-5G 1 5.00 10.00

Os Brown 5 JO0001-5-58 1 5.00 10.00

Os Black s JO0001-6-5B 1 5.00 10.00 Y

- F, S—— o 1NN 7 en - cnn 4n nn

£ >
& Multiple Update | | |

Soecify Varition UOM | @

Tt Close




46. Click Create Product Variation.
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47. The Specify Product Variant form opens. Select the variants from the drop-down lists at the bottom of the

form.

Snecifv Product Variants

Variants

ot/Serial #s/Batch Only #s | Image |

Assign variants to this product
~ Product Info -
SKU# Joooo

Adjust pricing by " % Amount

Product Name Jacket
~Variant Pricing Info—

CostPrice$ 5.00 Selling Price  10.00

 Miscellaneous Info - — —
Catch Weight ltem [

Suggested Retail Price $ Weight |1 Ibs
Max Order Gty |0

Clear Reserved Gty ?

Custom Field 1

¢ % Amount

Base Cost Price § 5.00

Base Selling Price $ 10.00

SKU# [Jooo01 UPC#
Cost Surcharge % |0.00 Selling Surcharge % |0.00

Landed Cost SEEI

50.12

In Stock

Recalculate Price on Open Orders & Products

T cro T weo T nemki [ Assembly tem

Custom Field 2

Gy

y Y

First, select the variants from
the lists. Then, use the fields
above to enter variant specifics,

48. Complete the relevant information for each variation of the product.

e Different SKU number

o Weight
e Price
e UPCH#

e The stock inventory
e Any custom fields
e Suggested retail price

e The maximum order quantity for Web Services

You will not be able to enter lot /serial numbers or images yet.

like weight, SKU, etc.

I TIERT I T I

For each variation, you can specify:

49. To enter another variant combination, click Next, and repeat the process.

50. Click Save when you're done to add the Product Variations.

Once you’ve saved the variations, you can add lot and serial numbers and images to them.



Automatically Creating Variations

51. At the Product > Variants tab, select the appropriate variant names from the list.

W Product: Jacket

PDF Documents ! Customer Promotions I Back-Orders I Commissions I
Product Information I Vendor & Pricing Info I Addttional Info I Custom Fi

pduct

515 WVariants | 1

Images ! Cross Sellers !
stomer Pricing I Serial #'s I

Auto Create Variations I 7

r Existing Product Variations

To edit for delete a Variation, select from the list below O
Mo | Calor i Size I SKUNumber | Weight i Cost Price I Selling Price -
1 Red S J00001-1-5R 1 5.00 10.00

Oz Yellow s J00001-2-5Y 1 5.00 10.00

O3 Blue S JO0001-3-5B 1 5.00 10.00

4 Green 5 J00001-4-5G 1 5.00 10.00

Os Brown S J00001-5-5B 1 5.00 10.00

Os Black ] J00001-6-5B 1 5.00 10.00

- s TR - R = en 4 cnn 4nnn X
< >

Multiple Update | Edit I Delete I

Mext I Close |

52. Click Auto Create Product Variation.

11 Products

53. The Auto Create Variations form will open. Now select the specific variations to include in your list. You can
use the buttons to select all or deselect all to save time.

54. If desired, click the checkbox to generate unique SKUs and Use Variant Abbreviation for each product variant.



55. Click Generate.

Auto Create Vanations

11 Products

r Product Info

SKU # JO0001
Product Name Jacket

Base Cost Price § 5.00
Base Selling Price $ 10.00

I~ Generate Unique SKUs

—Generate Variations

ST Select the variations that apply to this product.
R;nge - [T ]
we -

Generste | Deselectall |  Selectall |

Select Generated Variations to be Active

You can generate unique SKUs for
each variant.

Adjust pricingby ¢ SAmount ¥ % Amount

- L W11 # Brouchiunt UPC # \eight | Cost Su-chage..| Pri

ce Surchage... Qty

When ready, click Generate.

Process

Close I

This will generate a list of all possible variations

56. Your newly created product variations will appear below. You can individually edit the following fields for

each variation by clicking directly in the chart cells:
e SKU
e Product name
e UPC Code
o Weight

e Cost Surcharge (using the radio buttons below the chart, indicate whether you are adjusting by percent-

age or by dollar amount)

e Price Surcharge (using the radio buttons below the chart, indicate whether you are adjusting by percent-

age or by dollar amount)

¢ Quantity



Auto Create Variations
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Product Info
SKU# Jooodm
Product Name Jacket

Base Cost Price $ 5.00
Base Selling Price $ 10.00

Generate Variations

adjustments as percentages or

Your newly created product variants will appear below. %
W
Select the variants that you would like to enable. (Click v
W
the circled checkbox to select / deselect all.
I™ [enerate Unigue SKls (Generate I Deselect All | Select All
skt Generated Variations to be Active
—' No |SKUZ Product UPC # \eight | Cost Surchage..| Price Surchag.. oy B
= 1 JODoot Jacket - Black.L 1 [i] 0 1]
O 2 JODoot Jacket - Black M I | 1 0 0 1]
O (3 Joooot . . . 1] 0 0
O [4 JOD0DT Edit any of these fields directly 0 0 0
O 5 Joooo1 . [i] 0 0
0o s T00007 in the chart. : - :
E 7 JO0001 e— 1] 0 0
O 2 JODoot Jacket - Blue XL 1 V] 0 1]
[ ] 9 Jo0oot Jacket - Brown L 1 0 0 1]
I n 0001 Jarket - Brown M 1 n n n LI
Adjust pricingby " SAmount & % Amount e | s | 4
Set your price or cost Click Process to create

the variants.

57. Select the variations that you would like to enable. Click the checkbox in the header row to select or deselect

all.

58. Click the Process button to process the selected product variations.

59. A confirmation window will then be displayed with the number of product variations that have been created.
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Individually Edit or Delete an Individual Product Variation

60. Created variants will appear in the list at the bottom of the Product > Variants tab. Select the variation to edit.

61. Click Edit and the Specify Product Variations form will open. You can enter variation-specific information,
including lot and serial numbers and a new image.

Specify Product Variants EI' = i@

Variants | Lot/Serial #s/Batch Only #s | Image |

W Product: Jacket

Assign variants to this product Adjust pricing by ¢ & Amount {+ % Amount
PDF Documents ] Customer Promotions I Back-Orders ] Commissions ] Pror Product Info T ] o
Product Information ] Vendor & Pricing Info ] Additional Info ] Custom Fields SKU # J00007-3-SB Base Cost Price $ 5.00
e 2 Product Name Jacket Base Selling Price $ 10.00
Create Variations for this Product - L
- Variant Pricing Info -
l_li ;F‘l” Create Product Variatior sKU # [J00001-3-5B UPC#
v Size ——
Auto Create Variations Cost Surcharge % |0.00 Selling Surcharge % 1D.DD Landed Cost SEI
Cost Price$ 5 Selling Price $ 10 0.00
. . Miscellaneous Info -
CI|Ck tO make th|S Catch Weight Iltem [
o ; ; : Suggested Retail Price § /1000 Weight |1 lbs
variation inactive. the list below - 3
| SKUNumber ] We Max Order Qty |0 Recalculate Price on Open Orders & Products
L1 I Red 5 J00D001- 1 Clear Reserved Qty 1 ? M ero [T wro I nemi I Assembly hem
12 1 o 1M -2-5Y 1
I 3 Blue 5 1-3-5B 1 Custom Field 1 Custom Field 2

13 Green s [ oooor456 1 [ [
Os Brown ]
s Black s . . . . .
T nr— - You can change variation attributes, including lot
<

Mok Inactive | I and serial numbers and images, by selecting the
Update Aett Levels | ] variant and clicking Edit.

Specify Variation JOM | 7

5

- | MNed | Ciose |

You can also specify alert levels,
and units of measure for the
variation here.

62. You can change alert levels and units of measurement by clicking the buttons. Change them as you would for a
regular product.

63. You can also click the Delete button to delete the product variation.

A You can delete a product variation only if it is not added to any vendor or customer order
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Editing Multiple Product Variations

64. At the bottom of the Product > Variants tab, click the Multiple Update button.

65. The Variation Multiple Update form will open. You can edit the SKU numbers, weight, cost, price, UPC #, and/
or custom fields.

Remember to set your price or
cost adjustments to percents or

dollar amounts.

To save your edits, select the
changed variations and click

Update Multiple Variations

Update. You can also delete | puduct o

variations by selecting them and SKU# JOD0O0T Base Cost Price $ 5.00
C”Cking Delete. Product Name Jacket Base Selling Price $ 10.00
r Search i .
P ey IColor ~ !Size If you need to find specific o
Color ~ | |Size vi_ .. E—
PDF Documents I Customer Promations I Back-Onders I Commiss Val"latlonS, use the SearCh
Product Information I Vendor & Pricing Info I ditional Info l Cus| gk ‘Va‘iaion— flelds
~Create Variations for this Product [ [No Sk [Product = i
v C.:-I:-r Create Produg
v Size -
putoCreate] | [O B [7000- |Jacket - Blue S

(| K JO00.. | Jacket - Green S
| |ﬁ JOOO.. |Jacket - Brown,5
0 ||5 JO00.. | Jacket - Black.S

~ Existing Product Variations JO00. | Jacket - =
: b : ; .. | Jacket - Orange S 1 0 0% t
To edit for delete a Vanation, select from the list below 8| |I7 ~o = e - ool

= T Color I = I e [ ] .. | Jacket - Violet.S 1 0 0 | % Amount

O e = g P (9 [J000. |Jacket- RedM 1 0 0| % Amount

L O [10 [J000" | Jacket - Yellow.M 1 0 0| % Amount
i ;e""w g jm::-i:g\ar l14 10NN Immlemt Dl R 1 n Nl % A et j
ue 00001-

4 Green i JO0001-4-5G A

Os Brown s J0D0D1-5-58 Delete Jpdzie || Close |

s Black 5 JOD0D01-6-58 - e o

m-= [ T [ nnnnd 7 on - c nn 4n nn v

£ >

Multiple Update | [Edit | Delete |

Make Inactive I i@ s
Update Alert Levels I @ 2ssio L
Specify Vanation UOM I 7

MNext | Close |

66. Click the checkbox for the variations you're changing. The Update button should now be enabled.
67. Click Update to save the changes.
68. To delete variations, select them from the list and click Delete.

