

Systems Order Entry (Domestic)


SyteLine 8.02
Customer Support Training Instructions:

Systems Order Entry 
Overview

These procedures discuss how to enter orders for systems (standard, laser and custom).  
System orders are received in Customer Support by several methods:

· Purchase Orders via fax or mail
· Telephone order from the Customer

· Email order  

Purchase Orders (fax or mail)

1. Upon receipt of the Purchase Order, look up the customer order in SyteLine to determine whether the order has already been placed.  (See Pages 11-13 for How to Run a Filter).
· If the Order has already been placed, check the PO against the order to determine if all information is correct (Bill to, Ship To, Item #, Quantity, Price, Terms, Ship Via).  Put the Order #, date order was input and your initials on the original PO and forward to Finance.
· If the Order has not been placed, review PO for content (i.e., bill to, ship to, description, quantity, price, PO #, ship via method, payment terms, etc.) – resolve any discrepancies with Customer and proceed with Data Entry.

Telephone Orders
System orders may be accepted over the phone; however, unless the Customer is paying by credit card, a hard copy PO (via fax or email) is required to release the order to Production.  

1. The Customer calls and places the order via phone.  

2. CSA completes a Telesis Order Form (dated 12/1/04 Rev-)

3. While the Customer is on the phone, obtain the following information:
a. Customer contact and phone number.
b. Customer Bill To and Ship To addresses (may just enter the Customer # in the Bill To section).
c. Ship Via method including account # if Collect.
d. Purchase Order Number and how/when faxed or emailed copy will be sent As the customer gives you each Item/Part #, confirm the price, availability, and delivery.
e. Check Tax Status – if listed as Unknown, ask Customer if they are tax exempt.  If so, ask them to fax a copy of their tax exempt form to Finance.  
f. If customer is paying by credit card – need type of card (Telesis accepts Visa, MasterCard and American Express); name on card; card number and expiration date.  If customer wants us to email or fax a copy of the invoice, ask for that information.
4. Once you have all the information, thank the Customer for their order.
5. Proceed with Data Entry.
Email Orders

1. Review email to ensure that all information needed to process the order is received (see above).  If there are any discrepancies or if additional information is required, review with Finance – contact the customer.

2. Proceed with Data Entry.
Data Entry

Customer Orders

To access the Customer Orders screen, 
1. From the Master Explorer, select Modules / Customer/ Order Entry:
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2. Double click the Customer Orders icon. The following screen displays.
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3. Turn off the Filter (the “spyglass” icon in the top toolbar).

4. Select New.
5. Enter information in the following fields.  NOTE:  All information is to be entered in CAPS.
Order (Order # defaults when Saved) – press Tab to skip this field
Order Date (defaults to current date)

Status (defaults to Ordered).  For Standard Pinstamp systems, change the Status to PLANNED.  For Custom and Standard Laser systems, leave the status as ORDERED.  
Cust PO - enter the Purchase Order number and press Tab.  (Be sure to verify that the PO # has not already been entered by doing a Filter)
Order Type (defaults to Regular)

PO Rec’d – enter the date the PO was received by Telesis

Warehouse (defaults to MAIN)

Customer - select appropriate customer (either by Name or by Customer Number).   NOTE: If a new customer Sold To (Bill To) address is required – see Debbie or Teri to establish these customer numbers

Ship To – select appropriate Ship To Address.  NOTE:  If a new Ship To address is required – see Debbie or Teri to establish these addresses.

Terms – defaults to terms already established.
NOTE:  Our terms are Net 30 Days for domestic orders unless otherwise noted in the Customers screen. Any PO that specifies other than these terms – the CSA contacts Finance to see if customer’s terms are acceptable; if they are, proceed.  If not, CSA must contact customer, advise that our terms are Net 30 and secure corrected POs. Order must be placed on Stopped status pending resolution.
NOTE:  International terms vary from Net 30 days to terms negotiated on distributor contracts.
If the customer is paying by Credit Card – select the applicable credit card (i.e., Visa, American Express, etc).
Originating Site (defaults to TTI)

Ship Via – select appropriate method as specified by the Customer’s PO.  If the Customer’s PO doesn’t indicate a preference, select Best.

LCR – do not use at this time

Est Total Price – automatically calculates the estimated total price of the order once the lines are entered

Address Tab

End User – select appropriate End User Bill To/Ship To number.   NOTE:  If a new number needs to be created, see Debbie or Teri to establish these addresses.  