69. Click Close in the Update Multiple Variations form.
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Managing Pricing Exceptions

A If you are creating a product, this process comes after you click Save & Next on the Variants tab.

If you wish to edit an existing product, go to Product Switchboard > Edit Product. When the list of
all products appears, click the edit icon for the product. (You can also click View All Products and
then the edit icon.)

There are three tiers of pricing in AdvancePro.

e Tier 1: Use the Product form to set the selling price for each product. The product base price (selling price) is
then applicable to all customers.

e Tier 2: Use the Customer form to assign a markup on the cost or discount on the selling price to that
customer. This pricing is then applicable to all products ordered for that customer.

A This pricing over rides the Tier 1 pricing.

e Tier 3: Use the Product form to assign a pricing exception (mark up or discount) for a particular customer.

This pricing exception is then applicable to a customer for that product only. It overrides the
pricing in Tier 1 and Tier 2.

Using the Customer Pricing tab in the Product form allows you to create the third tier of pricing in AdvancePro.

70. At the Product > Customer Pricing tab, click Create Pricing.

" Product: Jacket EII = IEI

PDF Documents ] Customer Promotions ] Back-Orders ] Commissions ] Promation Cfes IR (o
Product Information ] Vendor & Pricing Info ] Additional Info 1 Custom Fields ] Variargs Customer Pricing l %=

Pricing Exceptions
To edit for delete pricing, select from the list below

Company Name Price Markup % Discount % Customer 5.

This form will open if you are editing a
product with no variations.

Select All |  Deselect All | Delete All | | _Delete |
 Products
Click to create customer == %
pricing. Lol
[1]Jo0001-41-3R |Jacket XL, Red -

Create Pricing ] Reload Mext Close
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A If you are editing a product with multiple variations, the form you see will be slightly different. To create
customer pricing for selected product Vvariations, select them and click Create Pricing.
To create customer pricing for all product variations, click Create Pricing for All.

A Units of measure will appear in the Products list at the bottom. To apply the pricing to any units of measure
(e.g. box), simply select the unit(s) of measure and click Create Pricing.

-

W Product: Jacket EI’E”EI
PDF Documents ] Customer Promations ] Back-Orders ] Commissions ] Promation Cod lers ]
Product Information ] Vendor & Pricing Info ] Addttional Info ] Custom Fields ] Variants | Customer Pricing ] ial Hs ]
— Pricing Exceptions -

To edit for delete pricing. select from the ThIS form W|" Open |f you are

i e e editing a product with variations.

Click to create pricing for
selected variations (click the
checkboxes to select them).

Delete Al | Edit | ]

] 00T SE R | acien =3 SO I
O Jacket : 3XL, Brown

]l | Jacket : 3XL, Green

[ Joooo1-47-30 Jacket : 3XL, Orange

/[ Jo0D01-41-3R Jacket : 3L, Red -
2

Create Pricing 1 Create Pricing Reload Next Close

a

Click to create pricing for all
variations.

71. The Customer Pricing Exceptions form will open. Select the customer or customers. You can search for
customers using the search field up top and then clicking the magnifying glass. You can also select all cus-
tomers or view them by group if desired.

72. Indicate whether the exception is a discount of the selling price or markup of the cost using the radio buttons
on the right.

A Discount applies to the selling price and markup applies to the cost.




73. You can either:

11 Products

e Enter a price first and click Calculate to determine the discount

e Enter the discount and AdvancePro will automatically calculate the price.

74 If desired, create a specific customer SKU.

Customer Pricing Exceptions

Apply a special markupidiscount to this Product per Customer.

~ Product Info -
SKU # V138 Base Cost Price$ 1620
Product Name Acai Berry Base Selling Price $ 7.00

| m] [~ SelectAll Category |DeSelect Al -
s

[1 All Fresh Vegetables

Lol steak Buffet

Enter either the price OR the

If desired, create a SKU for
this exception.

markup / discount. Click
Calculate if you manually enter . -
the price. : —— In.dlc.ate w.hether
Customer SKU # [12345 : " Apply Markup < this is a discount of
Customer Markup/Discount |5 % fo $fﬁ the pl’iCG or a mark
2 I Lock up of the cost.
AddPricing | Close |

You can lock thi_s price so it can’t be

75. You can also lock the price against future changes, meaning that if it is a markup then any future changes to
cost price will not affect the selling prices

76. When done, click Update. Your pricing exception will appear in the Product > Customer Pricing tab. Re-
peat this process for as many customer pricing exceptions as you need to create.

You can also create global pricing exceptions on categories of products, for groups of customers.
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Editing or Deleting Customer Pricing Exceptions

Customer pricing exceptions will appear at the Product > Customer Pricing tab. To edit an exception, select it and
click Edit. The Pricing Exceptions form will open and you can edit it following steps 69 to 74 above.

L g e == e

PDF Documents | Customer Promotions | Back-Orders | Commissions I Pramation C lers I
Product Information | Vendor & Pricing Info | Additional Info I Custom Fields | Variantk Customer Pricing I enal &s |

Pricing Exceptions
To edit for delete pricing, select from the list below

Company Name Price § Markup % Discount % Customer 5.

All Fresh Vegetabl.. |6.30 10,00

All Fresh Vegetabl . |£.30 10.00

To edit or delete this exception, select
it and click the buttons below.

. :

:eia:r;iil E-eas?e::;iil DeleteAJII Edit I Delete |

[ [sku Product

Creste Pricingl Reload | Mext | Close |

To delete an exception, select it and click Delete. To delete all exceptions, click the Delete All button or click
Select All and then Delete.
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Managing Lot and Serial Numbers

A You must have enabled the lot and serial numbers module at Admin Switch Board > Utilities >
Lot/Serial # tab. If you have not purchased or enabled this module, please call our toll free support
line at 1800-970-9071

NOTE: Lot/Serial Numbers are currently assigned to the lowest unit of measure. Thus, if you have
set the UOM as kg and advanced UOM as drum/25, box/30, then the lot/serial numbers will be
assigned to kgs. Set your lowest UOM as drum etc to assign Lot/Serial number to it instead of a kg.

You can enter lot and serial numbers three different ways:

e Using the Edit Product form. We will review this method briefly here, as it could be part of the workflow of
creating a new product or editing an existing product.

e When receiving products from the vendor.

e Using the Manage Inventory form.

No matter where you start from, it is the same process. Lot and serial numbers are reviewed fully in Chapter 14.

Automatically Creating Lot Numbers Only

1. Click @ button. The Apply Serial # form will open

Serial No Batch Only

Product Info Enter the quantity to assign the
Name Clementine lot number to.

SKU# 545 o
Create Lot #
Lot#|_A——| ELot#w; Serial #7  Qty :

Create Auto Serial #

[] Add Zeroes to SN Do not dick this if you are only
assigning lot numbers
Tag# | Tag# | ayl ]
Start Serial # [l star Serial # |
End Serial # | Serial #
na=enalFl 1 Enter the lot number here. | |

Create Manual Serialr &
e — T E—

Lot /Serial # Additional Settings

Exp. Date| 3/ 5/2020 -~ Mf. Date| 2/ 3/2020 ~ Pick Location |A Rack 1- Shelf A ~
| 1] | || | | o | 9 | o | D|
Ipdate & @ Import _reate Serial #

[ [No [Lotz Serial # Manufact Serial # Status

Delete | | Alter Receive Qty erify & Update Stock Close
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In the Create Lot # box, enter the lot number.

Enter the quantity to which to apply this lot number. (If you are assigning serial numbers, this quantity box will
be disabled. Follow the procedure listed below).

Click the Create Lot # Only button. A confirmation window will open. Click OK to create lot numbers only.

Apply Batch # — x

Serial Mo Batch Cnly
Product Info
Mame 15 Cavity Kitchen DIY Bakin Existing Serial #s In Stock 0
SKU# a2 Assign Serial # Oty 60
Create Lot #

Lot #[123 Lot # wi Serial #7
Create Auto Serial # &
[JUseTag

[] Add Zeroes to SN (=

Enter lot number if applicable,

Tag# |  and dick this checkbox Tag# ay[ ]
Start Serial # Start Serial #
End Serial # End Serial #

Create Manual Serial #
O e T e T T —

Lot/Serial # Additional Settings

Exp. Date| 3/ 5/2020 ~ Mf. Date| 2/ 3/2020 ~ Pick Location |A Rack 1- Sheff A v
| 1] | | | | | o | o | o | 9|
E4 Import | i

[ [no [Lotz Serial # Manufact Serial # Status

Delete Alter Receive Qty Verify & Update Stock Close

The lot numbers will appear at the bottom of the Apply Serial # form. Click Verify & Update Stock.
Once the lot numbers have been assigned, you will get this confirmation screen:

AdvancePro

OK




Automatically Creating Lot and Serial Numbers

6. Click _@i button. The Apply Serial # form will open

7. Inthe Create Lot # box, enter the lot number.

11 Products

serial numbers manually.