End User Industry Type – select the appropriate End User Industry Type based on the type of parts the customer is marking.   (Refer to the current Market Segment Codes).
Application – enter a brief description of the type of parts the customer is marking (transmissions, bone screws, turbines, etc)

General Tab

On the General Tab, enter information in the following fields:
Taken By – defaults to login user.  Enter a “/” after your initials for all custom orders
Salesperson – select appropriate Sales Rep and commission % code (for example, PEC-10)
Salesperson2 – an entry is only made in this field if the order is a “split”.  Select appropriate Sales Rep and commission % code for Salesperson2 based on the end-user location.    
NOTE:  Commission is split 50/50 for Pinstamp orders.  Commission is split 70/30 for Laser orders.  Commission splits are payable to whoever specs out the job (who did the RFQ) and the end user location rep.  The Bill To and Ship to addresses are not used to determine the commission split.  See Debbie with all questions regarding splits.  

NOTE:  For 2011, there are additional commissions paid for the first sale to a new customer (including a new end user) – 3% additional commission.  A 2% additional commission is paid on all BenchMark orders.  

NOTE:  For 2011, commission is reduced depending on the level of discounting.  If more than a 10% discount has been given, see Debbie for correction commission code.

NOTE:  For 2011, Sales Reps receive a reduced commission (on a sliding scale) for custom projects over $150,000.  See Debbie for correct commission code.  
Estimate – enter the quotation number 
Total Weight – no entry required

# Packages – no entry required
Apply To – no entry required
Price Code – no entry required  

Order Type – enter appropriate order type (STBX for standard Pinstamp billable Cville orders - including allowances – and STWX for warranty.  For Laser standard billable Cville orders – including allowances, the code is LSBX and LSWX for warranty.  Custom orders are CUBX and CUWX for Custom Pinstamp orders and LCBX and LCWX for Laser Custom Orders.  Demo orders are coded as DEMO regardless of whether they are Pinstamp or Laser, Standard or Custom.     For Intercompany orders, orders, the last letter will vary depending on the location (E – UK, R = BV, G = GmbH, S = China).
Ship Early – defaults (with a check mark) based on Customer Master.  Check indicates that customer will accept early shipment.  If customer will not accept early delivery, click to remove the check mark

Ship Partial – defaults (with a check mark) based on Customer Master.  Check indicates that customer will accept partial shipment.  If customer will not accept partial shipment, click to remove the check mark
E-Invoice – no entry required at this time

Blanket Order, APS, Lead and Opportunity Fields – no entry required at this time
Contacts Tab

1. Select the Contacts tab
2. Enter Order Contact Name, Phone Number, and Email address (if available)
3. Corporate Customer – if this field is blank and you know the customer is a part of a larger corporation or conglomerate – see Debbie to complete this field.  Otherwise, leave blank
4. Press the Save button – the Order number is generated at this time. 
Amounts Tab
No data entry is required
The total amount of Order (Total Price) will appear here upon completion of data entry.  (It also appears in the header screen)
Tax Info Tab

No data entry is required.
User Defined Tab

No data entry is required.  

Notes

Enter any special instructions in a Note (all CAPS).
1. To access the Notes screen, click the Notes button which appears on the Syteline header toolbar
Add subject in the Notes screen.  (Most notes are entered in a note with the subject as NOTES).  
Determine whether to click the “internal” button (which indicates that this note is for internal use only and will not appear on packing list, invoice, etc).  Most Notes will be Internal.
In Note message field - enter  date, CSA initials, and message (i.e., 3/28/11 DEBMCD - MESSAGE MESSAGE MESSAGE)
For the message, enter information such as Collect Shipper Acct #, special receiving hours, special documentation, will not accept partial or early delivery, etc.  
2. Press the Save button
Entering Order Line Items
1. To access the Customer Order Lines screen, on the Customers Orders screen, press the Lines button in the upper right-hand corner, which brings you to this screen:
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The first line is ready to add.  The order number, customer name, and order date automatically transfer to this screen from the Customer Orders screen.
2. Enter information in the following fields: 

Allow Over Credit Limit – do not check this box
The Qty Ordered field defaults to 1 – enter the correct quantity

Item field - enter the part number and press Tab.  This will pull over the item description
Unit Price – defaults to the price shown in Syteline

NOTE:  If the current Syteline price differs from the amount shown on the PO, you must contact the customer and advise them of the new price and secure the corrected PO.  If the PO is MORE than the amount of the order, check with Finance to see if they will accept PO as is, with notification to the customer. If the PO is more than $1,000 or is for an international shipment, a corrected PO is required prior to shipment.
Before proceeding further, you must configure the system (Features Tab)

Features Tab
For every Standard Pinstamp Order, you must configure the system, indicating the appropriate components to be used in the build.  


Select (check) the applicable components – regulator, pin, cartridge, etc.


Press the Save button, which populates the Configuration String, then return to the Header portion of the order.