If you leave this field blank, no lot numbers will be assigned with the serial numbers.

NOTE: This lot number will apply to all the serial numbers generated. If you have different lot
numbers to assign to sets of serial numbers, work with one lot number at a time, or set lot and

8. Click the Lot # w/ Serial # check box.

Apply Batch # — x

Serial No  Batch Only
Product Info
Mame 15 Cavity Kitchen DI Bakin Existing Serial #s In Stock 0
SKU# a2 Assign Serial # Qty 60
Create Lot #

Lot#122 | [ lot#w Serial#? Create Lot # Onl)
Create Auto Serial #
[] Add Zeroes to SN []Use Tag

Enter lot number if applicable,

Tag#| |  and dlick this checkbox Tag# ay[ ]

Start Serial #| || Start Serial # |
End Seriﬁl#| | End Serial #| |

Create Manual Serial #

Lot/Serial # Additional Settings

Exp. Date| 3/ 52020 ~ Mf. Date| 2/ 3/2020 ~ Pick Location A Rack 1- Sheff A |

| 1 | || || o | o | o | l

Jpdate & = Import _reste Lot/Serial #s
[ [no [Lotz Serial # Manufact. Serial # Status

Delete Alter Receive Qty Verify & Update Stock Close

9. Under Create Auto Serial Number, enter the tag number.

10. Enter the start and end serial number range, e.g.: 1- 100.



11. Select an expiration date if applicable.

12. Enter the quantity to assign the serial number to.

Apply Batch — .6 |
Serial No Batch Only
Product Info |
Name 15 Cavity Kitchen DI'Y Bakin Existing Serial #s In Stock 0
SKU# a2 Assign Serial # Qty 60 |
Create Lot #
Lot#[128 | [lLot#wSerial#? ==te Lot & Only |
Create Auto Serial # Biaihat
[ Add Zeroes to SN (= 000000 | nter the tags j |
Tag # | Tag # Oty |
Start Serial # || Start Serial # |
| End Serial #| || EndSerial #

Enter the ranges for the serial

manufacturers', if desired.)

numbers (the internal and Serial # I:I

Manufact. Serial #I:I

ings
Exp. Date| 3/ 52020 ~ M. Date| 2/ 3/2020 - Pick Location |A Rack 1 - Sheff A ~| |
o | o | o | o

| 1 | | | | |

& = |I'I'IDDI1_-E

DB|BTB il Alter Receive Oty |

lOnce you have entered a range and |
quantity, this button will be
enabled. Click to generate serial

Verify & Update Stock | | Close |

13. You can also enter the start and end serial number range for the manufacturer serial numbers.

14. Click Create Lot/Serial #s.

11 Products
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Serial No  Batch Only

Product Info
Name 15 Cavity Kitchen DIY Bakin
SKU# A2

Create Lot #

Existing Serial #s In Stock 0
Assign Serial # Qty 0

Create Auto Serial #

[] Add Zeroes to SN (= [ UseTag
Tog# | Tog# S —
Start Serial # Start Serial #
End Serial # End Serial #

Create Manual Serial #
" —

Lot/Serial # Additional Settings

Exp. Date| 3/ 5/2020 ~

Manufact. Serial # I:I

Pick Location |—-Se|ec1 ftem—

Mf. Date| 2/ 3/2020 ~

| 1|

L] 0
ey Your serial numbers will appear here. To finalize | | |
Update | |m| the process, click Verify & Update Stock Create LotiSerial #5
[ [No [Lots Serial # T
Ol 1101 1201
]2 1102 1202
|3 1103 1203
[1]4 1104 1204
|5 1105 1205
[1]6 1106 1206
alz 107 1207
[1]8 1108 1208
O|s 1109 1209
o o = &
Delete Alter Receive Qty Verify & Update Stock Close

15. The serial numbers will appear at the bottom of the Apply Serial # form. Click Verify & Update Stock.
Once the lot/serial numbers have been assigned, you will get this confirmation screen:

| AdvancePro

o &0 Lot/Serial #'s have been created successfully,

oK
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Manually Entering Serial Numbers

16. Click @ button. The Apply Serial # form will open

17.

18.

To assign the same lot number to different serial numbers, enter the lot numbering the Create Lot # box at the
top of the form.

e To assign different lot numbers to the serial numbers, leave the top Lot # field in the Create Lot # box
blank. Instead, in the Create Manual Serial # box, enter the lot number.

In the Create Manual Serial # box, enter the serial number and manufacturers (Mfg) serial number.

Apply Batch # = >

1; Serial No  Batch Only
! Product Info
i Name 15 Cavity Kitchen DI'Y Bakin Existing Serial #'s In Stock 60
SKU# a2 Assign Serial # Qty 2
Create Lot #
lf ] Owrwseidw ay[ ]

Create Auto Serial #
‘ [] Add Zeroes to SN [ Use Tag
I R

Tag# Tag# Qt
; . | : : ——{Enter the serial number and Yl:l
] Start Serial # Start Serial#| | the manufacturers' serial
End Serial # End Serial number if it applies

Create M: | Serial # X
] Lot # Serial # Manufact. Serial #

Lot/Serial # Additional ngs
] Exp. Date| 3/ 5/2020 Mf. Date| 2/ 372020 Pick Location |-—Select tem— “
|| | 1 | | | | | o | o | 9 | 9|
] pdate & |[= Import Create Lot/Serial #'s

[ [No [Lotz ETE Manufact, Serial # Status

1 If the lot number is the
same, you do not neet to
| enter it here.

Delete | | Alter Receive Qty Verify & Update Stock Close

19. Click Create Lot/Serial #s.

20. The serial numbers will appear at the bottom of the Apply Serial # form. Click Verify & Update Stock.

Once the lot/serial numbers have been assigned, you will get this confirmation screen:

AdvancePro

:'I 1 Lot/Serial #'s have been created successfully.

0K




Editing a Product with a Specific Lot or Serial Number
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If serial numbers and lot numbers have previously been assigned, they will appear at the Product > Serial #s tab
(accessed by clicking Edit Product on the Product Switchboard and then by clicking the edit icon).
Click the product you need to edit, or select all.

A Note that you can either select only 1 product, or all products, but you cannot select some.

If you are looking for a particular lot or serial number to edit, enter it in the appropriate field at the
top of the Serial #s tab and click the magnifying glass to search.

You can change:

The lot number

The serial number

Whether it's on hold

The expiration date. If you wish to change the expiration date, click Update Expiration Date at the bottom.

-

W Product: 15 Cavity Kitchen DIY Baking Cake Candy Heat Resistant Food Grade Silicone Cho... | o [= |[=
POF Documents  Customer Promotions Back-Orders  Commissions  Promotion Codes  Images  Cross Sellers
Product Information  VYendor & Pricing Info  Additional Info  Custom Fields  Vararts  Customer Pricing

Serial No  Batch Only  Settings
SKU# A2 Lot/SN QTY To Assign: 2
lot#  ][@  LoyySNQTY Assigned: 60

Serial # ] On Hold Warehouse |Warehouse1 vl

Manufact. Serial # Exp. Date | 3 52020 ~| Mfq. Date 15
3 O R = p. Da [ia O d i

1 v 1101 1201 0 In Stock |03/05/2020 02032020 | N
2 |0 1102 1202 0 In Stock |03/05/2020 02032020 | N
3 | 1103 1203 0 In Stock |03/05/2020 |02032020 | N
4 | 1104 1204 i} InStock |03/05/2020 |02032020 | N
5 [ 1105 1205 o lefiock |03/05/2020 |02032020 | N
g | Selecta product g 7206 | You can change fock |03/05/2020 |021032020 | N
7 wedit :ﬁ slent 7 1207 the expiration fiocr |03/05/2020 | 02/03/2020 N
g T Trus 1208 0 InStock |03/05/2020 02032020 | N
s O 1jog 1209 0 In Stock |03/05/2020 |02032020 | N
10 |0 110 1210 0 In Stock |03/05/2020 |02/03/2020 | N
1z = 111 1211 0 InStock |03/05/2020 |02032020 | N
12 O 112 1212 i} InStock |03/05/2020 [02/032020 | N
13 O 113 1213 [} In Stock |03/052020 |02/0%2020 | N
14 O 114 1214 0 In Stock |03/05/2020 |02/03/2020 | N
15 O 1j15 1215 0 In Stock |03/05/2020 02032020 | N -
_ . ¥ , S
Update Delete Select Al | Update Expiration Date | | Set Manuf. Date | MNext | | Close

Click Update to save your changes, or click Delete if you wish to delete that lot or serial number. If you delete the
serial number / lot number for a product, the inventory will be adjusted to show the remaining unassigned inventory.
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If you use AdvancePro Web Services, you can associate PDF documents, such as brochures, spec sheets, or white
papers, with products, and your customers can see them or download them while purchasing or browsing.

You can associate PDFs to a product with or without variations. If the product has variations, the PDF document(s)
will be associated with one variation.

This means that if the same PDF should be associated with all variations, you should add the document(s) before
creating the variations.

Requirements:

o PDF file must be no greater than 5 MB.

e Up to 3files per product.

You can also upload PDF, RTF and XLS files.

If you are creating a product, this process comes after you click Save & Next on the Serial #s tab. If
you wish to edit an existing product, go to Product Switchboard > Edit Product. When the list of
all products appears, click the edit icon for the product. (You can also click View All Products and

then the edit icon.)

1. Atthe Product > PDF Documents tab, if the product has multiple variations, select the variation by clicking the
checkbox. If the product has no variations, skip to the next step.

W Product: Acai Berry E\E @

: ] Vendor & Pricing Info ] Additional Info ] Custom Fields ] Variants ] Customer Pricing ] Serial #s ]
PDF Documents ] ustomer Promations ] Back-Orders ] Commissions ] Promation Codes ] Images ] Cross Sellers ]

Select PDF File
: _ IClick to locate
Filename | | <
Absolute Path | your PDF.
Enter a description if >
. prion 1 Click Add.
desired.
u |Descn'ption

<
Mark Selected File To Upload |

Products

SKL | Product

CIvise Acai Bemy

[Jwviaa Acai Bermry - Carton/1

Reload

Mesct Close
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2. Enter a description if desired.
3. Click Add.

4. You will see a confirmation message and the PDF will appear in the Associated PDF Files list below. Repeat
steps above for up to 3 documents per product or product variation.

'i Product: Acai Berry E\?'@ﬂ

r=—ProTeTIrtomrEmTT] Vendor & Pricing Info | Additional Info | Custom Fields | Variants | Customer Pricing | Serial s |
PDF Documents | Qlistomer Promations ] Back-Orders ] Commissions ] Promation Codes ] Images ] Cross Sellers ]

Select PDF File

Filename |TEST.pdf

Browse
Absolute Path |C:\Users\ZEAL\Deskiop .

After you click Add, the PDF will Update
appear here. Select it for uploading. ]

1
JJ File Name | File Path | Description
TEST pdf C\Users'"ZEAL\Desktop
€ >

Mark Selected File To Upload |

Products
SKU

=vies | Then click to have the file uploaded.
dviaa

Reload

Mext | Close j

5. When ready, select a PDF to upload from the Associated PDF Files list, and click Mark Selected File for
Upload. You must repeat this process singly for each PDF (up to 3) for upload.

These files will be uploaded to your B2B or B2C site.
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11 Products

6. From the Product > PDF Documents tab, select the PDF in the Associated PDF Files list.

7. To delete the PDF from the list, click Delete. A message will confirm the file has been deleted.

8. You can change the description if desired.

10.
11.

W Product: Acai B

Product Information
PDF Documerts ]c to save these.

Change the description or change / re-locate
the file using the Browse button. Click Update b—
]

==

Select PDF Pme=

Filename |TESTpdy

Browse

Absolute Path |C:\Users JZEAL\Desktop

Description v

- Associated PDF Rles

Update

Deletﬂ

A

| File Name File Path

| Description

TEST pdf CAlUsers'"ZEAL Desktop

Select the PDF to edit or delete.

Click to delete the file.

SKU | Product
V188 Acai Bemy
w183 Acai Bemy - Carton,1

Reload

Mext Close

You can also replace it with another file by clicking Browse and selecting a different file. (You can use this

method to relocate the file, if the file’s location has changed).

To save your edits or changed file/file location, click Update. You will see a confirmation message.

If you have selected a new file or relocated the file using the Browse button, click Mark Selected File for

Upload.
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Managing Customer Promotions

This process is very similar to entering customer pricing exceptions, as discussed above. The difference is that
promotions run for a specific time range.

Customer promotions on specific products are part of the third pricing tier, and override tier 1 and tier 2.

Customer promotions also override customer pricing exceptions.

If you are creating a product, this process comes after you click Next on the PDF Documents tab, which is
documented above.

If you wish to edit an existing product, go to Product Switchboard > Edit Product. When the list of all products
appears, click the edit icon for the product. (You can also click View All Products and then the edit icon.)

1. At the Product > Customer Promotions tab, click Create Promotions.

W Product: Acai Berry E\ =] |IE|
Product Info Additional Info ] Custom Fields ] Variants 1 Customer Pricing ] Serial #s 1
PDF Documehts Customer Promotions l ck-Orders ] Commissions ] Promotion Codes i Images ] Cross Sellers ]
Customer Promotions

To edit or delete promation, select from the list below

ITW Company Name |Code Price | MarkUp % Discount % | Date From | Date To

Delete
This product has no variations.ﬁ

. . o3l Berry
Click Create Promotion. e

Reload Mext | Close ‘

If you are editing a product with multiple variations, the form you see will be slightly different. To
A create customer promotions for selected product variations, select them and click Create
Promotion. To create customer promotions for than all product variations, click Create Promotion




W Product: Acai Berry

= =

Product Infonm g :  AECIR-RS = | Additional Info I Custom Fields I Variants | Customer Pricing I Serial #s I
PDF Docume+ Customer Promations | {ack{)rders | Commissions | Promation Codes | Images | Cross Sellers |

CLIstomer Promoticns
To edit or delete promaotion, select from the list below

FIF Company Name |Code Price | MarkUp % | Discount % | Date Fro. |Date To | jB&

This product has variations. Select the variation, or
create the promotion for all variations.

— Prgduct
O
1 V188 Acai Berry
| W V188 Acal Berry - Carton/1
\ 4
Create Promation Create Pr For & Reload Mext Close
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2. The Promotions form will open. Select the customer or customers. You can search for customers using the
search field up top and then clicking the magnifying glass. You can also select all customers or view them by

group if desired.

Promotions

Apply a special markup/discount to this product per customer

. . .
You can search for customers
ol OF select all.

Price 3 16.80
Price § 7.00

I\

r Select Customer

&~ VX
| @I SelectAll Category [DeSelect Al |

-
”~

Customer Markup/Discount | % $

[T Iz Stackable [ Is Taxable

Calculate |

1 All Fresh Vegetables
] All Steak Buffet
[] Apparel \Wear
[] Beautify
[[] Beefy Grills < | h mer
B Select the customer(s).
["] Boardz
] Chicken Deli
[7] Chicken House w
— Pricing Info =
& Apply Discount
From: | 871022017 x| To:| 9/10/2017 | £ ok Meslop
Code: | QB Account: |- Selectan Accourt - |

Close |
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3. Indicate whether the promotion is a discount of the selling price or markup of the cost using the radio buttons

on the right.

A Discount applies to the selling price and markup applies to the cost.

4. Set the dates for the promotion.

5. You can either:

e Enter a price first and click Calculate to determine the discount

e Enter the discount and AdvancePro will automatically calculate the price.

Promotions

Apply a special markup/discount to this product per customer

- Product Info

SKU # V188 Base Cost Price 3 16.50

Product Name Acai Berry Base Selling Price § 7.00

- Select Customer

| @<| SelectAll Category [DeSelect Al -]

™) All Fresh Vegetables ~
[C1 All Stesk Buffet

7] Apparel \Wear

["] Beautify

[] Besfy Grills

| Beefr-0

Select the promotion dates.

B / \\
- Pricing Info » % & Apply Discount
From: | 810/2017 »| To:| 9/10/2017 x| O Ao Merkop

Code: I QB Account: I—Selectanh:courrt— .LI
Customer Markup/Discount |5 % $!G.65

[ Is Stackable I s Taxable

o)

(il
£

Enter the percentage OR the selling

Add Promation I Closze |

price. If you enter the selling price,
click Calculate.

6. When done, click Add Promotion. Your promotion will appear in the Product > Customer Promotion tab.
Repeat this process for as many customer promotions as you need to create.



Editing or Deleting Customer Promotions
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Customer promotions will appear at the Product > Customer Promotions tab. To edit a promotion, click the edit
icon (the E). The Promotions form will open and you can edit it.

‘W Product: Acai Berry

Product Informpgs
PDF Documerls Customer PFOITIOTIONS | ck-Orders ! Commissions I Promotion Codes I Images I Cross Sellers I

—Customer Promotions

T T - s
T

ol = ]

be=l Additional Info I Custom Fields I Variants I Customer Pricing I Serial #s I

To edit or delete promation, select from the list below

All Fresh ".-‘egeL 1

or the trash can to delete it.

Click the edit icon to change this promotion,

You can also select one or more promotions » Delete |
using the checkbox and click Delete.

1

V138

Acai Berry

Ll

2

V138

Acai Berry - Carton/1

Create Promotion I

otion For A Reload Mext e

To delete a promotion, click the trash can. To delete multiple promotions, select them using the checkboxes, and

click the Delete button.

You can also create global promotions, on all products.
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Viewing Product Back Orders

You can view product back orders at any time. From View All Products, click the Edit icon to
open the Products dialog and then click the Back-Orders tab. If you are continuing the process of
creating a product, this tab will open after the Customer Promotions tab and will be empty. Click

Next to continue with creating customer commissions on products.

The Back-Orders tab is an easy way to view customer back orders of this product. The number of orders will be
listed. Click the order number to view the order.