Sales Disc – enter applicable discount %, if any.  NOTE:  If a discount was given, there must be a signed Price Concession Request on file.  If not, contact the Region Manager for this document.
Customer Item – enter the customer’s part number
Net Price – automatically calculates the net price (selling price less discount) of the line

Order Total – screen shows the total amount of the order 

General Tab

1. Enter information in the following fields:

Status should remain Planned for Standard System orders and Ordered for Laser and Custom orders.
Due Date and Promise Date – both fields must be entered.  The Due Date defaults to 60 days from date of order entry.  For Standard Pinstamp systems, change the Due Date and Promise Date to the date the order must ship from Telesis in order to reach the Customer at their requested receipt date, regardless of the Lead Time.  If PO does not reflect a requested receive date, enter Dates based on the standard lead time (these dates must match at time of order entry).  For Custom and Laser systems, allow the Due Date to default and enter the Promise Date.   
NOTE:  You can check Material/Inventory/Item Pricing screen for lead time for the applicable parts (3 days, 2 weeks or 6 weeks).   You could also click the Item Availability Tab in the right-hand side of the Customer Order Lines screen.  
If the Customer is requesting early delivery, check with Production to determine if it is possible to ship as per Customer’s request.  If the parts are not available to meet their requested delivery, notify the customer of the estimated ship date, make notation on PO that customer was notified, and enter that date as the new Due Date.   
Be sure to check PO to see if early delivery is specifically prohibited, in which case make a notation in the Notes field that customer will not accept early delivery and clear the Early Delivery check box.
No entry required in the Drop Ship, EU VAT, Amounts and Features Tabs.  
2. Press the Save button to save the line.   Make sure that the Status of the lines and the Order remain on Planned for Standard Pinstamp Order.  For Custom and Laser orders, all lines should remain on Ordered.  

NOTE:  In 2009, Telesis instituted an Expedite Fee for any customer who places an Order and wants it to ship the same day.  The Expedite Fee (part #68873) is 10% of the value of the order - $25 minimum and $100 maximum.  
Drop Ship, EU Tab, Amounts Tab – no entry required

For additional line items, repeat the steps for entering an order line item.

Once all line items have been entered – double-check the Order Amount to verify the total price matches the PO.  
Handling Orders on Credit Hold
If a Credit Hold (Red X) displays on the Order, contact Finance to determine whether the order is OK to ship.  If Finance gives the OK, proceed with the order.  If Finance indicates that credit is not OK, change the Order Status to Stopped and enter a Note in the Order.   Subject of the note should be “STOPPED”.  You must also enter the date, your initials and the reason the order is on Stopped – for example, 05.011 DEBMCD – STOPPED FOR CREDIT – PAST DUE.  

Finance will then complete their credit analysis and advise the CSA of any issues.  

Processing the Order Paperwork
1. Put Order #, date, and your initials on PO in the upper right-hand corner
2. Order Acknowledgements should be sent with every order.  Press the Order Verification Report button in the upper right hand corner.  Be sure the Price button is clicked.  Un-click all of the checks in the Notes section.  Press the Print button – this sends the OV to the Customer (if you entered an email address), rep, Region Mgr, the Taken By CSA and Inside Sales Mgr automatically.  The OV will also attach itself to the Notes.  
3. Scan document for digit folder, if applicable (all international shipments)
4. Give the original PO to Finance
How to Run a Filter

There are several methods you can use to determine whether a Purchase Order has already been input.  

Customer Orders Screen

To determine whether the Purchase Order received has already been input, run a Filter on the Customer Orders screen. 

1. To access the Customer Orders screen, in the Explorer, select Modules / Customer/ Order Entry.
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2. Double click the Customer Orders icon. The Customer Orders screen displays.
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3. On the Customer Orders screen, press the Filter button on the toolbar.

4. In the Cust PO field – enter an asterisk (*) followed by the PO #, ending with another asterisk (*); for example, *500*.  

5. Click the Filter button to display the results.

If Syteline finds a match (or matches) those orders will appear.  You can use the Back and Forward buttons on the toolbar to move through the orders.  If no match is found, the Customer Orders screen will be blank.

Customer Orders Query Screen
1. To access to the Customer Orders Query screen, in the Master Explorer, select Modules / Customer / Order Entry / Queries. 
2. Double click the Customer Order Queries icon.


[image: image6]
3. On the Primary Criteria tab, Customer field, select the Customer Name or number. 
4. Click the Refresh button. 

SyteLine displays a list of all orders entered for the customer.  You can sort by Order Date, Customer PO, and other fields.

NOTE:  Be careful of PO numbers that have a –0- in them.  They may be entered as 0 or O.






Debbie McDaniel
August 2011
1
Telesis Technologies, Inc.  - For Reference Only
Debbie McDaniel
August 2011 - Final
2
Telesis Technologies, Inc.  – For Reference Only
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