W' Product; Acorn EII = |\§\
Product Information ] Vendor & Pricing oo | Additional Trfe ] Custom Fields ] Variants ] Customer Pricing ] Serial #s ]
PDF Documents ] Customer Promotiong  Back-Orders ] ommissions ] Promation Codes 1 Images ] Cross Sellers ]

Orders

No Customer C.0. Ref# | Order Date Back Ord. Qty | V.O. HPf # Wendor | Exp. Date

Salad Master 46)| 81172017 11... 13.0000 \whole Foods | 8/11/2017

View all customer back orders for this
product here. Click the C.O. ref. to view

£ Print

If you are viewing a product with variations, the variations
will appear here. Select the variation to view the back orders.

et J Cloze |
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A You can create customer commissions any time. From View All Products, click the Edit icon to
open the Products dialog and then click the Commissions tab. If you are continuing the process
of creating a product, this tab will open after you click Next in the Back-Orders tab.

At the Product > Commissions tab, if the product has multiple variations, select the variation by clicking the
checkbox. If the product has no variations, skip to the next step.

1. Click Create Commissions.

2. The Edit Commissions form will open. You can search for customers or view customers by category if your
customer list is long.

3. Select the customer(s), or select all by clicking the checkbox, and then enter the commission.

4. Click Add Commission.

5. The commission will appear in the commissions list. You can repeat this process as many times as necessary.

1. You can view existing commissions at the Product > Commissions tab. If the product has variations, select
the variation and click Reload to see the commissions.

A If you see the commission, but not the edit or trash can icons, it means you haven't selected the
product variation to which this commission belongs.

2. To edit the commission, click the edit icon. The Edit Commission form will open and you can edit it using
steps 2 (of Creating Customer Commissions on Products) onwards. Note that the Add button will become a
Update button.

3. To delete the commission, click the trash can icon. To delete multiple commissions, select them using the
checkboxes and click the Delete button.
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Applying Promotion Codes

Promotion codes are only enabled if you have the Web Services module and a B2B or B2C Web site. These are
Web promotions for which the customer will have to enter an appropriate code.

1. Atthe Product > Promotions Code tab, if the product has multiple variations, select the variation by clicking
the checkbox. If the product has no variations, skip to the next step.

2. Using the fields at the top, select the dates for the promotion.

3. Indicate if this is a change in markup on the cost or a discount on the price using the radio buttons on the right.

A Discount applies to the selling price and markup applies to the cost.

4. You can either:
e Enter a price first and click Calculate to determine the discount
o Enter the discount/markup and AdvancePro will automatically calculate the price.

5. If customers can combine this promotion with other offers, click Stackable.

6. Enter the code.

'@ Product: A Enter the promotion =R

Product Informati dates Custorf Fields | vananis | Lusjomer Pricing ] Sen'ali‘fb]
PDF Documents hmissiofs  Promotion Codes ] ages l Cross Sellers ]
Promotion Code Info
Base Cost Price g4 60 Base Selling Price 5 4.00 € Apply Markup

¥ Apply Discount
From: | 8/11/2017 >| To: | 9/11/2017 x| [ Is Stackable €=
— Code QB Account: |EEEEE Ty & 7

Markup."Discount:J cy;,—l- $ Calculate Adc E |

— Promotion Codes

Wlﬁ Promotion Co_. - | Price | MarkUp % | Discount % |Date Fro.. | Date

“Stackable” indicates that a
customer can use more than
one code.

Enter the code here.

Enter the mark up (on the cost) or
the discount (on the price) OR enter
the selling price & click Calculate.
*MOTE: Promotion Codes only For B2C users. MNext Close

7. Click Add Promotion Code.

The code will appear in the promotion codes list. You can repeat this process as many times as necessary.
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You can view existing promotion codes at the Product > Promotion Codes tab. If the product has variations, select
the variation and click Reload to see the codes.

A If you see the code, but not the edit or trash can icons, it means you haven't selected the
product variation to which this code belongs.

e To edit the code, click the edit icon. Edit it using steps 1 to 7 (of Applying Promotion Codes) . (Note that the
Add button will become an Update button).

e To delete the code, click the trash can icon. To delete multiple codes, select them using the checkboxes and
click the Delete button.

If this product has variations, you can upload pictures of the variations on the Variants tab. Follow the steps below
to upload a main picture as well as a thumbnail and feature image for a product with no variations.

You can upload product images any time. From View All Products, click the Edit icon to open
the Products dialog and then click the Images tab. If you are continuing the process of creating
a product, this tab will open after you click Save & Next in the Promotions Code tab.

e All images that you are going to upload into AdvancePro must reside on the server.
e If you remove an image from the initial location, AdvancePro will not be able to locate the image.

e Once the initial image has been uploaded, all the other machines will be automatically directed to the same
directory from which the initial image was uploaded, when they upload images.

Image Specifications

e Images size must NOT larger than 20k. Images larger that 20k will not be uploaded.

e Images must be in RGB color mode.

e Images must be saved as a .gif or .jpg file

e Image names should not have spaces. Use an underscore instead to separate words (e.g.: Image_Name.jpg)

e The width of your image should be no more than 240 pixels. Images uploaded with a width greater than 240
pixels will be automatically resized.



1.

From the Product > Images tab, click the top Browse button to locate the main product image.

W Product: Acorn E\?ﬁ

Product Information ] Vendor & Pricing Info ] Additional Info ] Custom Fields ] Variants ] e el ] Serial #5s ]
POF Documents ] Customer Promotions ] Back-Orders ] Commissions ] Promation Codd ozs Sellers ]

NOTE: Image sizes MUST be smaller than 100k.

MAIN Product Ima -
Click Browse to locate

Path |

Delete |  Mark File To Upload |

Product Images (Web Services use only)

Featured Product Image

Image | the image' — i =L

Path |

Image |
Delete Mark File To Upload

Thumbnail Product Image

Path |

Image |
Delete |  Mark File ToUpload |

If you use the Web Services module,

you can upload 2 additional images.
I

2. Click Mark File for Upload.

3. Repeat previous steps for the featured image and the thumbnail image.

Please seethe Help Menuforimportant information onuploading and storing yourimages BEFORE you upload.

| Close

11 Products

If you upload the main product image only, it will be also used for your featured products image and your

thumbnail image.

The featured product images will appear on your Website, on the home page, or on a category page when you

make that product a featured product.

The thumbnail image is used on the category pages in the table that lists all the products within the category.

A When you sign up for Web Services you will receive more information on managing your images.

4. Click Save when done.
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Changing or Deleting Product Images

You can change or delete any product image from the Product > Images tab.
e To change the image, click Browse and select another.

e To delete it, click the Delete button below it.

» p This is the file location is indicated. =l =
rodud Click browse to update AdvancePro if s | customer Pricing | Serial &5 |

PDF O . . od Images | Cross Sel
.| the file is moved. e | Cross Selers |

Pleaseseethe Help Menufolimportantinformation onuploading and storing yourimages BEFORE youupload.

MAIN Product Image

Path | .
Image ]sample.jpg v ’m
Delete | Mark File To Upload | 1
Product Images [Viqgh *

Featured product | YOU can delete the image, or upload a
path[ ] new one by clicking Browse. -

Image | Browse
Delete |  Mark File To Upload |
Thumbnail Product Image

If you use the Web Services,
don’t forget to mark the new file
for uploading.

Path |

Image |

Delete Mark File To Upload

Save ‘ Cloge ‘

e The location of the image is displayed above the file name. If the image is moved, be sure to click Browse to
update AdvancePro.

o Click Save after any edits, and if you use the Web Services, click Mark File to Upload.



11 Products

Setting Up Cross Sellers

You can set up cross-sellers at any time. From View All Products, click the Edit icon to open the
A Products dialog and then click the Cross Sellers tab. If you are continuing the process of
creating a product, this tab will open after you click Save in the Images tab.

Use cross sellers if you use the Web Services module.

A cross seller is an item you can suggest to the customer if they purchase this product. It could be a related product
or an accessory. The process is the same for both, but the bottom part of the cross sellers form deals with
accessories.

1. Atthe Product > Cross Sellers tab, click Add ew Cross Seller or Add New Accessory.

2. The Search for Products form will open. You can search for the product name, SKU, and/or quantity. Click the
magnifying glass to perform your search.

You can search for products here.

Search for Products

Product Search Results
W Product: Acai Berry
Product Infon'nati:]:n I Wendor & Pricing In!fo i Additional lIn‘r'o i Custom §
PDF Documents | Customer Promotions | Back-Crders | Commissions
= : SK oduc Ini
e e
To edit or delete items, select from the list below 01z 00002 Chicken Breast
13 COo0D03 Chicken \Wings
] ]4 CO0D04 Chicken Neck
O |5 CO0005 Thigh
O |& CO0006 Chicken Liver
| CO0007 Chicken Heart
[ Add New CrossSeller]| | Delete Al
Select the product, and click Add.
- Product’s A
To edit or delete items, select from the list below O |10 COo000 Chicken Tail
Display (/| I R BO0001 Ground Beef
|12 BO0O002 Sirloin Steak
a |13 B00003 T-Bone Steak
1 |14 BO0004 Tenderloin Steak
[ |15 BODD0G Beef Back Ribs
: |16 B00006 Beef Cubes
o P eoeneen ] Peee O [17 |Boooo7 Shank %
*NOTE: elected products will be displayed on B2C/ B2E relat
F > > Add | Close |
A

3. When the product appears, click the checkbox to select it. You may select more than one.
4. Click Add.

5. Your cross-seller or accessory will appear in the Cross-Seller tab. Use the checkboxes to indicate if the product
should appear in the B2B or B2C site.
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Deleting or Editing Cross Sellers

From the Product > Cross Sellers tab:
e Click the trash can icon to delete the cross selling product or accessory.

Click the edit icon to edit the cross selling product or accessory. This will open the Product form for that product.

e Select or de-select the checkboxes to display the product on the B2B or B2C sites.

& Product: Acai Berry =3 =l
Product Information i Vendaor & Pricing Info I Addtional Info i Custom Fields I Variants i Customer Pricing i Serial #z I
PDF Documents ! Customer Promotions I Back-Orders l Commissions ! Promotion Codes l Images Cross Sellers |

— Product’s Cross Sell

Click to open the Product

1| Chicken Neck

2| Chicken Wings form for the cross seller.

3 | Chicken Breast . .

4 | Drum Stick 00001 | O | O

Add New CrossSeller] Delete All |

r Product’s Ac

To edit or delete items, select from the list below

Add New Accessory Delete All

*NOTE: Selected products will be displayed on B2C/ B2E related website Close |

e Click Delete All to delete all cross sellers or accessories.

e The Uploaded column indicates if the B2B or B2C site has been updated with this cross-seller or accessory
yet.



11 Products

11.3 Creating Product Categories

Mandatory Fields
e Category Name
1. Open the Product Switchboard by clicking Products and then click Manage Categories.
Alternately, you can:
e Use the Product drop-down

e Click CTRL+ALT+C

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR
BT
IManage Categories
Add Product Manage Inventory
Global Pricing
. \ariant Manager
Edit Product New Cycle Count
New Raw Material
View All Raw Matenals
Vlew All Products View All Cycle Counts

Build Finished Product
Product Re-order icn okl promonons

Add Item Kit Alert Report



2. The Manage Categories dialog will open. Enter the category name and if desired, a description.

Manage Categories

= ol ==
Category Infomation ] ECommerce
Manage categories and sub-categories
Category Information - | All categonies E
T - Cleest
Category Name | - [[]Chicken
Category Description J E E”':i
o
[ Sports
Add New Category ] Delete J i [[] Vegetable
Create Customer Pricing
Default “Price” Product (DPF) [N/& -2

™ Use DPP when adding new Product (7

™ Re-Run Pricing for all Product in this Categery using DPP (?) Re-Run Pricin I

r Products in selected category - Sel. H”
ect A

E 5C Associate product to category

Done

3. Click Add New Category. The category will move to the All Categories box on the right.

Creating Sub-Categories, Editing or Deleting Categories

You have created the new category. You can now either click Done or continue to edit that category.

11 Products

5. In the Manage Categories dialog (accessed from the Product Switchboard, CTRL + ALT + C, or using the

Product drop-down), select the category from the right box.

6. To edit the category name or description, make any changes necessary in the Category Information section

and then click Update. To delete it, click Delete.



.'Manage Categories
Category Infomation | ECommerce

Manage categories and sub-categories

Category Name  |Beef

Category Description

MNew Category New Sub Category I

Update

or delete

— Create Customer Pncing

Default "Price” Product (DFF) [N/A

[” Use DPP when adding new Product (7

Select the category to edit

it or to create

[ Re-Run Pricing for all Product in this Category using DPP ?
Products in selected category | Sdect Al
No. |SKU# | Product | ~
LI 1 BODDO1  Ground Beef
LI 2 BoDDOZ  Sidoin Steak
LI 3 BODDO3  T-Bone Steak
LI 4 BoDD04  Tenderoin Steak
LI 5 BODDO5  Beef Back Ribs
LI & BODDDS  Beef Cubes
H 7 BODOO7  Shank %

Associate product to category |

Dnm:l

7. To create a sub-category, click the New Sub-Category button at the top.

11 Products

8. Enter the sub-category name and description (description is optional). Click the Add New Subcategory button

when done.

Manage Categories
Category Infomation | ECommerce
Manage categories and sub-categories

— Category H()ll.rldiu ¥

active [T
Category Name |
Category Description
MNew Category | | MNew Sub Category Add New Sub Category I Delete |

—Create Customer Pricing

Default “Price” Product (DFF) [N/A

[” Use DPP when adding new Product (7

™ Re-Run Pricing for all Product in this Category using DPP ?

— Products in selected category

[T Select All

No. | SKU# | Produet ] -
LI 1 BODOD1  Ground Beef

LI 2 Bo0D02  Siain Steak

L] 3 BOOOD3  T-Bone Steak

LI 4 Boooo4  Tenderoin Steak

LI 5 BOODD5  Besf Back Ribs

LI & BODDD6  Besf Cubes

H 7 BOODD7  Shark o

Associate product to category

9. Click Done if you are finished.
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Assigning Products to Categories

You can assign products to categories from the Manage Categories dialog or from the Products
dialog. To assign multiple products at once, it's easier to use the Manage Categories dialog
(accessed from the Product Switchboard, CTRL + ALT + C, or using the Product drop-down).

10. Select the category by clicking the checkbox.

11. Click Associate product to category.

Manage Categories EI = @
Category Infomation | ECommerce

Manage categories and sub-categories

Category Information

Category Name |

Category Description ]

Mew Category ] Mew Sub Category | Add New Sub Cgegory ] Delete ]

Search for Products

Create Customer Pricing 1
Default “Price” Product (DPF) [NIA | % | Product Search Results
[T Use DPP when adding new Product (7
™ Re-Run Pricing for all Product in this Category using DPP 7} Re-Run Pric
r Preducts in selected category ~ sodetan 1 o ] J H%.J
No. |SKU# | Product ] ~
T [ sku# | Product Name [
Ll 2 BODOO2  Sifoin Steak U 1 viss Acai Bemy
LI 3 B00D03  T-Bone Steak L =2 V121 T
5 S i e " H 3 a2 Adzuki Beans
Ll § BODO0S  Beef Cubes 4 Pastal01 Alfabeta
LI 7 B00D07  Shank - U 5 Bread001 Alpine Seven Grain
B - U g ven Amaranth
Associate product to category | U 7 V051 Amaranth Leaves/Chinese Spinach
g  wvies Anaheim
H 9 V133 Anasazi Beans
L 10  Pastadi2 Anchellini
L 11 PastadD3 Anelli Siciiani
U 12 Foooot Apple
H 13 Bread002 Apple Cinnamon
H 14 Bread003 Apple Cinnamon Walnut
H 15 Pastall4 Amaonie
LI 16  wvoot Artichoke
T1 17 wnm Rnsonds it
Add Close

12. The Search for Products dialog will open. Search for and select products from the list. You may select more
than one at once.

NOTE: You can check the "create customer pricing" to assign pricing exceptions associated with that Customer
Group. The group pricing exceptions can be set up using Global Pricing. Please see the Chapter 10 on more infor-
mation.

13. Click Add.



Category Infomation | ECommerce
Manage categories and sub-categories

Category Name |

Category Description I

New Category |  Mew Sub Category |  Add New Sub Category | Delete |

[] Display Inactive

— Create Customer Pricing

Default “Frice” Product (DPF) [N/A | & |
I Use DPP when adding new Product 7

™ Re-Run Pricing for all Product in this Category using DPP ) Re-Run Pricing |

 Products in selected category

[~ Select All

No. |SKU# | Product | P
¥ 1 BOD0D1  Ground Beef

¥ 2 BODOD2  Sidoin Steak

LI 3 BoD003  T-Bone Steak

LI 4 BoDDD4  Tenderoin Steak

LI 5 BODDO5  Beef Back Rbs

LI & BODDD6  Beef Cubes

H 7 BOOOO7  Shank o

[isassociate | Associate product to category

&[] Vegetable

11 Products
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12 Returns

In this chapter, we will review Returns, including:

12.1 Customer Returns
12.2 Vendor Returns
12.3 Credit Memo
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12.1 Customer Return

Use this form to issue customer returns. You must initiate a search for the product/s to be returned from an order using the
form

11.1.1 Setting up Reasons for Customer Returns
11.1.2 Issuing Customer Return

11.1.3 Importing Customer Returns

12.1.1 Setting Up Reasons for Customer Returns

Whenever the customer returns a product, it is important to know what might the cause or problem

be. The new Reasons feature will allow the users to make pre-defined values to assign to any prod-
ucts to be returned.

R [=]
Click the easons =R ECR =
Dropdown to Add, edit, delete return reasons information
select the type - O
of return Retum Details

= Type |—Selec1 ftem— e |
Retumn Te Vendor -
Retum From Customer | Name | | | Sorting Tag

Description

Field names in
color are required

[ Is Default
Click here to add a

new Reason for the I Add | Delete
selected type

Select return reason to edit or delete Display inactive

l_ Type Name SortingTag Description Default
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Reasons
Add. edit, delete return reasons information
[m]
Return Details
Type ‘Raum From Customer \/l
Name - [Danaged | sotingTag [ ]
Description

Don't forget to
select a default

return reason — 1 |5 Default

Click here to edit ! Update Delete

or dfelete the
selected reason Select return reason to edit or delete O

Return From Customer | Damaged

[ | Return From Customer | Open Package
[ | Return From Customer | Factory Defect

Check the box of
the reason you
want to select

Close

12.1.2 Issuing Customer Return

1. Go to Returns > Issuing Customer Return. Alternately, you can:

Click CTRL + ALT + U + R on your keyboard.

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG MCR

& Customers
N

Returns

& Customer Returns Vendor Returns
Quick Search

Issue New Customer Return Create New Vendor Returns

Open Windows
S View All Customer Returns View All Vendor Returns

Log Out
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2. Select Customer from the drop-down and click on Find. It will then show the Shipped orders in the table below.
Select the product on the left side, enter quantity in Scanned column and click on Create Return

1. Locate 2 Retum Details

Customer Retum

Locate Products To Retum:

First select Customer [ Create 2 Return for Products that den't have
an order history in AdvancePro.

Locate Customer | | [@<] [T

| Scanner Search
Criteria [SKU# s

Between [ 1/ 32020 ~| And |2/ 32020 ~|
PO# | | Ref# [ | [T Search Variant
SKU # l:l 8 the customer
name and or other
—_— Pn)ductl | @ FIND

Iipmchas? order de(;s]s—l (®) Regular (with Inventory) ) Credit Only

Customer |Eel\ Company

detzils and click here to
find the orders Order and retum history

M
Select the u
product you . = 3 15 Cavity Kitchen DIY Baking Cake Candy Heat Resistant Food Grade
wantto createn [ ! €« A = e 4 Silicons Chocolste Mold 1 2 0
etum for -
setum for a7 o - - prm— — A OMICZ0 WA BRUSHLESS 12 N CORDLESS GRCULAR = = "
EE 903 433 287 11512020 vi7 Banans 15, 0 0
[ 528 437 0 152020 BOM1 BOMI 1 [ 0
Ols 9228 137 0 11512020 BOM2 BOM2 1 0 7
mlG 28 437 0 1152020 BOM3 BOM3 1 [} ]
7 nf ) §7- I @
m] 238 503 289 1N712020 Insp136368-01-RE S el corat T 2200 C P 2 2. 50a: Mieresch 10 0 0
Ofe 540 505 21 712020 PaN Panel 13| 0 7
Ol 941 507 292 11772020 PaN Panel 18] 0 ]
072E Iniel(F] Core[TM] {7-6500 CPU @ 2.50GHz Microsch
Hj1e 20 514 2% 112172020 Insp135368-01-RB Windows 10 Home 255 Gb B.44 Gb - Refurbish 1 o 0
O 961 519 297 172112020 ASDD3 Bundled 1 0 7
073E Intel(R] Corel TM] i7-6500U CPU @ 2.50GHz Microsch
L1z 0 541 02 232020 Insp136368-01-RE \indows 10 Home 256 Gb B 44 Gb - Refurbish 5 o 4
7 i7- I U@
o e O I R T v T 2
073B Intel(R] CorelTM] 17-6500U CPU @ 2.50GHz Microscht
L4 e 543 04 232020 Insp136368-01-RE \indows 10 Home 256 Gb B 44 Gb - Refurbish 5 o 4
Click here

product details [E] CREATERETURN| | Close

Click here to create retum

3. There are some enhancements that have been done to reduce user error in doing reasons and review feature has
been added as well. These options are Reason Drop-down & Review Required feature. Learn more about this op-

1 Locate 2. Retum Detais -
Customer Retum (New) Date [2/3/2020
RMA % PO# [308
Bakeshop Ref#
Customer Billing Address Retumn Shipping Address
Bakeshop ~ Warehouse 1 &
10th Bread S1.
Bread Cty, BD, 11228
us
1202-666-0145 i &2
Return To! Aec#t SalesRep  Exp date Carrier Carrier Acc #
b [Warshouse1 v [2324 | [ 23200 +][nA ]

tor

Coupon Discount | Retumed To Ret. | Remaini olution
5|5

0

Enter Qtv to be Broken
retumed here Mot as advertised

Select a reazon from

this drop down

Total Qty: 5 Adju;lmemﬁ‘ D.DD| Sub TmalSl 2525“‘

Shipping 5| 0.00] Tax| [

TOTALS 262 50

&) |~ |=| [ Direct Return 2 PrintExport| | Save | [E] P - Close




4. After processing the Return go to the Warehouse Switchboard and click on Customer Returns

Adrmin Customers Vendors Products Warehouse Returns

158 Orders To Pick

20 Orders To Pack

15 Orders To Ship

vendor Returns

jen

=

Transfers to Pick

Reports Sales Aeps

QuickBooks Web MFG

Warehouse

20 Orders to Receive

38 Viendor Orders

15 Customer Returns

Transfers to Receive

m“

Manage Warehouse
BOL Settings
Create Pallst
View All Pallets
View Multiple Transfer History

View All Work Orders

12 Returns

5. AdvancePro introduces a function to assess returned products from customers. This function can distinguish re-
turned products if it can be accepted as a return or can be discarded. Accepted returns can also be broken down into
UOM depending on the conditions of the products for quality control purposes. After reviewing, you can now click on

Set and then finally Receive.
Admin Customers Vendors Products Warehouse Returns
All Customer Returns (Warehouse)

Reiz RMA Customer Warhause

[ [ [ [ ~]

Customer Return

Bakeshop
Customer Billing Address
Bakeshop ~
10h Bread St
Bread Ciy. BD. 11228
us v
Product Name
SKU#
Warehouse
Accepled Return
Discard

Reports  SalesReps  QuickBooks

Total Records: 15

[JAll [ ToBe Received []Received

[=2)

(To Be Received)

ATOMIC 20V MAX® BRUSHLES
DCS571B

Warehouse1

Web MFG

# Per Page Total Pages: 1

Retumed To
= '
= Y1228

Receiving Qty
5
U Gy In UOM
5

D Fm':ddmmi]:;;;;\“\:u Remaining Gty m,ﬁ

may click

L]

|| Add. Review | Ficking Location | Notes

510 ]

Last Reviewed By N/A

Default Urit 5 O [
B Damaged/l 7] O
3 Open Bax'1 0 | O

conditions listed

Input quantity here

Add Conditional UOM

here

? Set Close

Here you can 2dd
cenditions

Afterreviewing the
products, you ean click
Set

RECEIVE Close

CurrentPage 1 [x]

Sstwsen ari
232020 ~|[ 2 32020 | (G
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12.1.3 Importing Returns

To provide AdvancePro users with the ability to quickly create returns for large numbers of items, by importing an Ex-
cel spreadsheet.

Standard Excel Schema:
e ACCOUNT NUMBER
e« RMA_NUMBER
e PRODUCT_SKU
e QUANTITY
e REASON

Rules to follow when importing spreadsheets:

1. Avoid using spaces on headers; use underscores instead
For example:
PRODUCT NAME - Incorrect
PRODUCT_NAME - Correct
2. Sheetl should be named Sheetl and should NEVER be renamed
3. No other sheets should exist except for Sheetl
4. Always save files as an .XLS file-Excel 97-2003 Workbook (*.xls)
5. Format everything to Text format
NOTE:
e You can have any name for the headers as long as you follow rule #1 and avoid using special characters
e The order of the headers and on the AdvancePro schema should be the same.
1. Go to Admin Switchboard > Utilities > Order Import Tools
= e
Hbout | Upgrades | Datsbase | Excel Impert/Expart | Payment Processor | MPL [ “Order Impor |

'Mult.CumpaniesJ 'Lo't/SeﬂaIﬁI 'BarCuding| 'Fre«ght] “Catch Weights J “EDI 'Advancedsh\pp\ng|
“UPS/Fedex/USPS | *AdvanceED! Sales Rep. | “Order Matrx | *Addiional Ertity | “Product Buider | “FRifo/Lifo |

“APlnteligence | *AP Mobie | *AP Manufacture | AP ActiSeles | *AP Labels | "POS | “Resource Management |

MS Dynarics | “AP API | 3d Pary Shipping |

Order Import Tools

Please enter Key to activate Order Import Tools
(I IR, B, I,

Update

Auto Order Import Setting

Order Type —Select OrderType—
Select Schema |—Select fem— . Flegd [ |

Enable Auto Impart

Time Interval Min

Auto Process Order Allow duplicate order £
Print Picking Slip

Auto Process Vendor Order

N

Load Import Tools Close




2. You can create schemas here. After creating the schema you can click on Save

Select Customer
Return from the
drop-down

Mame  |vendar
S| emee salect the £~ |Customer Retum
Create a s : P and "DC

Narme for
the schema.

Click on thess
fields and it will

Manage

Import

Schema Infermation

Select Schema | —Select Schema—

be added to the
oppaositz fizld,

I o o

Order Type

w

Customer

A

justment_Amount

hipping_Amount
ax_Term

Apply Default Customer TAX

[=ll@=]

File Ext ~
csv
ot
s
lsn
Account_MNumber
RMA_Number
Product_SKU
Quartity
Reason
Up
Down
Save Cancel Blank Fields
= Add =

3. Locate the file, select the schema and click on Import

Manage [mport

Manage Schemas | Ready To Import

Order Type |C|.|5torner Retum >

e

Select Fle

Locate the file to import

Select S5chema

Select the schema the import file will have

—Select tem—

Auto-Process (7

Import

Click to impaort
hera

Browse

Close

12 Returns

Select * xls as
file extension

These are
fields that
should appear
as required

Select arder type
fram the drop-down

And then, you can
select the file here.
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12.2 Vendor Returns

Use this form to issue vendor returns. You must initiate a search for the product/s associated with the
vendor using the forms given below:

11.2.1 Setting up Reasons for Vendor Returns
11.2.2 Creating Vendor Return

11.2.3 Importing Customer Returns

12.2.1 Setting Up Reasons for Customer Returns

Upon returning any product/s, it is important to know what the problem is for the item/s to be re-
turned back to the Vendor. The Reasons feature will allow the users to make pre-defined values to
assign to any products to be returned.

R =
Click the easons o] ]
Dropdown to Add, edit, delete return reasons information
select the type - O
of return Return Details
= Type |—Selec1 ftem— e |
Retum To Vendor 5
Retum From Customer | Name | | | Sorting Tag

Description
Field names in

color are required

[ Is Default
Click here to add a

new Reason for the I Add |
selected type

Select return reason to edit or delete Display inactive

l_ Type Name SortingTag Description Default
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Reasons E’@

Click the
Dropdowmn to Add, edit, delete return reasens information
O
select the type Retum Details
of return
i Type |Retum To Vendor ~ |
Retum To Vendor z
[Fetum From Customer | Neme ~ [Bamsged |sotingTag I ]
Description

Don't forget to select a
default return reason |s Default

Click here to Edit or Update Delete

delete the selected
reason Select retumn reason to edit or delete ]

Return To Vender | Damaged

[ | Return Te Vendor Factory Defect
Return To Vendor Open Packaging

Check the hox of the
reason you want to
select

Close

12.2.2 Creating Vendor Return

1. Go to Returns > Create New Vendor Return. Alternately, you can:

Click CTRL + ALT + D + R on your keyboard.

Admin Customers Vendors Products Warehouse Returns Reports Sales Reps QuickBooks Web MFG

& Customers

Returns

Customer Returns Vendor Returns
Q, Quick Search

Issue New Customer Return Create New Vendor Returns

B8 Open Windows View All Customer Retums View All Vendor Returns

Log Out
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Processing the Vendor Return

1. Use the Create Vendor Return form to select the products to return. Only products associated with that vendor will be
displayed.

1. locate 2 Place Retum

Vendor Return
Locate Product
First select Vendor .
[] Create a Return for Products that don't have
an order history in AdvancePro.

Locate Vendor | |[@=
Vendor [BadWares ~]
Between [ 2/ 3/2020 G~ | And [ 32020 @~ |
Define the search
Criteria Warehouse  [Warehouse ~]
SKU# |

Vendar SKU # | | G FIND l—SeLect the vendor name and/or
PO # l:l other details and click here to
find the products

Mzke selection to create return

# Product farehouse Stock Price § Return

Oj IT0032 IT0032 Monitor Sta Warehouse 2500 500.00 0
Select the products click here to view | |
to return product details Product

warehouse name, stock on

return
hand, and price

history

Click here to
<reate a return

I—EL CREATERETURN Close

2.  After clicking on Create Return, this is will be the interface. To process the return, you need to Enter RMA#, select an
applicable reason for returning the item and then you can now process.

1.Locate 2. Place Retum

a
Enter the Vendor Return (New)

RMA# here Vendor RMAZ | o
BadWares

Credit To Retum Address

Demo Company 2 (GBD) ~ BadWares P

26 Dufflaw Road Jewel St

Toronto, CA, MBW2W1 Houston, CO, 1050

Canada USA

0000000 Y 330 g
Aoctt Ship date Carrier Cartier Acc #
[Bw100 [z 32020 @~ |[wa Il |

if

Total Qty

Adjustments| 000]  Sub Towls| 0.00]
Shipping 5 0.00] Tax| 0.00]
You can also
print the Totas| oo
return by
clicking here —. = = o
Click here to process the return
Select the reason for returning
Factory Defect
Change the Set the amount Open Packaging Click here to remove a
price here to return here product from the return list

1 10032 0032 500.00 2500 0 0

View the product

details by clicking here Clprent stork and

returned stock

Select the resolution
of return
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3. Use the Warehouse Switchboard to Access the Vendor Returns

Admin Customers  Vendors  Products ~ Warehouse  Retrns  Reports  SalesReps  QuickBooks ~ Web  MFG

Warehouse

m Esssoe “

Manage Warehouse

Q Quick Search

158 Qrders To Pick 20 Orders to Receive
Create Pallet
S Open Windows 20 Orders To Pack 39 Vendor Orders
Pic View All Pallets
View Multiple Transfer History
15 Orders To Ship 15 Customer Returns
View All Werk Orders
6 vendor Returns 1Z  Transfers to Receive

i~

Transfers to Pick

Log Out

4. After processing the Vendor Return, the return order will be then sent to the warehouse, where you
will be able to ship the products back to the Vendor.

View All Vendor Returns (Warehouse) Total Records: 0 # Per Page EEJl Totzl Pages: 1 Current Page 1 El

Between and
[J Al A ToPick | ToPack [/]ToShip []Shicoed [/ 472020 ~|[ 2/ 472020 ~| [@w

Refg RMA WVendor Camer Warshouse
I <A o] s g o

i

PokeMart TM Vendor RMA #|VRMA-IT12-0204

Ship To Sl —
PokeMart TM

Acre S5t.
Nimbasa, BW, 6543
Unova

- e
Acc# Ship date Carrier Carrier Acc #
[POKEMART | [2r 22020 B~ | [wem o] |
Products to retum
Ne SKU Product In Stock Ret. Qty In Stock Qty. To Return Picked | Packs
1 IT0012 Pation 2000 0 5 IE'
Total Weight: 5.00 Ibs Shipping

() Pick now & Pack later () Pick & Pack now, but ship later guh(bk":te;iéﬂ

=B Send Back to Open RMA's SUBMIT Close process

Click here to ship the item/s
back to the vendor

A Confirmation will then appear that the return has been shipped back to the Vendor

AdvancePro: Confirmation

This return has been shipped to the Vendor: PokeMart TM
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12.3 Credit Memo

11.3.1 Customer Credit Memo
11.3.2 Vendor Credit Memo

12.3.1 Customer Credit Memo

When processing the return and selecting the ‘credit’ resolution for the customers’ returned product
the system will then create a pending Credit Memo. You may also choose to replace the returned

items by checking the ‘R CPO’ box and/or create a Vendor return to return the “defective items” by
checking the “VRMA” box

Customer Invoices | Credit Memo's

Total Records: 3

# Per Poge M Toiol Pages: 1 Current Poge: 1

Batween and
[ All (] All Invoices[ ] Pending [ Invoiced [ Voided [ Pending Credit Memo [ Credit Memo| 2/ 4/2020 ~ || 2/ 4/2020 ~| [@w
| I I I I | [o«
Pending Credit Memo Click the PO# to Date | 1/24/2020
RMAd view the related PO# £ Click the Ref# to
A Customer order Ref# [(  ————— view the related
Billing Address Returned To Cust. Shipping Address Customer Return
Aroma Towne A Warehaouse "
comer St. 10400 NE 4th St
Flora Town. RS, 6548 2k Bellevue, WA, 58004 i
Acc i Sales Rep Payment Term Received  Exp.date  Carrier Carrier Acc #

[ | [ |[1/24/2020 ][1/2472020 || I |
Products Details

1 BLUSHARD1 Blue Shard Tolnventory- 10, Discard- 0 5.00 50.00 --select Vend
Weight. 10 Ibs Shioping s | 0.00] Adjsimen:s [ 0.00] SubTewm1s|  5000]
Total Qty: 10

Tax§ 0.00| N/A TOTAL § 50.00

a|= 4 a3 =

& |-o-/| CREDITMEMO | Close
[ Print Queve [ with CLU

Click here to create a credit memo

The total quantity of the

product and the price of each Check this box to create

a vendor return

1 ELUSHARD1 Blue Shard

rice § Total § RCPO VRMA Vendor
Tolnventory- 10, Discard- 0

Click here to select
10 5.00 50.00 O O

Big Case which vendor to
return to

Click here to view the

The amount of items to be
product details

Check this box to create
put back in the inventory a new customer order to
and to be discarded



12.3.1 Vendor Credit Memo
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After processing the shipment for the Vendor return, you will need to access the Returns module
again and select "View All Vendor Returns” to create a Credit Memo or Replacement for the Re-

turned Product/s.

View All Vendor Returns

VF{M-H 9-020420

Total Records: 1

# Per Page EEII

Total Pages 1

Current Page: 1

Burger Deluxe

Click here to o
the VRMA

pen

The transaction
status will be
indicated here

After Shipping the
products back to
the Vendor, you will
ffind the VRMA here

Close

1. Locate 2. Place Retum

Products Details

Vendor Return (Shipped)
Vendor RMA # |VRMA-13-02042(

Burger Deluxe

Credit To Retum Address

Demo Company 2 (QBD) FS Burger Deluxe -

26 Dufflaw Road HiWay Alley

Toronta, CA, MEW2W1 halifax, CO, 5010

Canada Canada

000 0000 ¥ 666-6666 2
Aec# Ship date Carrier Carrier Acc #
[DELUxE2020 || 2/ 42020 @~ ||N/A

V.SKU#  |SKU# Product Price §| Stock |R. Stock | Return | Resolu_| Reason Totals| i |

ITO01S ITO01S

Eresh Wwiater

200.00 1198

Replace| Damag...

0.00| Tf

Click here to create TDT‘N‘s
a credit memo or
replace the item/s BB A= Create Memo / Replace = Close



